
CONTRACT TOOL ENHANCEMENT – SPREADSHEET UPLOAD 
 

 
CREATING THE SPREADSHEET: 
The template is basic and no-frills, but you do need to enter the data exactly as shown in the example 
spreadsheet. You cannot change the two line headers at the top of the spreadsheet. When you are done 
entering your data, be sure to save your spreadsheet as a .csv file.  (TA in the header stands for Tuition 
Award.) 
 
The columns on the spreadsheet correlate with the contract entry page as reflected by the red capital 
letters below: 
 

 



 
 
IMPORTING THE SPREADSHEET: 
Once you have created the spreadsheet, you will import it. The import function is located under “Contract 
Generation.” Click on “Import All Contracts.” 



Click browse to find your .csv file and then open it.  
 

 
 
 
 
The system will then generate the contracts. If there are any errors, it will stop and you can fix the error 
directly on the contract, then click on “Submit to Approver.” 
 

 
 
 
You also have the option to skip the error and go back later to your spreadsheet to make changes.  
 

 
 
If you choose to “Skip & Continue Importing Contracts,” the program will continue to run and stop at the 
next error. If you do skip, you will have to go back and manually create this contract or add it to a new 
spreadsheet you are planning to run. If you click on “Exit Contracts Importing,” the tool will stop running, 
but any contracts that have already run will be sent to the approver. 
 
 



You will receive an email once the import is complete notifying you how many contracts were successfully 
imported and which row numbers were skipped.  
 

 
 


