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CONTRACT MANAGEMENT WITH SHAREPOINT
AND MICROSOFT 365

Shareflex Contract lets you keep track of your contracts wherev-
eryou are. Bring order to your digital contract management and
keep an eye on all deadlines.

User-friendly, secure and efficient
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MANAGING CONTRACTS WITH SHAREPOINT ONLINE? SURE!

Contracts are the foundation of every business relationship. Companies enter
into contracts with customers, suppliers, employees, real estate companies, affil-
iated companies and many other business partners. And contracts are concluded
in all areas of a company. As the number of contracts increases, so does their
complexity, and over time it becomes increasingly difficult to keep track of all
the contractual documents, agreements, terms and deadlines.

SharePoint Online is the ideal platform for contract management. Collaboration
tools, central data storage and integrated document management — including
version management and full text—are already included as standard. In combina-
tion with Shareflex Contract, contracts can be managed securely and efficiently
throughout their entire life cycle. And thanks to the user-friendly interface, the
application is also extremely intuitive to use.

FRANK MERBECKS, CONTRACT MANAGER AT OSRAM

,As an internationally operating company, we have many customers who also
operate internationally. They are looked after by our IKAMs (International Key
Account Managers). And since there are not only global but also local contracts,
we were looking for a way to make these contracts available to the IKAMs at any
time, without having to find out about the existence and content of the contracts
locally. Because SharePoint is a company-wide strategy at OSRAM, the Shareflex
Contract solution from Portal Systems was an ideal fit for our solution strategy.”
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KEEP YOUR CONTRACTS ORGANISED AND SECURE — ACROSS
THE ENTERPRISE AND ACROSS ALL SECTORS

Shareflex Contract helps your company to bring order and security to contract
management, regardless of the industry in which you operate. With Shareflex
Contract and the integrated modules, contracts can be managed securely and
efficiently throughout their entire lifecycle.

STANDARD ANPPLICATION

The Shareflex Contract solution is a pre-configured standard application for pro-
fessional contract management in the cloud. Eight different contract types are
already included in the standard product. The integrated workflow management
system Shareflex Flow is also part of the product standard, with which rule-based
as well as ad-hoc workflows can be defined and executed. The system is available
in English and German.

The solution can be deployed quickly and integrates seamlessly with your ex-
isting Microsoft 365/SharePoint online infrastructure. No additional servers or
IT infrastructure components are required. All created contract data and docu-
ments remain secure in your Microsoft 365 tenant.

Shareflex Contract is based on Portal Systems' Shareflex ECM Online product
suite and can be easily extended with additional components such as electronic
file management or workflow-based, standards-compliant document manage-
ment.

The main features at a glance
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SHAREFLEX® IS THE LEADING PLATFORM FOR
SHAREPOINT-BASED BUSINESS APPLICATIONS

Shareflex and the solutions based on it are currently
(as of January 2023) in use at more than 300 com-
panies in various industries — from start-ups to
DAX-listed corporations.

Our customers very often pursue a "two-platform"
strategy, whereby SharePoint serves as a platform
for many (or even all) non-ERP business applications
and processes in addition to SAP or MS Dynamics
(365) as the company-wide ERP system.

As aresult, Shareflex is becoming the most important building
block for the majority of customers in the implementation of
their own Microsoft 365 and SharePoint strategy.

Shareflex helps companies to significantly reduce the com-
plexity of SharePoint and to easily deploy highly functional,
integrated and user-friendly business applications based on
standard products.

In addition, Shareflex offers pre-configured solutions for var-
ious specialised applications, such as contract and document
management (DMS), document control or incoming invoice
processing.

All business applications provided as part of the Shareflex
ECM Online product suite are based on the same "solution en-
gine", have an identical "look & feel" and can be implemented
in the respective departments without much training effort.

Shareflex itself does not store any information. Your data and
documents all reside in your Microsoft 365 environment, se-
curely stored in the Microsoft cloud from a compliance and
security perspective.

In the following chapters we will introduce you to the differ-
ent components of Shareflex Contract, the solution for con-
tract management.

(
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X schlieBen /7 Bearbeiten = 1i L&schen W [ Generiere Dokumente E7 Kopieren/Verschieben... T Workflows ensileis = B strukur (D Details

(@ vertragsdaten | [ Laufzeit / Kindigung O Risiken S Historie W, Berechtigungen Beratervertrag ..smanagementpdf >

STAMMDATEN 1) Dokument =2 Historie
Inhaltstyp Beratervertrag Vertragsnummer 870A-AG0A

Titel Caopilot fur shareflex Anwendungen

Vertragspartner Contoso AG Ansprechpartner Smith, Adam

Verantwortlicher Vertragsstatus In Verhandlung
Patrick Carl

Shareflex Contract Standard Dienstleistungsvertrag
Mandant Portal Systems AG Vertragsnummer V20240912

(extern) mit der Vertrags-ID B70A-AG0A, erstellt am: 09.12.2024

DETAILS Zwischen

Abrechnungsart Aufwand Tagessatz 1.400,00 € Vertraulichkeitsstufe Standard Firma: Contoso AG

Name, Vorname:  Smith, Adam
Bemerkungen > StraBe: Flschertwiete 12
PLZ/OM: 20095 HamburgEntueurf

