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TTUHSC Online Contract Database 
Overview: 
Departments begin the contract set up process by entering the basic contract information in 
the online Contract Database and submitting to the Contracting Office electronically.  Once 
entered and submitted, the contract information sheet must be generated and printed, 
attached to the contract and used as the routing sheet for the contract. 
 
Once the contract is submitted to the Contracting Office, they will track the routing of the 
contract and enter that routing information in the online Contract Database where you can 
monitor its progress. Reports and contract search options are available to assist you in your 
contract management. 
 
The online Contract Database is available from the main Contracting web site at: 
https://www.fiscal.ttuhsc.edu/contracting. The system can also be accessed from the 
WebRaider portal > F&A Work Tools tab > Contracting > Contract Database. 
 
This document containing detail about the online Contract Database and additional training 
documents are available by clicking on “Help” in the menu bar on the left side of the page.  
 

 

Click on 
“Contract 
Database” 

https://www.fiscal.ttuhsc.edu/contracting
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number. 

Process Outline: 
Enter New Contract: 
To start the new contract process, gather basic information about the proposed contract and 
click on “Enter New Contract” on the menu bar on the left side of the page. 
 

 
 

Enter and save the information requested on the Add/Edit Contract Information page: 
 

1.  Contract Number (Pending) – will be assigned by the Contracting Office. The base 
contract number is six characters. A revision is a two character extension and 
amendment extensions begin with an “A” followed by the amendment revision 

2.  Auto Renew – check the box if this contract has an automatic annual renewal 
3.  Contract Type – you must select a contract type from drop down 

a.  Affiliation – typically contracts with other healthcare providers to allow our 
students to do clinical rotations at their facility or students from other educational 
institutions to do clinical rotations at our facilities and no payment is involved 

b.  Expense – contracts that TTUHSC pays other entities (vendors) for goods 
and / or services and are typically for professional services or consulting 
services 

c.  F e l l o w s h i p  – contracts with individual physicians that typically provide 
support payments directly to the physician during fellowship training 

Click on 
“Enter New 
Contract” 

Click on “Help” 
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d.  Other – contracts that include HIPAA regulations, easements, right-of-ways or 
special privileges usually with governmental or utility entities 

e.  Patient Billing System – these contracts are typically with third party payors 
(insurance companies, health plans, etc.) in order to obtain reimbursement for 
services provided to patients by TTUHSC health care providers 

f.  Revenue – contracts where another party (agency) is paying TTUHSC for goods 
and / or services     

4.  Revenue Category – you must select a category from drop down  
a.  Government – Federal 
b.  Government – Local 
c.  Government – State 
d.  Non-Government 
e.  Other Investment Income 
f.   Pass Through – Federal Clinical Trial 
g.  Pass Through – Federal Fee for Service 
h.  TDCJ Capitation 

5.  Start Date / End Date – provide the start and end dates of contract (If the contract 
does not have an end date, use 1 year from the contract start date.) 

6.  Amount (total) – Total Amount of the Contract 
7.  TTUHSC Agency / Vendor – If you are setting up an Affiliation, Fellowship, Other, 

Patient Billing System or Revenue Contract you will be searching for an Agency. If 
you are setting up an Expense Contract you will be searching for a Vendor. When 
you click on the binoculars the search option is enabled. You must use the search 
option to populate the field. 

9.  Legal &/or  d /b /a  name – provide a legal name or doing business as name 
if applicable 

10. Other Party Related to a TTUHSC Employee? – check “Yes” if a relation exists 
between the agency / vendor and a TTUHSC employee or “No” if no relationship 
exists 

11. Other Party is a TTUHSC Employee? Check “Yes” if the agency / vendor is a TTUHSC 
employee or “No” if the agency / vendor is not a TTUHSC employee 

12. Other Party Contact Name – provide the name of the agency or vendor contact person 
13. Other Party Phone – provide the phone number of the agency or vendor contact 

person 
14. Other Party Contact Title – provide the business title of the other party 
15. Other Party Email – provide the email address of the other party if applicable 
16. Other Party Mailing Address Line 1 – provide the P.O. box or street address of the 

other party 
17. Other Party Mailing Address Line 2 – provide additional line of address of the other 

party if applicable 
18. Other Party City, State, Zip – provide the city, state and zip code of the other party 
19. Department – select the department from the drop down that holds the contract with     

the vendor or agency 
20. Dept. Code – will populate when you select the proper department 
21. Contract Mgr. – populates based on the department selected in the Department field 



  Texas Tech University Health Sciences Center 
Finance & Administration 

   

TTUHSC Finance Systems Management  [4]
  

 
22. Contract Mgr. Phone – provide the phone number of the Contract Mgr. 
23. Also use Contract Mgr. for Dept. Contact – check the box if the Contract Mgr. is also 

the  Dept. Contact 
24. Dept. Contact – will populate when you select the proper department 
25. Dept. Phone – provide the phone number of the Dept. Contact 
26. Description – provide a brief description of the contract, limit to 30 characters 
27. Comments – provide a detailed description plus any additional information or 

instructions for the Contracting Office 
 

When you have completed all fields of information, click on “Save Changes”.  You can also 
save at any point during the information set up process.  
 

