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Vendor Instructions for Ntracts (Geisinger Contracting)

Logging in for the First Time - Vendors will need to make sure that they log in by clicking the appropriate
account. The login page will display two logos — a Geisinger logo and an Ntracts logo. For Vendors to proceed
without any issues, they will need to click on the Ntracts icon. The vendor will be sent the necessary login
credentials and information via email.
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Welcome to Ntracts

Please click on the Niracts icon and use the following sign in information
Username
Temporary Password: NngJgFw61

You will be prompted to set a new password when you sign in.

Visit https://geisinger.ntracts.net/ to access Miracts

If you have any questions regarding Mtracts please contact Client Admin

Thank you.

Step 1: Check email to find login credentials.

Step 2: Go to the Ntracts site and click on the Ntracts logo.
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Step 3: Sign in using credentials provided. Upon your first time logging in, you will be prompted to create a
new password. Once you create your new password, log in using the new password.

Sign in with your Ntracts username and password.

I Sername

password

Forgot username or password?
Reguest a username.

Step 4: Set up your Nbox

The Nbox is a tool for communication within the site for required actions and/or notifications that a user
receives. Workflows use Nbox messages to interact with users to keep the workflow moving. Your Nbox must
be set up to receive these actions and notifications.

Follow these steps to set up your Nbox:

1) After signing into Ntracts, click Nbox on the Navigation bar
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2) The “Add an Nbox Tab” window will appear. Your email address will be auto populated. Type your name
in the Name field as you wish it to appear on the tab.

e The Permission Level Requested is defaulted to “View and Respond to Nbox Messages.”
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3) Click Save.

‘Add an Nbox Tab

‘Welcome to Nbox!

‘You must set up your first Nbox. Nbox uses your email address as a unique idenitifier to deliver messages sent to you within Niracts
System.

Email Address:*
jsmith@nowherentracts.c

MName:™

Permizsion Level Requested:* B
Only View (read only) Nbox Messages

®

View and Respond to Nbox Messages

‘ Save l Cancel

Step 5: Click on Nbox tab.

= o () hitps//geisinger.ntracts.net 8 = B Mot syncing Iy ]

NTRACTS ©hApps-~ EStan ~  JlRepots  FAdminisation~ @ Help~

Search: | 2 Client Admin =

Geisinger

Step 6: Click Refresh List.
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Step 7: Click on the tab with your name.

NTRACTS f#aps- MNbox =Stat~ @ Helpw Seach: | % Deborah Bonnel

< Jane Doe F Business Approver Business Ownear PS Clinical Hold FS Contract FS Contracts Clinical PS Hold Review Two Reviewer One +

u! [Mew [ Opened [ PastDue [ Completed o

Message Search: Q, = —Previous | 1 2 | 3| 4 | 5 | Nexdt—
. Date Closed |
Type Date of Message Status CR No. Subject Date Opened Date Due g
G 1013/2021 02:54:35 pm Complated 1520 Open Review - 2801 Market Company, LLC + 2501 10/13/2021 02:56:44 pm 11772021 10/13/2021 02:57:00 pm

Market Company leases to Geisinger Health 3,741
=quare fest on the 4th Floor, Suite 420 of the building
located at 2601 Market Place Street, Hamisburg

Step 8: Click on contract that needs review.

Date of Message Status ©  CRNo. - Subject - Date Opened - Date Due - Date Closed [ Completed

037242022 11:31:58 am
05/03/2021 04:29:28 pm

1005
26481

Contract Review - TEST Purchase Services Contract 04/08/2022

0571372021

Mew
Completed (P)

XYZ company - Please see Primary Party on Datasheet for Legal
Entities - Software Licensing & Subscription - Contract Review

4/20 Tuesday Test - Contract Review

05/03/2021 04:32:16 pm 05/03/2021 04:33:56 pm

04/20/2021 10:48:47 am Completed (P) 26462 04/20/2021 10:49:05 am 0473072021 04/20/2021 10:48:21 am

Step 9: Review Comments and Documents attached.

e Vendors will be able to find comments, if any, under the Comments tab and documents under the
Documents tab.

