
Contract Insight
ENTERPRISE EDITION

End User Training

Goal: Start Entering Contracts Today!



Overview
Item Topics Expected Results

Main Menu
Navigation

• Login
• Review key top menu items and general 

system navigation

• Be familiar with the main menu

Review screen 
layout

• Add (Entry) Screen
• Details (Display) screen 
• List screen

• Understand the basic layout of an Add/Entry 
Screen that allows the addition of a new record

• Understand the layout of a Details/Display 
screen

• Understand the layout of an Edit Screen

Review how to 
create a new 
Contract Record

• Add a new Contract Record to the system
• Fill out the Contract Record Add Screen 
• Important data/date fields 
• Attach files & documents to a Contract 

Record

• Understand how to create and add a new 
Contract Record to the system

• Understand how to attach contract files & 
documents to a Contract Record

• Understand the date fields and other important 
fields on a Contract Record

Understanding
Tasks & Searching

• Talk Alerts
• Find/Search Requests
• Find/Search Contracts

• How to read/complete a task alert
• Understand how to find and search for request 

and contract records

Reporting, 
Dashboards & 
Support

• Create, Search, Run Ad-Hoc Reports
• Creating/Managing Dashboards
• Support Options

• Understand how to add/edit/run Ad-Hoc 
Reports

• Understand how to create and manage a 
dashboard

• Understand the out of the box support options

Session Time: 1.5 Hours
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Login

Users can provide their username 
and password to login. This 
ensures a secure system.

If the user has an issue with logging into 
Contract Insight the system will allow the user 
to reset their password by sending a email to 
them to reset.

Note: For Clients using an SSO for login, users will not see this screen so long as 
there are correctly logged into your network.
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Basic Navigation

• Users have access to My 
Calendar when they first 
log into the system.

• On their Calendar, Users 
will be able to see Contract 
Alerts & Contract Tasks 
Alerts that they are 
assigned to. System 
Admins will see all 
Contract Alerts and Task 
Alerts.

• Users have access to the main menu at the top to navigate the system
• This menu can change based on User Permissions in the system
• System Admins have access to the Manage/Setup Menu Item
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http://insightwiki.cobblestonesystems.com/default.aspx?pg=u8bQmRLun31y3qfInJ2XlQ%3d%3d
http://insightwiki.cobblestonesystems.com/default.aspx?c=w%2b6ktEQhHAo4vAeQkDhX2w%3d%3
http://insightwiki.cobblestonesystems.com/default.aspx?c=DQLi8qeP3tokOLS%2b49ZNOg%3d%3


The 3 Screens
Add Details

List
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Add Screen

Data fields are available for entry. 
Fields are configurable by System 
Admins.

Fields with a * next to them are set 

to required. Whether or not a field is 
required is fully configurable.

Any greyed out fields will be 
handled / controlled by the system 
(see Record Info).

Clicking Save & Continue will 
commit the record and bring you to 
the details screen.

©1995-2017 CobbleStone Systems Corp. End User Trainingv.2.0 -Confidential Document-
6



Details Screen
• Displays data entered into assigned fields

• Can edit a field by clicking the Pencil      icon

• System Admins can group fields together to display similar items together. Entire field groups 
can be edited at the same time by clicking the Pencil       icon next to the group name.
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List Screen
• Displays record(s) in the system based on permissions

• Ability to filter/search through column headers

• Users can view the record by clicking the View button
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Requests

Users can add a new request record by selecting the 
type of request they are requesting. They are then 
presented related fields to fill out.

Requests give non-admin users the ability to request new items, such as: 
1. Request a New Contract
2. Request a New Vendor/Customer
3. Request a new Purchase Order (if licensed)
4. Request a new Sourcing/Solicitation (if licensed)

Requests enable some members of your team to review the request, approve and/or reject 
the request, and collect important data from end-users. 

http://insightwiki.cobblestonesystems.com/default.aspx?pg=hQzBxmYgdKeU7UdGxUs5mQ%3d%3d
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Requests: Review Groups
When filling out the fields assigned to the request, the Review 
Group field allows the user to assign an Employee Role/Group to 
the Request Record. They will get alerted when the record is 
created to review the request created.

The Request Record has four Status values from 
which to select: Pending (the default on creation), 
Accepted, Rejected, and Cancelled. 

Accepting a request will allow permitted users 
to create a new record from the request record. 
(New Vendor / Contract).

Only individuals in the Review Group and  System 
Admins can set a request’s status to Accepted or 
Rejected.



Find/Search Requests

If a user(s) would like to review a request submitted already in Contract Insight they 
can select Review Requests and filter “by” and “for”.
After filtering the user(s) can select which record they would wish to view by 
selecting View button.
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Creating Contract Records
Three ways to add a new contract record

When adding a contract
record, a user has to select a 
contract type

After a Type is selected, the assigned fields will 
display for the user to fill out.
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http://insightwiki.cobblestonesystems.com/default.aspx?pg=UPZaAl21eqMqDft6Y39mEA%3d%3d
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Contract Details

After a record 
is created, the 
fields will 
display on the 
details screen. 

