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CONTRACTS 

 

 

Department requirements 

 

 

Contracts and contract suppliers identified 
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Department Requirements 

All departments are required to purchase needed goods or 
services from the state or agency contracts, unless they are 
specifically exempt  

 

All departments are responsible to know what items are on 
contract and what items apply to the contract  

 

Departments utilizing contracts are responsible for verifying that 
the goods or services ordered and received conform to the 
contract specifications and terms for each order, prior to the 
authorization of each payment 

 



Page 3 

Department Requirements 

 

Utilizing contract suppliers and ordering contracted products 
ensures preferred pricing and inclusion of terms and conditions 
of the contract.  Also included is, in most cases, free shipping 
and guaranteed delivery 

 

Additional information can be found on the  
Procurement Services web site: 
http://www.clemson.edu/cfo/procurement/buy/contract-info.html 

 



Page 4 

Contracts Identified 

buyWays is Clemson’s repository for all contracts including: 
 Clemson Contracts  

 Clemson IT (Information Technology) Contracts 

 Clemson Revenue Contracts 

 SC State ITMO (Information Technology Management Office) Contracts 

 SC State MMO (Materials Management Office) Contracts 

buyWays identifies contract suppliers and contract products 

     with this symbol 

Contract suppliers may have multiple contracts for specific items 

Contract suppliers with a        does not mean all items sold by 
the contract supplier are on contract 
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Contracts Identified - Learn How 

This guide will present the following: 

 

 Searching the contract and supplier repository 

 

 Viewing contract details 

 

 Using the contract vendor form 
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Contract Search – all contracts 

Search all of the contracts to find suppliers with 

     products/services on contract 

 

From Home/Shop tab click all contracts 

 

Advanced Search some of the many options: 

 

 

Contract Number Contract Type 

Contract Keyword Contract Status 

Supplier Name 

 

 

Contract Class 

 

 

 

 

Quick Search 
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Home/shop tab - click all contracts 
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Advanced search options-e.g. safety shoes 

 or use Quick search 

OR 
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Contract results-shows all contracts associated from keyword search  

Click on Contract number to view contract details 

Nearest match to keyword search 
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Contract Search – View Contract Details 

Contract Soft Copy attachments include: 
  product details and prices 

  *The end user is responsible to review the contract to confirm that their item is on  

       contract 

 price increases on products and/or services after initial award of contract 

 scope of work 

 procurement file-pertinent information of the bid and award 

 

Maximum Expiration Date 
 Final expiration date of the contract 

 

Contract Vendor Form 
 Used to place an order with the contract vendor holding a contract with Clemson 

     or the State of SC 

 Used when Vendor does not have a punch-out or catalog in buyWays 

 Contract Vendor Form is not used for punch-out or hosted catalog suppliers and will not 
appear for these suppliers 
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Contract Details 
Review Contract  Soft Copy for products and pricing 
 

Click on Contract Vendor Form 

See next slide to view  Form 
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Contract-Using the Contract Vendor Form 
Contract supplier name and number populates into Non-Catalog Form 

Fill out the required product information 

  

Select-Add  and go to Cart to submit 

order 
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Contract Supplier Search – all suppliers 

 Contract Suppliers are identified in the complete list of suppliers 

 From the home/shop tab click all suppliers 

 Click on the name of the Supplier  to view contact/address/phone # etc 
on the supplier tab 

Click the contract tab to view all the contracts associated with the 
supplier and the contract details 
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Contract Supplier information-Supplier tab 
Contracts associated with Supplier-Contracts tab 

 

Click on Contract Supplier Name 

Results 

• Supplier Tab 

• Contract Tab 

“C” Denotes Contract 
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Contract Supplier Information 

 End User may now search for products/services 

 

Shop from: 

 Supplier’s punch-out 

 Search for catalog items OR 

 Use one of the Clemson Forms to order the desired products/services 


