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Overview  

What is a contract management system? 

Contracts are legal documents of vital importance to your organization. They define business 
and legal relationships between your organization and other organizations. These relationships 
are usually enforceable and non compliance can result in a significant financial loss and/or 
unwelcome legal action. 

Contract management is all about managing paper, electronic documents and processes or 
Ȭ×ÏÒËÆÌÏ×ȭȢ 

That is, as well as managing the actual contracts we also need to manage all the work involved 
in, for example, creating the contracts, approving the contracts and renewing the contracts. 

We need to ensure that we can find any contract instantly and we need to ensure that we are 
dealing with the correct version of the contract; ideally, the same version the other party is 
working on. 

We also need to ensure that we capture all transactional information relating to the contract 
and that we link it to the correct contract. For example, amendments, meeting notes, emails, 
faxes, etc. 

A good contracts management system provides instant, accurate access to all of the information 
required. It also provides the ability to run standard reports or create ad hoc reports as and 
when required. A good contracts management system also automates as many processes (e.g., 
workflow) ÁÓ ÐÏÓÓÉÂÌÅ ÔÏ ÂÏÔÈ ȬÓÔÁÎÄÁÒÄÉÚÅȭ ÁÎÄ ÓÐÅÅÄ ÕÐ ÐÒÏÃÅÓÓÉÎÇȢ 

Typical key features of any contract management system are: 

1. Creation/templates/standards 

2. Negotiation management 

3. Approval/endorsement 

4. Analysis 

5. Searching 

6. Reporting 

7. Security/User Access 

8. Key date and renewal tracking and notification 

9. Lifecycle  management 

RecFind 6 has all of the functionality required by a fully featured contract management system. 
It also has all of the functionality required to enable you to configure it to your exact and precise 
contract management needs; there is no need for compromise. 

This short paper will illustrate how RecFind 6 can be easily and quickly configured to be a 
complete contract management system. 
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Types of contracts ɀ is there a difference? 

For our purposes there are just two types of contracts; those we produce internally and those 
that are produced by a third party.  

Those that we produce internally we should be capturing and managing as electronic 
documents, e.g., in Word or PDF format. We will also probably want to manage the final paper 
ÖÅÒÓÉÏÎ ÅÓÐÅÃÉÁÌÌÙ ÉÆ ÉÔ ÉÓ ÔÈÅ ȬÓÉÇÎÅÄȭ ÃÏÐÙȢ 

Contracts produced by a third party may come to us either as just paper or as both paper and 
electronic. Just as with the contracts we produce, we will also want to manage both the 
electronic and paper versions. 

Contracts coming to us from a third party may arrive by courier, in the mail, by fax or as 
attachments to an email. Regardless of what format it is in or how it arrives, we need to capture 
it as soon as it arrives and we need to be aware if it is an original, a copy or a new version. 

It is obvious from the above that we require the same functionality in our contract management 
system for both internally and externally produced contracts. That is, we need to capture both 
and we need to be able to manage both electronic and paper forms and always be aware of the 
ÌÁÔÅÓÔ ȬÖÅÒÓÉÏÎȭȢ 

Capturing Contracts  

Paper 

The preferred method is to create the required Metadata (e.g., a contract file in RecFind 6) then, 
using the automated RecFind 6 scan process, scan the paper to create a TIFF file, OCR the TIFF 
file to extract searchable text and then encapsulate both the TIFF image and the extracted text 
into a standard, text searchable PDF document that can be saved in RecFind 6 and linked to the 
contract file. 

The electronic contract file in RecFind 6 will be a facsimile of the physical contract file (usually a 
cardboard container) and we will use it to record changes to the physical file and track 
movements of the physical file. Ideally, the physical contracts file will have a file number and 
barcode number and these same numbers will also be used to identify the electronic contact file. 

Email attachment  

We should capture the email and attachment and attach both to the contract file.  We may just 
ÄÏ ÔÈÉÓ ×ÉÔÈ ÔÈÅ ÅÌÅÃÔÒÏÎÉÃ ÄÏÃÕÍÅÎÔÓ ÏÒ ×Å ÍÁÙ ÁÌÓÏ ȬÐÒÉÎÔȭ ÔÈÅ ÅÍÁÉÌ ÁÎÄ ÁÔÔÁÃÈÍÅÎÔ ÁÎÄ Álso 
attach these copies to the physical contract file. 

