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 Contract Approval 
 

Reference Guide for Contract Approvals  

  

 
Initial Login 
To login, access TCU portal via the following URL: Jaggaer - Prod - Sign In 

 
 
 

https://protect-us.mimecast.com/s/vnN4CQW8JNT6JlvMix2hmI?domain=tcu.okta.com
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Review Contract Document(s) 
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Review Rounds [Internal Reviews (if applicable)] 
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Contract Approval 
 
Once you have completed reviewing the contract details, attachments, etc. expand the Contract Actions menu and 
choose one of the following actions: 

 

Return to Draft - Returns the contract to draft status. 

Reject – Reject the contract and end Workflow.  *Important*  By rejecting the contract, the workflow will end and the 
contract record will be deleted.  If a rejected contract needs to move forward, it will need to be restarted via the 
contract request process.  If clarification is needed on a contract, use the discussion feature to clarify open items 
rather than Rejecting the contract as this will cause the whole process to be restarted. 

Approve - Approve the contract and send it to the next step in the workflow. 

Place on Hold – Place on Hold will temporarily stop the contract from moving through workflow steps. 

Forward to... – Forward/Send the contract to another approver for review. You will need to add a note before you 
forward the contract. 

Return to Shared Folder - Returns the contract to its shared folder where another approver can 
assign/review/approve it. This option is only available if you have assigned the contract to yourself. 

Add Internal Message – Use this feature to communicate with stakeholders associated with the agreement (ex. 
contract manager, contract requester, etc.) 
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Additional Ways to Find Contracts for Approval 
 
Contract approvals are used when contract workflow requires that the contract be manually approved by a contract 
approver. The logic and frequency of those approvals will depend on your organization’s contract workflow. 

There are several other ways to find contracts that need your approval: 
 

Navigate to Contracts > Contracts > Search Contracts (or Contracts Home if you have the appropriate permissions) 
to search for and open the contract that needs approval. 

 

Click the Action Items icon at the top of the screen next to your user name to view a list of all approval items that 
you are able to complete. Clicking Contract Approvals will take you to the Orders and Documents > Approvals page. 

 

 

Navigate to Contracts > Approvals > Contracts to Approve. From there you can use filters to display a list of contracts 
you can approve. 

 

 
Whatever method you use to find the contract, the steps required to approve the contract are similar, though 
the buttons are in slightly different places. 
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