 
 
Note: Any related laserfiche documents will be shown (the Laserfiche document name will 
be shown as a hyperlink) in the Laserfiche Documents box in the upper right corner of the 
contract detail page. Click on any of the Laserfiche links to retrieve that document file from 
the laserfiche repository. 

Click on “Save 
Changes” 

Laserfiche 
Documents 
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Edit Unsubmitted Contract: 
After you have saved a contract and before you submit to the Contracting Office, you can 
edit the contract by clicking on “Edit Unsubmitted Contract” from the menu bar on the left 
side of the page. The search will bring up all contracts not submitted to the Contracting Office 
by a department. Click on “New” or the “Contract” link under the Contract # field to bring 
up the contract you need to edit. 
 

 
 

When you have completed editing the information, click on “Save Changes”. You can 
cancel and withdraw the contract by clicking on “Cancel/Withdraw”. Click on “Send to 
Contracting”, to submit the contract to be processed by the Contracting Office. 
 
Click on “Generate Routing Sheet” to generate the routing sheet. Print the routing sheet 
(on Light Blue paper), attach to the contract (do not use staples on contract documents), and 
route to the Contracting Office. The Contracting Office will follow its usual procedures for 
processing and routing. As the contract is routed for review and signatures, the Contracting 
Office will also complete the routing information online so that you can monitor its progress. 
 

 

Click on “Edit 
Unsubmitted 
Contracts” 

Click on “New or 
Contract” link 
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Renew / Amend Contract: 
To start the Renew / Amend contract process, gather basic information about the proposed 
contract renewal or amendment and click on “Renew / Amend Contract” on the menu bar 
on the left side of the page. Your department will default in the drop down menu based on 
your level 5 organization code. All current contracts for your department will be displayed.  

 
You may also search for a contract by entering a contract number or by choosing one or 
more search criteria and clicking on “Search”. When contracts populate based on the 
search, select the appropriate contract by clicking on the “Contract” link in the Contract# 
column.   
 
Note: When searching, you may use the percent sign (%) as a wildcard representing one or 
more characters. For example, searching for ‘%managed%’ in the Description field would 
return rows where the word managed was in the description. With the wildcard only at the 
end - ‘managed%’, would return rows where the description began with the word managed.  

Click on “Save 
Changes” 

Click on 
“Cancel/Withdraw” 

Click on “Send to 
Contracting” 

Click on “Generate 
Routing Sheet” 
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All fields will populate from the existing contract.  
 
If this contract is to be automatically renewed and the contract is still in force and no changes 
to the terms are needed, click on the “Auto-Renew 1 Year” button at the bottom of the 
page. 
 
For non Auto-Renew contracts or Auto-Renew contracts that require an amendment, click on 
the “Create Amendment/Renewal” button at the bottom of the page to start a new 
amendment record. 
 
 
 
 
 

Click on 
“Renew/Amend 

Contract” 

Click on “Search” 

Click on 
“Contract” link 
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Change the information in any field that needs to be changed and verify that all pre- 
populated information is still valid. Click “Save Changes” to update / save the information 
you changed or “Cancel/Withdraw” if needed. The Cancel/Withdraw is only available for 
contracts that have not been In-Force.  
 
When all fields are completed and saved, click on “Generate Routing Sheet” to generate 
the routing sheet. Print the routing sheet (on Light Blue paper), attach to the contract (do not 
use staples on contract documents), and route to the Contracting Office. 

 
 
 
 
 
 

Click on “Auto-
Renew 1 Year” 

Click on “Create 
Amendment/Renewal” 
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Search Contracts: 
To search for contracts, click on “Search Contracts” in the menu bar on the left side of the 
page. Your department will default in the drop down menu based on your level 5 organization 
code. The Status will also default to In Force.  
 

 
 
 
 
 
 
 
 
 
 

Click on “Save 
Changes” 

Click on 
“Cancel/Withdraw” 

Click on “Generate 
Routing Sheet” 
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You can change the department by selecting a different department from the drop down 
menu. You can change the Status by selecting from the drop down menu or you can select 
blank to search all revisions, regardless of status. A drop down menu selection is also 
available for Contract Type, Routing Location and Contract Manager/Dept. Contact. All other 
search fields require you to enter data for a search criterion. You may use the percent sign 
(%) as a wildcard representing one or more characters. For example, searching for 
‘%managed%’ in the Description field would return rows where the word managed was in the 
description. With the wildcard only at the end - ‘managed%’, would return rows where the 
description began with the word managed. 
 
Choose one or more search criteria, then click on “Search” to find contracts that meet that 
criteria. 

 
 
 
 
 
 
 
 
 
 
 
 

Click on “Search 
Contracts” 

Your Department and 
In Force defaults 
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For additional information, please contact the Contracting Office at Contracting@ttuhsc.edu. 
 

Leave blank to 
search all revisions 

Click on “Search” 

mailto:Contracting@ttuhsc.edu
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