Routing for Signature
Once contract negotiation is finalized, the contract needs to be sent to the supplier and internal signatory for signature. The internal
signatory is the person who signs the contract, which can be yourself. The order you route the document depends on the
circumstances of your contract.
Instructions for forwarding the contract for internal signature
1. Go to the Actions menu (upper right
corner).
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2. From the Actions menu, click Send for
Signature or Send for Supplier
Signature
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Note: You can bypass the Action menu
for supplier signature if the Send for
Supplier Signature button displays in
the bottom right. You are not required to
click this button if it does not describe
where you want to route the contract.
3. Click Yes to confirm.
4. Click OK.
Note: When you route the document for
signature, a signature pending message
appears at the top of the contract
screen.
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What the Internal Signatory will See and Do
1. When the internal signatory logs into CalUsource, they will see that
they have a task that is outstanding and click on Tasks.
2. S/he clicks on the contract in the Action Pending list to display the
contract.
3. S/he can review the contract if they wish, then click Sign Contract
at the bottom of the screen.
4. S/he will enter his/her password in the Signatory Password field
and checks the ‘Authority to Sign’ box.
5. The internal signatory will click Sign and then click Yes in the
Confirmation popup window that displays.
6. This generates a success message that confirms that the contract
was signed and executed successfully. When the internal signatory
clicks OK in the Success message, an Executed message will
display in the contract document’s top blue bar.
Note: The signatory’s electronic signature must be set up in the user
profile before he or she can sign the contract.
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What the Supplier Will See and Do
1. The supplier contact will receive an email notification
which alerts him/her that there is a contract that needs
to be signed. When the supplier logs in they click
Tasks in the Main Menu.
2. The supplier clicks on the contract in the Action
Pending list.
3. The Supplier clicks Sign Contract in the bottom righthand corner of the contract document.
Note: The supplier’s signatory electronic signature
must be set up in the user profile before he or she can
sign the contract. For instructions on how to enable an
electronic signature, refer to the Setting Up Electronic
Signature QRG.
4. The Supplier enters their electronic signature password
in the Signatory Password field and their location in
the Place field. They will also check the box authorizing
signature.
5. The supplier will click Sign and then click Yes in the
Confirmation message.
6. “Supplier Signed” will display. You can route the
contract, if needed, for internal signature to become
fully executed.
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Supplier Signature Tips
•

•

If you have not entered a name in the Signatory field in the supplier section of the contract, you will need to withdraw the
contract and enter a name in this field, then re-route the contract again for the supplier’s signature, following the instructions
on Page 1 of this guide.
If the supplier is having trouble with their password or other technical issues related to signing a contract, refer them to
Zendesk at support@ucprocure.zendesk.com.
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