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Contract Management Document Wizard

Document Selection Wizard functionality within the Medius Contract Management allows Contract
Administrators to design and apply a document selection wizard to the end users. As part of the contract
record creation process, it is possible to configure the system to have a set of customizable questions. Once a
user completes these questions, the system would then automatically recommend the right contract template
based on the answers that a user selects.

For example, the document selection wizard could make recommendations based on factors such as:
o The Legal Entity
« The region in which the contract is being signed
o The payment terms for the agreement
« The purchasing category and more

The reason behind this functionality is not only to save time when deciding which contract template to use, but
to also remove the need for back and forth communication between Contract Managers and Legal Teams
when trying to identify the relevant base templates for contract negotiations.

Note: Enabling this feature requires configuration. If you would like to have the Contract Management Document Wizard
enabled on your system, speak with your Medius Account Manager.

Accessing the Document Wizard
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When Document Wizard is enabled, Contract Administrators will have access to a menu item underneath Libraries called
Document Wizard. This will bring Contract Administrators to the Document Selection Wizard Editor.

Document Library

Document Wizard

If any questions have already been configured in the editor, they will be visible on this page. Questions are indicated by
F—

the - icon, while Answers to Questions are indicated by the icon. You can use the ° icon to expand and review
content underneath questions or answers.

Document Selection Wizard Editor

E.—"-cc Question

€ AllQuestions

[ — ) :
(v B s thisa contract for a supplier?

0 EE Yes
0 Mo
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Adding a Question

To Add a Question, click Add Question in the top left.

Document Selection Wizard Editor

Add Question

© AllQuestions

(-] i Is this a contract for a supplier?

O ([ ves
°No

This will present a popup where you can input the text for your question. Once you have entered your text, click Save and
the new question will be added to the bottom of the editor.

Add New Question

Question: *

What country is the contract based in?

Cancel
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Editing a Question or Answer

To edit a Question or Answer, click the Question or Answer you wish to edit and click the Edit Answer or Edit Question icon
that appears in the top left of the screen.

Document Selection Wizard Editor

@ Edit Question @ Delete Question Add Answer

& All Questions

i Is this a contract for a supplier?

°‘-r’es
O CEE wo

Once selected, a popup will appear that will allow you to edit and save the text for the Question or Answer.

Edit Question

Question: *

Is this a contract for a supplier?

m‘ Cancel |
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Adding an Answer to a Question

To add an Answer to a Question, select the desired question and click Add Answer.

Document Selection Wizard Editor

Ei Edit Question @ Delete Question Add Answer

& AllQuestions

P

B 'sthis a contract for a supplier?

°‘fes
°No

This will present a popup where you can input and save the text for the new answer.

Add New Answer

Answer: *

Mot Applicabld

| Cancel
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Adding a Document to an Answer

Once your Answer is configured, you can add a document to it. The document you add will be recommended as a

contract template if the responder to the Document Wizard questionnaire selects the Answer it is added to. To add a
document to an Answer, follow the below steps.

1. Select the Answer you wish to add a document to and click the Add Document button on the right.

Document Selection Wizard Editor

E’i Edit Answer E Delete Answer E Add Question

© AllQuestions @ Add Document
o i Is this a contract for a supplier? Mo documents found
0o Yes
0o Mo

0 Not Applicable
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2. Inthe popup that appears, you can select if you would like to upload the document from your computer, or add
the document from the Document Wizard library. The Document Wizard Library is a collection of documents you've
already uploaded to the document wizard.

Add Document [x )

Where would you like to add your file from?: *

(O Upload from my computer
(O select from Document Wizard Library

3. Once the document has been added, it will be visible on the right side of the editor when the associated Answer
has been selected. From here, you can follow the same steps to add more documents to the Answer, or press the

@ icon to remove an existing document.

Document Selection Wizard Editor

E’i Edit Answer E Delete Answer E Add Question

Add Docu t
© Al Questions @ ocumen

o Fi Is this a contract for a supplier? Title File name
o Yes Medius Master
" Medius Master ::;usd:wu.lt;csnph on ®
s} =
Agreement ~. Agreement Sep

L= 2020.docx
()] Not Applicable
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Adding a Question underneath an Answer

You may want to present different Questions in the Document Wizard depending on answers to other Questions. To set this
up, follow the steps below.

