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TO ACCESS GOOGLE DRIVE AND SAVE A COMPLETED CONTRACT,  

FOLLOW THE STEPS BELOW: 

 

STEP ONE 

 
 

STEP TWO 

 
 

STEP THREE 

 
 

STEP FOUR - SAVE CONTRACT IN THE APPROPRIATE DEPARTMENT FOLDER: 
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TO LABEL AND/OR SEARCH BY VENDOR, DATE, OR DEPARTMENT 

 

The fields included for this label are:  

 

• Vendor: User entered text value 

• Date: Long format date selection 

• Department: User selected drop down list 

 

 
 

TO ADD A LABEL TO A CONTRACT DOCUMENT: 

 

Right-click the document in question and choose Labels > Apply a Label 
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SELECT THE CONTRACTS LABEL 
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YOU’LL THEN BE PRESENTED WITH INFORMATION TO COMPLETE ABOUT THE 

CONTRACT: 
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Once done, click Apply and the label is assigned to the document. 

 

To search for a specific contract, you can use any of the above labeled items as a search 

parameter. 

 

Click the slider icon in the search bar to open advanced search features. 

 
Select to search labels and choose the Contracts label 
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Once selected, add the field(s) you would like to search on and enter the 

terms/dates/department you need to find. 

 


