
Assign Contract to a List of Commodities 
 

 

Objective 

 

Assign a Contract with a new set of Unit Prices to a list of Commodities from a Commodity 

Category required within one or several Venues. 

 

This step is used at tender award stage when Suppliers are appointed and Unit Prices (for a 

commodity Category and a list of Venues) are set as per the contractual obligations. It allows 

reflecting in the program the positive or negative outcome of the procurement stage. This 

contract assignment will also allow in the future Users to extract data for this specific contract 

(via Reports) and monitor/communicate requirement changes with appointed Suppliers as the 

project progresses. 

 

This task is to be executed by the System Administrator. 

 

Procedure 

 

Note: In the situation where the contract to assign relate to multiple Commodity Categories 

(multiple commodity category within a same contract), the procedure(s) below need to be 

repeated for each Commodity Category of the new contract 

 

1. For the Contract assignment of a Commodity Category defined as Quantified Commodity 

 

This Contract assignment process must follow the creation of new Contract and the inclusion of 

its associated Unit Prices (See “Create a Contract and its Unit Prices”). 

 

Then, follow these steps to assign a contract to Commodity Category defined as Quantified 

Commodity 

 

➢ From the main menu go to the Edit System Settings (only a user with system administrator 

rights can access here and execute the tasks listed below)  

 



 

 

➢ Go to Contract Assignment 

 

 

 

➢ Type the description for a new Contract Assignment (or choose from the upper list if you have 

previously saved ones) 

 

 
 

  



➢ Choose the Commodity Category you are willing to assign the Contract to 

➢ Define the Site Location 

➢ Choose the list of Venues that will be attached to the new contract 

➢ Choose the origin and destination contract of the contract assignment process (existing and 

new contract) 

➢ Choose the Commodity Type from the Commodity Category that will be attached to the new 

contract (usually all to be selected unless very specific situation) 

➢ Choose the specific commodities from the commodity Types that will be attached to the new 

contract (usually all to be selected unless very specific situation) 

 

 
 

➢ Click “Save Contract changes as pending”, and note the impact of the contract assignment 

(allocation of Unit prices from a new contract to a list of commodities that was assigned to 

an existing contract) 

 
 

➢ Before applying contract changes, seek for authorisation and written approval. Proceed with 

caution as reversing such step would be extremely difficult in a complex project 



➢ To support the approval process, click on the View Details to access a detailed report of the 

coming changes. This can be exported to excel if required. 

 

 
 

➢ After careful review, apply the changes. 

➢ You now will see a note on top of the page to indicate the assignment is successfully done. 

 

 
 

➢ You also will see that there are no options to save/delete/apply at the bottom of the page as 

the assignment is completed.  



 
 

➢ At this stage, all the selected requirements from the selected commodity category have been 

moved to the new contract.  

 

 

2. For the Contract assignment of a Commodity Category defined as Priced Commodity 

 

The procedure is globally similar to the one above (Contract assignment of a Commodity 

Category defined as a Quantified Commodity Category) with the main following exception: 

→ The Commodity Type Unit Prices are not changed as part of the task to be done in 

preamble of the Contract Assignment (See “Create a Contract and its Unit Prices”) but as 

part of the current process “Assign contract to a list of commodities”. 

 

But this Contract assignment process must still follow the creation of new Contract (See “Create 

a Contract and its Unit Prices”). 

Then, Users needs to follow the below steps to assign a contract to Commodity Categories 

defined as Priced Commodities 

 

➢ From the main menu go to the Edit System Settings (only a user with system administrator 

rights can access here and execute the tasks listed below)  

 

 



 

➢ Go to Contract Assignment 

 

 
➢ Type the description for a new Contract Assignment (choose from the above list if you have 

previously saved ones) 

 

 
 

➢ Choose the Commodity Category you are willing to assign the Contract to 

➢ Define the Site Location 

➢ Choose the list of Venues that will be attached to the new contract 

➢ Choose the origin and destination contract of the contract assignment process (existing and 

new contract) 

➢ Choose the Commodity Type from the Commodity Category that will be attached to the new 

contract (usually all to be selected unless very specific situation) 

➢ Choose the specific commodities from the commodity Types that will be attached to the new 

contract (usually all to be selected unless very specific situation) and adjust their value as per 

your new contract 



 



➢ Before applying contract changes, seek for authorisation and written approval. Proceed with 

caution as reversing such step would be extremely difficult in a complex project 

➢ To support the approval process, click on the View Details to access a detailed report of the 

coming changes. This can be exported to excel if required. 

 

 

➢ After careful review, apply the changes. 

➢ You now will see a note on top of the page to indicate the assignment is successfully done. 

 

 

 

➢ You also will see that there are no options to save/delete/apply at the bottom of the page as 

the assignment is completed.  

 
 

➢ At this stage, all the selected requirements from the selected commodity category have been 

moved to the new contract.  