1. Select the Answer you wish to enable a new Question and click Add Question.

Document Selection Wizard Editor

E Edit Answer E Delete Answer E Add Question

Add D t
© AllQuestions @) Add Documen

(v ] i Is this a contract for a supplier? No documents found

oD
O [E[E wo

2. Fillin the text for the new Question in the popup and click Save.

Add New Question

Question:

Will they be accessing or processing personal data?
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3. Once saved, your Question will appear underneath the Answer it was added to. From here, you can add Answers
to the new Question and subsequent Questions and Answers, depending on the structure of your questionnaire.

Document Selection Wizard Editor

E’i Edit Question @ Delete Question Add Answer

© AllQuestions

° "B s this a contract for a supplier?
| PP

o Yes

i Will they be accessing or processing personal data?

°No

medius.com



(®medius

Deleting a Question or Answer

To Delete a Question or Answer, click the Question or Answer you wish to delete and click Delete Question or Delete
Answer.

Document Selection Wizard Editor

E’i Edit Answer @ Delete Answer Add Question

© All Questions ® 2dd Document
[~ i I3 this a cantract for a supplier? No documents found
0
> Mo

This will present a confirmation popup informing you that any Questions or Answers underneath the content you are deleting
will also be deleted. If you wish to proceed, click Yes and the content will be deleted.

Delete Answer

Are you sure you want to delete this item? Doing so will delete all child items including questions, answers and documents.

NO
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Responding to a Document Wizard Questionnaire

Once a Document Wizard questionnaire has been created in the editor, it can be responded to by users who are
uploading a document to a contract. To do this, follow the steps below.

1. Navigate to the desired contract record and click Add Document underneath the Documentation tab.

- . G . , !
@ software Implementation Services Lsenarorpproval ugBlaters Bnotes EJAvdit see
Initial Creation Awaiting Approval Approve Effective Ended Archived

Contract Details || Documentation || pacuSign

@ Add Document

Contract Documentation Iq Supporting Documents 5 | POs || Invoices || SOWLL{| Price Lists L Pagelof1 ItemsPerPage|10 % | & records returned
Title Type Description Uploaded Added By File Name

Mon Disclosure Agreement Other 14/12/2020 10:24:27T Huzy Bahadur [ = Basic-Mon-Disclosure-Agreement.docx

Sales Presentation Supporting Contract Documentation 12/02/2020 20:58:03 Huzy Bahadur ﬂ- Sales Presentation. ppx
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2. The popup that presents will ask how you would like to add a document. Select Document Wizard and click Next.

Add Document

Where would you like to add your file from?

O Upload from my computer

(O Linkto a URL

I[:]I Select from Document Library

@- Document Wizard

Note: This processed can be configured to only allow documents to be uploaded via the Document Wizard
questionnaire. If you would like this option to be applied on your system, speak with your Account Manager or
Implementation contact.
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3. The questionnaire built in the editor will then be presented. Provide your responses and click Next.

Add from Document Wizard (]

Is this a contract for a supplier?:

@‘F@
ONO

Will they be accessing or processing personal data?: +

@Yﬂ
O No

Are they an existing supplier?: *
O Yes
@ No

4. |If there were any documents associated with provided answers, they will be recommended to be added on the
next screen. You can uncheck any documents you do not wish to add and click Next.

Add from Document Wizard

File name

Green Acres Landscaping
Sample Document = Contract.pdf
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5. Once the document(s) are confirmed. You will be brought to a screen where you can provide the Title,
Description, Sleeve, and Attachment Access for the document. Once the details have been provided, click Save
to add the Document, or Cancel to cancel the upload.

Add from Document Wizard

Title:

| Master Services Agreement

Description:

Type:
Contract

Filed Under: *

Contract Documentation

Attachment Access: *

All Users

Document:
E Green Acres Landscaping Contract. pdf ;.,‘
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