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Objective  
 
Enter office and project codes into contract tables  
 
Outcome  
 
Table information is added successfully  
 
Maintain Contract Tables (CW) 
 

Your Action ...  System Response ...  
1. Choose MC (Manage Contracts) from the 

Main Menu and press ENTER. 
The Manage Contracts Menu will Appear. 

 

 
 

Your Action ... System Response ... 
2. Choose CT (Maintain Contract Tables (CW)) 

from the Manage Contracts Menu and press 
ENTER.  

The Maintain Contract Tables (CW) Menu 
will appear.  
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Maintain Contract Office Code Table  
 
A three-digit code established by the agency to further track the contract.  An office code for 
contract workers can be a location, a division, etc.  This code is not tied to the payment process 
or to the account distribution.  The office code is created and maintained by the agency for its 
use and reporting. 
 

Your Action ... System Response ... 
3. Choose CO (Maintain Contract Office Code) 

from the Maintain Contract Tables (CW) 
Menu and press ENTER.  

The Maintain Contract Office Code 
screen will appear.  
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Your Action ...  System Response ...  
4. Choose Add.  
5. Enter the following fields:   

 
*Agency:  xxxx  
Contract Office Code:  Enter a 3-digit code 
to designate an office of the agency to 
which contracts are to be tracked. 

Description:  Enter a description to be 
associated with this office code.    

 

6. Press ENTER.  The system will display the following 
message:   
 
Record MCOCaaaa### added 
successfully.  

 
Maintain Contract Project Code Table  
 
A three-digit code established by the agency to further track the contract and to group contracts 
together.  A project code can be a program, an assignment, etc.  This code is not tied to the 
payment process or to the account distribution.  The code is created and maintained by the 
agency on the Project Code Table. 
 

Your Action ...  System Response ...  
1. Choose MC (Manage Contracts) from the 

Main Menu and press ENTER. 
The Manage Contracts Menu will appear. 

2. Choose CT (Maintain Contract Tables (CW)) 
from the Manage Contracts Menu and press 
ENTER.  

The Maintain Contract Tables (CW) Menu 
will appear.  

3. Choose PO (Maintain Contract Project 
Code) from the Maintain Contract Tables 
(CW) Menu and press ENTER.  

The Maintain Contract Project Code 
screen will appear.  
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Your Action ... System Response ... 
4. Choose Add.   
5. Enter the following fields:   

 
*Agency:  xxxx.  
Contract Project Code:  Enter a 3-digit 
code to designate a project of the agency to 
which contracts are to be tracked.   

 

6. Press ENTER.  
7. Enter  the following information: 
 

Description:  Enter a description to be 
associated with this project code. 

 

8. Press ENTER.  The system will display the following 
message:   
 
Record MCPCaaaa### added 
successfully.  

 
Maintain Approval Route Code Table (MMRS ONLY) 
 
The approval process in Manage Contracts contains special routing instructions. Each contract 
service type has a pre-set approval route assigned for the following reasons: 
 

• Certain contracts are reviewed and approved by multiple control agencies. 
• Some agencies are exempt from rules and regulations of specific control agencies. 
• Some service types are exempt from the review process (i.e., architects, dentists, 

engineers, etc.). 
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Your Action ...  System Response ...  
1. Choose MC (Manage Contracts) from the 

Main Menu and press ENTER. 
The Manage Contracts Menu will appear. 

2. Choose CT (Maintain Contract Tables (CW)) 
from the Manage Contracts Menu and press 
ENTER.  

The Maintain Contract Tables (CW) Menu 
will appear.  

3. Choose MT (Maintain Approval Route Code) 
from the Maintain Contract Tables (CW) 
Menu and press ENTER.  

The Maintain Approval Route Code 
screen will appear.  

 

 
 

Your Action ... System Response ... 
4. Choose Add.  
5. Enter the following fields:   
 

*Approval Route:  Enter a 2-digit code to 
designate the approval route.  

Description:  Enter a description to be 
associated with this approval route code. 

*Approval Profile:  Enter the transaction 
profile for the approval route. 

