Add a Contract

1. Log into workday and click the left hand menu and 3. Click Connect until you are able to connect to the
select Connect to Supplier
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2. Select Unimarket as requisition type
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4. Click the Marketplace on the left hand side, then
click on Contracts
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5. Click Create Contract
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6. Select the supplier from the dropdown, add all
the required information and click Continue
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7. Complete all the required information on the
Leadsheet, including the start and end date of the
contract, then click Continue

7. If bids were requested through the system you
may link them here, then click Continue

8. At this point you can attach your contract by
clicking “Add Document” or drag and drop the
document from your computer. Click Continue
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9. Under Members, add anyone from your team who
needs to have access to this contract, and set
their permission level. Click Continue
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9. You may add any alerts that is helpful to your
management of the contract here then click Finish

10. The system will assign a unique contract number
and the document will now be available under
your list of contracts.