Whether or not you choose to manage the paper this way or are required to manage the paper 
this way, will depend upon the standards, practices and procedures of your office. Some offices 
will want to aÃÈÉÅÖÅ Á ȬÐÁÐÅÒÌÅÓÓ-ÏÆÆÉÃÅȭ ÓÙÓÔÅÍ ÁÎÄ ×ÉÌÌ ÍÁÎÁÇÅ ÏÎÌÙ ÔÈÅ ÅÌÅÃÔÒÏÎÉÃ ÄÏÃÕÍÅÎÔÓȢ 
3ÏÍÅ ÏÆÆÉÃÅÓ ×ÉÌÌ ÈÁÖÅ ÃÏÎÃÅÒÎÓ ÁÒÏÕÎÄ ȬÒÕÌÅÓ-of-ÅÖÉÄÅÎÃÅȭ ÁÎÄ ×ÉÌÌ ÍÁËÅ Á ÄÅÃÉÓÉÏÎ ÔÏ ÍÁÎÁÇÅ 
both paper and electronic documents. 4ÈÅ ÃÈÏÉÃÅ ÉÓ ÙÏÕÒÓ ×ÉÔÈ 2ÅÃ&ÉÎÄ φȟ ×Å ÄÏÎȭt tell you how 
to run your business, we just provide all the tools and functionality and choices you need to run 
your business. 
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Fax 

If all we have is a paper fax we should treat it exactly the same way we treat a paper document. 
That is; scan, OCR and convert to PDF before attaching it to the contract file. 

If we receive Faxes as electronic documents (usually in the form of a PDF) we should capture 
them and attach them to the contract file. If we have a multifunction device we use to send and 
receive faxes we should be able to automate the capture using RecFind 6. 

As with email attachments, you may also choose to print the fax and also store it as a paper 
document in the physical file. 

What Information?  

Information in computer systems can be in many forms. FÏÒ ÏÕÒ ÐÕÒÐÏÓÅÓ ÌÅÔȭÓ ÊÕÓÔ ÔÁÌË ÁÂÏÕÔ 
ÔÈÅ Ô×Ï ÍÁÉÎ ×ÁÙÓ ÏÆ ÓÔÏÒÉÎÇ ÉÎÆÏÒÍÁÔÉÏÎȠ ÁÓ ÅÉÔÈÅÒ -ÅÔÁÄÁÔÁ ɉÏÒ ȬÉÎÆÏÒÍÁÔÉÏÎ ÁÂÏÕÔ 
informationȭ) or electronic documents (e.g., emails, Word and Excel documents, PDFs, etc). 

-ÅÔÁÄÁÔÁ ÉÓ ÓÔÏÒÅÄ ÉÎ ȬÒÅÃÏÒÄÓȭ ÁÓ ÆÉÅÌÄÓȢ Examples would be: 

¶ Contract number 

¶ Contract date 

¶ Contract renewal date 

¶ Contract type 

¶ Contractor business name(s) 

¶ Contractor(s) address(es) 

¶ Contractor contacts 

¶ Contract value 

¶ Payment schedule 

¶ Extension period 

¶ Links to all captured electronic documents 

¶ Links to all workflows 

¶ Security code 

¶ Etc 

So our electronic contract file will contain all the Metadata contained within the physical 
contract file plus more to allow us to manage all ongoing transactional information. 

The fields you require can be easily configured within the RecFind 6 DRM as can the captions, 
data types, default values, order, etc.  There are no restrictions on the number or type of fields 
you may add to meet your precise requirements for contact management Metadata. 
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How? 

In the following example I have used the  MetadataProfile table in RecFind 6 to configure 
our contract file.  

I am using the  EDOC table to store all electronic documents and I am using the:  

¶  search function to search for information ; 

¶   the reporting function to design and run reports; 

¶  the check-in and  check-out functions to capture and update contracts; 

¶  the workflow function to automatically manage all the work (business processes) 
required to manage contracts; 

¶  ÔÈÅ ÓÅÃÕÒÉÔÙ ÓÙÓÔÅÍ ÔÏ ÅÎÓÕÒÅ Á ÓÔÒÉÃÔ ȬÎÅÅÄ-to-ËÎÏ×ȭ regime throughout my 
organization; and 

¶   the audit trail function to track and record every change to my contracts. 

RecFind 6 has all the fully integrated functionality you need to manage contracts; this includes 
electronic document management, scanning, workflow, reporting, searching, security and audit 
trail.  
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Adding a contract management application to RecFind 6  

*The following actions need to be done in the order shown. 

Within the RecFind 6 DRM 

4ÈÅ $2- ÉÓ ÔÈÅ 2ÅÃ&ÉÎÄ ÁÄÍÉÎÉÓÔÒÁÔÏÒȭÓ ÔÏÏÌȠ ÉÔ ÉÓ ÎÏÔ ÁÖailable to normal users. It is used to 
perform all maintenance on RecFind 6 as well as to make any changes to RecFind 6 including 
modifying applications and adding new applications. 

Importantly, most maintenance can be carried out while users are still connected. 

**The following example show s just the main steps in configuring a contract management 
system in RecFind 6; this document is a white paper, it is not meant to be a detailed user 
manual or substitute for a training course . 

 

Add a security code  ɀ contracts  

Select Configure Security Codes 
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Add a security Group  ɀ Legal 

Select Configure Security Groups 

 

Configur e the contract file  (i.e., configure a new ȬÔÙÐÅȭ ÆÏÒ ÔÈÅ 
MetadataProfile table)  

Select Configure Tables and Fields 

Then select Types 
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And adÄ ÙÏÕÒ ÎÅ× ÔÙÐÅ Ȭ#ÏÎÔÒÁÃÔȭ ÆÏÒ ÔÈÅ -ÅÔÁÄÁÔÁ0ÒÏÆÉÌÅ ÔÁÂÌÅ 

 

This new Type will allow us to configure a different view of the MetadataProfile table. We will 
configure it to meet the exact requirements of our contract management application with all of 
the fields we require. 

