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Dashboard Status Key 

• Draft – Once the Contract Request has been approved, Contract 
Administration is processing your contract by reviewing terms and conditions, 
identifying any additional reviews that may need to take place, and determining 
the proper mechanism (template, addendum, etc.) to execute your contract. 

• Internal Review – The contract has been routed for review for someone within 
the University to review the contract. This can mean it’s with Information 
Technology, OGC, or back with the submitting department to answer questions 
or review language. 

• External Review – The contract has been routed to the second party for 
review of proposed changes or additional documentation the University needs 
to include. 

• Pending Approval – The contract has been submitted for approval and is 
waiting for an approver to review and approve in AggieBuy. The approval path 
in the contract will show. 

• Out for Signature – The signature envelope has been triggered and the 
contract is out for signature. It could be with the University or with the second 
party for review. 

• Pending Signature – The contract has arrived in the e-Signature step and is 
awaiting the confirmation back from the e-signature provider. 

• Executed – The contract has been signed by both parties and is finished. 

 

Internal Review Round  

1. Email is sent when you are assigned an internal review round. 
2. Click the link in the email to navigate to the contract. 
3. If necessary, sign into AggieBuy via SSO. 
4. From the top screen, “Check Out” the document to allow edits to the contract. 

 

5. Click on “Review Rounds” on the left side of the screen. 
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6. Review the comment left by the contract manager to determine what needs reviewed 
(attached contract, term dates, contract value, etc.) 

 

7. Attachments can be reviewed on the “Attachments” screen. 
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8. Download and open any documents required to review and respond to the internal 
review round. 

9. Use the “Add Attachments” to upload any redlined version if you made notations within 
the documents. 

 

10. Once complete, navigate back to the “Review Rounds” screen. 
11. From the “Actions” drop down, select “Done with Review”. 
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12. Leave the results of your review and click “Done with My Review”. 

 

13. Once done, the contract will resolve the review round and change the contract status 
back to “Draft”. This will also notify the Contract Manager the review round is complete. 