 

6. Press ENTER.  The system will display the following 
message:   
 
Contract Type XX added successfully.  
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Maintain Contract Service Type Table (MMRS ONLY) 
 
The Maintain Contract Service Type screen is used to record and maintain service types and 
descriptions for contracts.          
 
 

Your Action ...  System Response ...  
1. Choose MC (Manage Contracts) from the 

Main Menu and press ENTER. 
The Manage Contracts Menu will appear. 

2. Choose CT (Maintain Contract Tables (CW)) 
from the Manage Contracts Menu press 
ENTER.  

The Maintain Contract Tables (CW) Menu 
will appear.  

3. Choose MS (Maintain Contract Service 
Type) from the Maintain Contract Tables 
(CW) Menu and press ENTER.  

The Maintain Contract Service Type 
screen will appear.  

 

 
 

Your Action ... System Response ... 
4. Choose Add.   
5. Enter the following information:   

 
Fiscal Year:  XXXX 
*Service Type:  Enter a 3-digit code to 
designate a type of service.   

 

6. Press ENTER.  
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Your Action ... System Response ... 
7. Enter the following information: 
 

Service Description:  The description for 
the Service Type code. 

Service Type for Contract:  Enter (Y)es for 
Service Types that require contracts.  Enter 
(N)o for Service Types that do not require 
contracts (in which case the Fiscal Year 
above should be blank).  

*Approval Route:  Enter a 2-digit code 
to designate the approval route. 

 

8. Press ENTER. The system will display the following 
message:   
 
SERVICE-TYPE XXXX-XXX added 
successfully. 

 
Maintain Contract Route Override Table (MMRS ONLY) 
 
The Maintain Contract Route Override screen is used to maintain alternate approval routes for 
contracts. 
 

Your Action ...  System Response ...  
1. Choose MC (Manage Contracts) from the 

Main Menu and press ENTER. 
The Manage Contracts Menu will appear. 

2. Choose CT (Maintain Contract Tables (CW)) 
from the Manage Contracts Menu and press 
ENTER.  

The Maintain Contract Tables (CW) Menu 
will appear.  

3. Choose MR (Maintain Contract Route 
Override) from the Maintain Contract Tables 
(CW) Menu and press ENTER.  

The Maintain Contract Route Override 
screen will appear.  
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Your Action ... System Response ... 
4. Choose Add.   
5. Enter the following information:   

 
Fiscal Year:  XXXX 
*Agency:  XXXX. 
*Approval Route:  Enter a 2-digit code to 
designate the approval route.  

*Service Type:  Enter a 3-digit code to 
designate a type of service.  

 

6. Press Enter.  
7. Enter the following information: 
 

*Alternate Approval Route:  Enter a 2-digit 
code to designate the alternate approval 
route. 

 

8. Press ENTER.  The system will display the following 
message:   
 
Route Override XXXX-XXXX-XX- added 
successfully.  
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Browse Fiscal Year Service Type 
 
The Browse Fiscal Year Service Type is used to view a listing of service types by specified 
fiscal year.  
 

Your Action ...  System Response ...  
1. Choose MC (Manage Contracts) from the 

Main Menu and press ENTER. 
The Manage Contracts Menu will appear. 

2. Choose CT (Maintain Contract Tables (CW)) 
from the Manage Contracts Menu and press 
ENTER.  

The Maintain Contract Tables (CW) Menu 
will appear.  

3. Choose ST (Browse Fiscal Year Service 
Type) from the Maintain Contract Tables 
(CW) Menu and press ENTER.  

The Browse Fiscal Year Service Type 
screen will appear.  

 

 
 

Your Action ... System Response ... 
4. Selection criteria include Fiscal Year and 

Service Type.  
Information is displayed by Fiscal Year, 
Service Type, Service Description, 
Approval Route Code, and Contract 
Indicator.  
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Copy Contract Service Type Records (MMRS ONLY) 
 
The Copy Contract Service Type Records screen is used to copy contract service type records 
from one fiscal year to another fiscal year or to purge contract service type records.                      
 