Note that we could also have created a brand new table for this application. However, the 
MetadataProfile table was specifically designed to hold and process Metadata of any kind so it is 
the best choice in most cases as most of the fields, links and processes you will require have 
already been configured. Also, iÎ ÍÏÓÔ ÃÁÓÅÓȟ ÙÏÕ ×ÉÌÌ ÊÕÓÔ ÂÅ ȬÔÕÒÎÉÎÇ ÏÆÆȭ ÆÉÅÌÄÓ ɉÍÁËÉÎÇ ÔÈÅÍ 
invisible) for your contract view, not adding new fields.  

#ÏÎÆÉÇÕÒÅ ÔÈÅ ÎÅ× ȬÖÉÅ×ȭ ÏÆ ÔÈÅ -ÅÔÁÄÁÔÁ0ÒÏÆÉÌÅ ÔÁÂÌÅ ÁÓ our new contracts 
file  

Select Configure fields 
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Select the Contract type then configure the fields you require for that type (contract). 

 

)Î ÏÕÒ ÅØÁÍÐÌÅȟ ÔÈÅ ÆÉÎÁÌ ÎÅ× ÃÏÎÔÒÁÃÔ ȬÔÙÐÅȭ we have just configured (essentially a different 
view of the MetadataProfile table) looks as follows: 

 

In the DRM: 
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And the same thing, but in the RecFind 6 client, following; this is what the end-user sees. 
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Add the new Contract Management application to the RecFind 6 toolbar  

**This makes it easier for your users to a ccess and use the new contract management 
application.  

Select Configure ToolBar in the DRM 

 

We first add our new contract management application to the Maintenance menu. 

 

When you click OK the DRM will ask if you also want to specify a hotkey (for your advanced 
users who prefer to use keyboard shortcuts in lieu of the mouse), see below: 



Copyright Knowledgeone Corporation Page 15 

 

 

Then the DRM will ask which Security Groups should have access to this new application, see 
below: 

 

 

Now we do the same for the Metadata and BOOLEAN search menus, see below: 
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Now when we use the RecFind 6 client we will see our new Contract Management application in 
the Search and Maintenance menus as follows: 

 

Metadata Search 
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BOOLEAN Search 

 

Maintenance 
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Now that we have successfully configured our new contract management application in RecFind 
6, we can proceed to use it and enter data. 

 

Using the contract management application  within RecFind 6  

 

**The above toolbar shows all functions. Before you roll out your new contract management 
application I would suggest re-configuring the toolbar (using the DRM) for your users so they only 
see the functions and sub-functions they require for contract management, see example below: 

 

Adding Users and Contacts 

!ÌÌ  ȬÐÅÏÐÌÅȭ ÒÅÇÁÒÄÌÅÓÓ ÏÆ ×ÈÅÔÈÅÒ ÔÈÅÙ ÁÒÅ ÙÏÕÒ ÓÔÁÆÆ ÁÎÄ ÕÓers of the system or outside 
contractors or suppliers or customers are added to the Person table in RecFind 6 by first 
clicking on the People icon in the main toolbar. 

The only difference is that your employees who are also users of the system MUST also have a 
linked User Profile record. This is where we record all their user details including user-id, 
password and security group. 

Every RecFind 6 function works exactly the same way so once you learn one; you know how to 
use them all. We will therefore show some detailed screenshots from this example but not 
bother with so much detail with the following examples because the process is identical. 

That is, click on the People icon. 

 

Click Add. 
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Enter the details. 

 

Click save    and it is done. 
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If it is an employee and a user of the new contact management system, you also need to add a 
linked User Profile record. You can do this from within the Person record by licking on the link 
as follows: 

 

Then add the user profile record just as you added the person record. 

 

Adding Entities (companies we contract with)  

Click on the Code icon then on Organization then select Organization, see below: 
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Then as before, click add and add your details as follows; 
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Adding contracts  

Because we have already added our application to the RecFind 6 toolbar we select the 
Maintenance icon and then Contract Management then click Add. 

 

Add/select your contract details then click Save.  



Copyright Knowledgeone Corporation Page 23 

 

 

Note that we have allowed links to create multiple notes and workflows. We have also allowed 
for multiple linked electronic documents and multiple linked related contracts. 

Remember that all the fields and links and relationships are configurable by you using the DRM. 
There are no limitations or restrictions on what you can do. 

Capturing electronic documents and images 

RecFind 6 provides multiple ways for us to capture electronic documents and scan images. 
There is the RecFind 6 client, the Button, GEM, RecCapture, the High Speed Scanning Module 
and RecScan. 

For this paper we will just show how it is done within the standard RecFind 6 client. In the 
above screen we simply click on the Linked Electronic Documents link icon and then click Add 
as usual. 

 






















