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b. Submit a Contract Review Form  
 

Following the review by the initiating campus or department, a Contract Review Form 
must be completed. The Contract Review Form is located with Eduphoria.  Below are 
some quick steps to access and submit the form:   

1. Log into Eduphoria; 
2. Click on Formspace 
3. Click on Submit New Form 
4. Click on Business Office Forms 
5. Select the appropriate Contract Review Form: 

- Campus: select the form that is applicable for the type of contract being 
submitted.  
- Admin Departments: select your departments form.  

6. Fill out the form (Page 1 only), upload a copy of the contract and press submit.  
That’s it, you’re done!   
- Form is automatically routed to the first designated approver;  
- A notification email is sent to the submitter of the form – confirming 
submission; 
- A notification email is sent to first designated approver – requesting action;  
 

c. Form Routing  
 

The Contract Review Form will automatically route to the first designated approver.  
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1. The contract is approved as to form, in which case the signing authority may 
sign the contract and submit a signed copy to the Office of the Chief Financial 