Your Action ...  System Response ...  
1. Choose MC (Manage Contracts) from the 

Main Menu and press ENTER. 
The Manage Contracts Menu will appear. 

2. Choose CT (Maintain Contract Tables (CW)) 
from the Manage Contracts Menu and press 
ENTER.  

The Maintain Contract Tables (CW) Menu 
will appear.  

3. Choose CS (Copy Contract Service Type 
Records) from the Maintain Contract Tables 
(CW) Menu and press ENTER.  

The Copy Contract Service Type Records 
screen will appear.  

 

 
 

Your Action ...  System Response ... 
4. Enter the following information: 

 
Code:  Copy or Purge.  
From FY:  Current Fiscal Year 
*Service Type Range:  ACC – WRI 
Copy to FY:  New Fiscal Year 

 

5. Press ENTER.  
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Maintain Contract Counter (MMRS ONLY) 
 
The Maintain Contract Counter screen is used to view the total number of contracts that are 
pending or have been requested or approved in SPAHRS.  As each contract is assigned a 
sequential number, the total displayed on this screen is the last contract number assigned. 
 

Your Action ...  System Response ...  
1. Choose MC (Manage Contracts) from the 

Main Menu and press ENTER. 
The Manage Contracts Menu will appear. 

2. Choose CT (Maintain Contract Tables (CW)) 
from the Manage Contracts Menu and press 
ENTER.  

The Maintain Contract Tables (CW) Menu 
will appear.  

3. Choose CC (Maintain Contract Counter) 
from the Maintain Contract Tables (CW) 
Menu and press ENTER.  

The Maintain Contract Counter screen will 
appear.  

 

 
 

Your Action ...  System Response ...  
4. Choose Modify and press ENTER.  
5. Enter the following information: 
 

Contract Number:  A unique consecutive 
sequence number assigned by the system 
to identify the contract.  

 

6. Press ENTER. The Contract Number will have been 
modified. 
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Copy Contract Route Override Records (MMRS ONLY) 
 
The Copy Contract Route Override Records screen is used to copy approval route overrides 
from one fiscal year to another fiscal year or to purge approval route override records.               
 

Your Action ...  System Response ...  
1. Choose MC (Manage Contracts) from the 

Main Menu and press ENTER. 
The Manage Contracts Menu will appear. 

2. Choose CT (Maintain Contract Tables (CW)) 
from the Manage Contracts Menu and press 
ENTER.  

The Maintain Contract Tables (CW) Menu 
will appear.  

3. Choose CR (Copy Contract Route Override 
Records) from the Maintain Contract Tables 
(CW) Menu and press ENTER.  

The Copy Contract Route Override 
Records screen will appear.  

 

 
 

Your Action ...  System Response ...  
4. Enter the following information:   

  
Code:  Copy or Purge 
From FY:  Current Fiscal Year 
*Agency Number Range:  Enter the Agency 
range to be copied or purged 

*Approval Route Range:  A1 – T1 
*Service Type Range:  ACC – WRI 
Copy/Purge to FY:  New Fiscal Year 

 

5. Press ENTER. The Batch Job Submission window will 
appear. 

6. Press ENTER. The system will display the following 
message:   
 
Job Has Been Submitted Successfully 
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Browse Contract Route Overrides 
 

Your Action ...  System Response ...  
1. Choose MC (Manage Contracts) from the 

Main Menu and press ENTER. 
The Manage Contracts Menu will appear. 

2. Choose CT (Maintain Contract Tables (CW)) 
from the Manage Contracts Menu and press 
ENTER.  

The Maintain Contract Tables (CW) Menu 
will appear.  

3. Choose CB (Browse Contract Route 
Overrides) from the Maintain Contract 
Tables (CW) Menu and press ENTER. 

The Browse Contract Route Overrides 
screen will appear. 

 

 
 

  Your Action ... System Response ... 
4. Selection criteria include Fiscal Year and 

*Agency.  
Information is displayed by Fiscal Year, 
Agency, Approval Route, Service Type, 
and Alternate Approval Route.  
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