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Searching and Displaying Contracts in SRM 

Searching for Contracts: 

1. Open the  MyWorkplace website 

2. Select the SRM tab at the top of the screen 

3. In the detailed navigation, select Display SRM Documents 
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The Display SRM Documents screen will display. 

4. If the Contract Number is known: Enter the contract number in the “Contract Number” field, and 

then select the SEARCH button 

5. If the Contract Number is unknown: Enter additional criteria in the Search Criteria: Contract section 

6. Once all applicable criteria has been entered, select the SEARCH button 
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Displaying a Contract: 

1. The contract search results are displayed.  The “Status” column will immediately let you know if the 

contract is Released, Awaiting Approval, Held, etc.  Select the contract number to display the contract.   

 

Note:  Do NOT select any of the action buttons at the top of the contract as these action buttons are live. 

2. Overview: The contract will open in the Overview tab, General Header Data.  In this screen you can 

view the: 

a. Supplier 

b. Validity Period – Start and End Date 

c. Target Value – Estimated Contract Usage for initial contract period (without renewals) 

d. Release Value – The current Value of Purchase Orders issued against the contract. 

e. Line Items – Shows the Description, Product Category Number, Product Number (if applicable), 

Unit of Measure (if applicable), Target Quantity (if applicable), and Price (if applicable) 
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i. Select the DETAILS button to view the line item details 

ii. PO released against the contract can be viewed on the Release sub-tab 

 

3. Header:  Select the Header tab to view the following: 

a. Alert Expiration for Validity Period – An alert that will notify the Responsible Employee when 

the Validity Period gets within a certain number of days of the expiration date 

b. Alert Release Value – An alert that will notify the Responsible Employee when the Target Value 

gets to a certain percentage of the Target Value 

c. Purchasing Organizations Authorized for Release – Agencies permitted to use the contract 
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4. Notes and Attachments:  Select the Notes and Attachments tab to view any text or attachments 

associated with the contract.  This tab contains various types of information about the contract which 

has been manually entered by the purchaser, plus documents which have been uploaded into SRM.  

The main Notes and Attachments tab is a collection of all text fields and attachments from the Header 

and Item Notes and Attachments sub-tabs. 

  