Comments

Comment Details (click to close):

Comments
Document Name Document Type Date Added

Test 2 docx- Confract Summary Oct 13, 2021 2:55:01 PM




NTRACTS: Quick Reference Guide

EEE
Contracts Without Complication: I B

Step 10: Begin the redlining process.

Vendors should use the in-app editor if they would like to make comments or changes. If a vendor would like to
download document offline and/or share with other people, then open document in the app editor by clicking
Edit in Browser and click File > Save As. The vendor will re-attach this document with redlines in Ntracts. Make
sure the document that is re-attached is an editable document.

e To view attached documents, open the document using in app editor by selecting Edit in Browser and
begin redlining process. If providing redlines using in app editor, proceed to Step 13 when done.

Document Name Document Type Date Added

SAMPLE construction-contraci-clean.docx Clinical Contract Oct 14, 2021 1:45:10 PM

Edit In Browser

Version History

Upli View
| Download Original

g Document Type * Show on Summary Size
Download Current

e Your browser will open a new tab and will display the in-app editor (see below). Click DOCX and click
File > Save As.

Home Insert Layout References Collaboration Plugins SAMPLE construction-contract-clean docx

Close Menu

Print

Document Info.

Version History
Advanced Setiings.

Help..
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Step 11: Make Redlines and click File > Save As.

AutoSave €D [ 9~ = Geisinger SAMPLE construction-contract Redlines - Saved = O Search Bernal, Deborah (BD cal

File Home Insert Design Layout References Mailings Review View Help 1# Share 1 Comments

(B il [ Taswca mssco AaBE AaBbt AaBbC . ee D
Paste Sensitivity | | TNormal | TNoSpac.. Heading] Heading? Heading3 Dictate
~ < Format Painter - I3 Select ~ -
Clipboard [ Font [ Paragraph | Sensitivity Styles [ Editing Voice
<7 Notset Unrestricted Confidential = Highly Confidential = Restricted =
L © CeE a5, 6. . . g

Sialeof——Geisinger

CONSTRUCTION CONTRACT AGREEMENT

This Construction Contract Agreement (this "Agreement”) is made as ofthe _7__ day of

June .20_22__ by and between _Jane Doe, . a(n) B Indivi O Business Entity
R located at __ 101 . E Lake Street ._ Decateur PA , ("Owner”)
b and isil .a(n) O Individual ® Business Entity located at __225 . _Pine
. Street . it PA with contractor’s license number
N 5976 ("Contractor”). Owner and Contractor may each be referred to in this Agreement

individually as a “Party” and collectively as the “Parties.”
The Parties agree as follows:

M 1. Description of Work. Contractor shall perform the following described work at .

- . (the "Property"), in accordance with Owner's contract plans and
specifications, this Agreement and any Change Order, as defined herein, (collectively, the "Contract
Documents”).

[D: iption of work] (the "Work").

Inductar tarminalamy uead in ami Cantract Nacumante whicrh ara not definad chall ha intarnratad ac

Page1of9 3357words [ T Focus

e

Step 12: Re-upload document with redlines.

e Select Browse and upload document with changes.
e Make sure the redlined document uploaded is an editable version of the document.

% Saye Changes (finish later] | Finish {mark complete)

Date of Message: 101
Krabby - Supply Chain has been sent fo you for your review. Please review the agreement and provide any redlines or comments.

Contract Record Confract Record 26646

Document Name Document Type Date Added

SAMPLE construction-contraci-clean.docx = Clinical Contract Oct 14, 2021 1:45:10 PM

Upload Documents
File Name Document Type * Show on Summary Size

b 4 Geizginger SAMPLE consfruction-contract Redlines docx Draft Agreement . 59.54 kB

* Drop files to a

Please only upload an editable document or version of the agreement.
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Step 13: Select Approve or Reject.

If the Vendor is okay with the contract proceeding, the Vendor will click Approve. If the Vendor is not okay with
contract proceeding, the Vendor will select Reject and will need to leave a reason for rejection in the Comments
box.

Review and Approve

Approval Decision *

Approve
Reject

Comments

Step 14: Select Finish (mark complete).

NTRACTS  fApps~  Nbox =

/

oo Changes (finish Latef) Finish {mark complete)
=




