
Risk Manager - Contracts & 
Agreements 

How to create a Contract & 
Agreement

Select Library

?Click on 'Create C&A'

Complete Steps 1-3

Create

Go to Contracts & 
Agreements

How to review a Contract or  
Agreement

Select Library

Select 'All C&A'

Locate & Select Contract

Select Review

Go to Contracts & 
Agreements

Review To Extend, Renew 
or Archive Contract

Note* 
1. Mandatory fields on create will be highlighted if missed
2. Adding a Notice Period will require an additional step when Reviewing a Contract
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