Click Company Info to view Vendor/Customer Details 
from the contract record.

From the record, we can attach 
files/attachments to the record itself and 
assign additional employees, 
departments / vendors, and customers. 
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Important Data Fields

Key Dates:

Effective Date: the date the contract is effective 

Expiration Date: the date the contract expires (System Alert)

Contract Notify Days: the number of days prior to the Contract Expiration Date that the system will send an e-mail 
alert to the employee(s) assigned, if the date is in the future 
Expiration Warning Date: system generated date field based on the Expiration Date minus Contract Notify Days 
(System Alert)
Annual Review Date: the next review date of the contract record set by the user (System Alert)

Contract Type: the legal form type [type] of the agreement
Department/Division: the department or business unit to which 
the contract record is primarily assigned 
Employee: the internal employee assigned to/responsible for the 
contract record
Contract Title: a short name by which to search & locate a 
contract
Status: the current status of the agreement (Active, Expired, etc.)
Customer/Vendor: the counterparty assigned to the contract 
Contract ID: a unique, system generated identifier for the contract
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Files & Attachments

Users have the ability to add single files 
or drag and drop multiple files onto a 
Contract Record.

Just like with any list screens, the user 
can filter through files and see which 
version that file is.
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Files & Attachments: Management
When attaching files, they can be placed into folders 
and subfolders. Select the parent folder (including the 
Root folder) and click the Plus        Icon.

To move a file into a different folder, click in the 
empty area of the file’s entry in the list to turn 
the line blue. Once the file is selected, a user 
can drag and drop the file into its destination.

Click the Book        Icon to preview the file. Click 
the Toolbox         Icon to use the Document Tools.

From the document tools, the file can be sent for 
signing (if the module was purchased), be deleted, 
be compared to other attached documents, be 
processed through OCR, be downloaded, and be 
reattached in a different format (PDF/Word).
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Find/Search Contracts
Users have the ability to search through contracts to which they are
assigned to or the department(s) to which they have been assigned.

• Find Where: Allows the user(s) to filter based on a field on 
a contract record

• Search Files: Allows the user(s) to search through all files 
that are text based (.doc / .docx / text based PDF / etc.)

• Search Notes: Allows the user(s) to search through notes 
found on a contract record

• View All: Allows the user(s) to view all contracts to which 
they have access
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Understanding Tasks
When a user is assigned to a task they will receive an alert, 
shown below. Inside the email alert will be some 
information about the record as well as the task at hand. 
The user can use the links provided to login to Contract 
Insight and view the task or the record the task is for.

The task will have some information 
about what is needed from the user. 
Once the user performs the task and 
it is completed the user can 
complete the task assigned to them.
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Reporting

Contract Insight has an Ad-Hoc Reporting Tool that 
can be used, as long as the permission was assigned 
to the user.

Users will be able to view their list 
of reports. This list will display any 
reports created by the user as well 
as any reports that user was 
assigned to.

From here, a user can view/run or manage over a report on this list.

A user has the ability to create new reports to display 
information that would be helpful for them. The tool has a 
wizard that can help the user build the report and assign 
additional users to it.
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Dashboards

Users have the ability to select 
through multiple Dashboards

Users can create 
multiple docks onto 
the dashboard

Users can also manage
over dashboards they
have created

Once a user has created
a dashboard they can
create docks on it. This is
very useful to show
reports that are needed
for a user to view every
time they login
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Support Options

1. Self Serve Support

a. User Manual / Wiki

b. Learning Videos

c. Knowledge Base/FAQs

Users of the Contract Insight will have access to some tools and centers to get help regarding 
Contract Insight. There are two types of supports options: Self-Serve Support and CobbleStone 
Support. These options can be found via the Help tab on the Main Menu.
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2. CobbleStone Support

a. CobbleStone Support Center

1. Ticketing Center

b. Email: support@cobblestonesystems.com

c. 24 /7 Phone Line: 1-866-330-0056

Note: Be sure to check your company’s specific policy on Contract 
Insight support. You may be required to report support issues to an 
individual/department in your organization rather than go to 
CobbleStone directly.

http://insightwiki.cobblestonesystems.com/default.aspx?pg=Y8pD9YJCKexw/wBf%2bf8nuw%3d%3d
http://cobblestonesystems.com/OrientationVideos.aspx?fromsystem=true
http://insightfaq.cobblestonesystems.com/afmmain.aspx
http://crm.cobblestonesystems.com/gateway/Login.aspx
mailto:support@cobblestonesystems.com

