TECHNICAL GUIDE

Agreement Holding

REQUIREMENTS

Alliance Admin must do the following:

1. Enable the Agreement Holding
functionality for the alliance by
visiting Account Management >
Manage Alliance and
answering “Yes” to this question:
Do you want to enable the func-
tionality to review uploaded active
agreements before they go live?
Click Save Info.

2. Now you need to select which
district’s agreements you want to
review before they can go live. To do
this, visit Account Management
> Manage Districts > Edit Info.

Then answer, “Yes” to this question:

Do you want to approve this
district’s active agreements before
they go live on the SDPC Registry?
Click Save Info.

Let’s Get Started!

HOW TO REVIEW NEW
AGREEMENTS SUBMISSIONS

AUTHENTICATION

Visit sdpe.agl.org and login with your
credentials.

SUPPORT

For assistance, please visit the SDPC Registry
and select Help > Contact Support. Search the
listing for your Alliance’s Administrator.

If you need technical assistance, please contact
the SDPC webmaster.
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After you login, on
the SDPC home

page there will be New Uploaded

a box with a red Agreements

header that says, View submitted agreements
“Action Needed: awaiting your review.

New Uploaded

Agreements”
Click on Review

them >>.

For each listing, you can review the
agreement and/or Exhibit Es.
Then you can make a selection:

e Approve: Everything looks correct
and the agreement will go live on the
site. For agreements created using the
Exhibit E Creator, the vendor will be
emailed the Exhibit E.

¢ Delete: The agreement will be
removed from the system permanently.

e Change Agreement Type:
The agreement type and/or agreement
file needs to be changed.

o Edit Other Info: Changes are needed
to the meta data for the agreement or
the agreement dates. For instance,
the grade level or content area of the
resource needs to be changed.

Approve Agreement
Change Agreement Type
Edit Other ¢

Delete
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