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The Contract/Amendment Summary screen in Messenger+ provides the ability to view and 1. Select the Customer Activities Menu[ .
search Contracts/Amendments. This screen also allows users, with External Execution

rights, to execute a Contract and/or an Amendment. Follow these steps to walk through 2 & 3. Select Contracts and Contract/Amendment
these processes. Summary.
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CENTRAL CITY LDC _ . Upon initial entry, either the Contracts >
Contract/Amendment Summary Dashboard or the
Search screen will be displayed.
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5. The Search screen provides the ability to search for
a Contract(s) based on specific filter criteria.

6. Enter criteria into the various search fields or select
from the provided drop downs. The Svc Req K, Svc
Req and Svc Req Agent fields allow the user to enter
partial data. To retrieve data click enter, tab out of
the field, or click the Search button.

© Once results appear, clicking a column header will
sort the results by the data in that column.

7. Select aline item to open the Contract.
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T il = 8. The Contracts > Contract/Amendment Summary >
f  Contracts > Contract/Amendment Summary > Details 67356 (Central City LDC) Rate Schedule: EFT rra. O m Details screen iS displayed' Click the |eft Sidebar
B CONTRACTSUMMARY '] o conract NE menu items to view the following information:
SUMMARY Sve Req K Agreement Date Print Amendment
CONTRACT QUANTITEES o S S o = Contracts Summary
SENERAL INFORMATON " Contract Contacts
RECEIPT LOCATION o~ 8 e Requester 1st Flow Date - Amendment summary
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RELEASES 03-31-2025 284G . oy .
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o v uantities/Locations Effective After —
© AUEDMENTSUIARY. = at the bottom of the Contract Summary > Contract
Contract Quantities K |nf0 SeCtIOI’]
e . 9. Click the dropdown next to the Print button to print
01-30-2014 03-31-2019 2,248 .
04-01-2019 10-31:2019 1645 the Contract, Amendment or Addendum (lf
11-01-2019 03-31-2020 3,289 H
04-01-2020 10-31-2020 1,645 avallable).
< 11-01-2020 03-31-2021 3,289 ~
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Users with External Execution rights have the ability to execute Contracts and 1. Select the Contract or Amendment to be executed
Amendments in approved status via the Contract/Amendment Summary screen in from the Contract/Amendment Summary
Messenger+. Dashboard. Note: The Contract or Amendment must
—— kit = have a status of Approved.
C RA - 2. Next review the details of the Contract or
comranm || T Boeean Amendment to be executed from the
SO s e Contract/Amendment Summary > Details screen.
e R 3. To execute a Contract:
Fo2s202 e = Navigate to the Contract Info section located
B comcremers v under Contract Summary.
e | S . 1 | = Click the Execute Contract/Amendment button.
— oo = A system notification will appear stating that the
Contract has been successfully executed. Click

= * TS Ak FRobUETIoN = the Bell icon to view this message.

; e 4. To execute an Amendment:

|<; premmmm— I T 0812202 - = Navigate to the Amendment Summary section.
e = Click the Execute Contract/Amendment button
conTRaGT QuANTITES from the Amendment Summary screen.
Pp— o . o e : = A system notification will appear stating that the
Amendment has been successfully executed.
s Click the Bell icon to view this message.

+/  Contract/Amendment successfully executed
)