KONDITIONEN

im folgenden Auftraggeber genannt —

WEB-BASED, USER-FRIENDLY INTERFACES — E

Ausschdpfung (] Skonto o Rabatt 0%
Firma: Portal Systems AG
Zahlungsfalligkeit 30 Tage Vertragsklauseln Antikorruption, Vertraulichkeitsvereinbarung Vorname Name:  Patrick Carl

By default, Shareflex Contract offers user-friendly interfaces optimised e e
For SharePOint Online' A“ inFormatiOn and documents aSSOCiated With the 3 Fristan ™ Aufgaben 23 Zahlungen O [ Positionen 0 o Beziehungen 7 = Notizen 3 pokumente = o o
contracts to be managed are clearly arranged and available at a glance. 7 tgenscaten. | + tinaigen O Adusiseren | T Filer. > bpotieen | @ Imrowsrcfoen.. & Henntalsden | Deslosthen | £ Docusign |

i > Name Inhaltstyp Titel Gedndert von Geandert + Copllot fir Shareflex Anwendungen

- im folgenden Auftragnehmer genannt

As a result, the operation of the contract management system is easy to
learn and does not require any extensive training. S Vowsgdokmen Gemeneng ShoeFinAop

(Template Beispiel)
Beratervertrag Vertragsdokument a SharePoint-App 09.12.2024

Copilat & Sharefex meendingen | Portl Systems A6 |wwoorisagsiens A
‘Vertragsmanagement.pdf Standa: 9 iy
Beratervertrag

Beratervertrag TB.docx Vertragsdokument Beratervertrag SharePoint-App 09.12.2024 _
(Template T8)

W SETE1VONS [ KEINE BEZEICHNUNG
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INATION DATE AND PE

X schlieBen 7 Bearbeiten T Léschen W [ Generiere Dokumente ~ =7 Kopieren/Verschieben.. { Workflows -

4 Vertragsdaten | & Laufzeit / Kiindigung | O Risken T Historie @ Berechtigungen 7%

DEADLINES, DATES AND NOTIFICATIONS

Shareflex Contract makes it easy to record and manage con-
tract periods, dates and reminders. Dates and cancellations
are automatically calculated as part of the solution. The
graphical representation of the contract term and notice pe-
riod is an excellent supplement to the date information.

Standard contract periods can be entered, as well as individ-
ual periods. An integrated notification system informs via
email before deadlines or tasks are reached. In the same way,
other tasks for the contract can be entered manually and/or
based on rules, so that deadlines during the year can also be
managed by the system. Where necessary, these tasks can
also be synced with Outlook tasks using SharePoint Online.

LAUFZEIT

Startdatum
Min.-Vertragslaufzeit
Verldngerbar
Kiindigungsfrist

Kiindigungswirkung

01.01.2025
24 Monat(e)
Ja

&

Vertragsende

Enddatum

Erste Verlingerung
Verlingerbar um
Kiindigungsfrist Einheit

Kiindigungsstichtag

30.5ep

12 Monat(g)

Monat(e)

+ 30.09.2026

BENACHRICHTIGU

Benachrichtigungen
aktiviert

KUNDIGUNG

Gekiindigt am

Gekiindigt durch

3 Fristen M A

+ Neu ~ (C Aktualisieren | 57 Filter... Stichworte

4

NGEN

Nein

ufgaben 4 Zahlungen 0

Benachrichtigungs-
empfinger

Gekiindigt zum

Gekiindigt durch (Text)

£ positionen 0 & Beziehungen 1

= Notizen 0 B Dokumente =

Titel

Aufgabe zur Frist
“Preisbindung™

= Exportieren

Zugewiesen an

Stephan Penker

Status Prioritdt Anfangsdatum

Nicht begonnen (2) Normal 01.01.2025

Félligkeitsdatum

01.01.2028
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CONTRACT IS REPLACED BY ANOTHER CONTRACT

FLEXIBILITY AND EXPANDABILITY A specific contract (e.g. leasing contract) is terminated or expires (fixed-term contract) and is replaced by a new

You can adapt the contract types supplied with the contract (e.g. subsequent leasing contract).

basic system to suit your business needs at any time, CONTRACT IS RELATED TO ANOTHER CONTRACT
or extend the contract management to include other

contract types. A specific contract (e.g. service contract) is concluded, but in its context another contract is also legally valid
(e.g. confidentiality agreement).

An integrated form designer helps you customise the
user interface. Business administrators can also easi- CONTRACT IS SUBORDINATE TO ANOTHER CONTRACT
ly and flexibly assign permissions using an integrated
permission editor. Simple roles and rules as well as
complex authorisation structures can be mapped.

nnnnnnnnnnnnn

A specific contract acts as a parenthesis or master agreement (e.g. mobile phone framework agreement) and
defines basic clauses uniquely and superordinately. Corresponding subcontracts refer to this master agree-

— —  mEm — ment and define specific details (e.g. individual mobile phone contract).
—— L All changes to the contract management, the user in- , , _ , , , ,
f— — R N It is possible to assign one or more relationships to each contract that is managed with Shareflex Contract. The
AAAAAA - - terface, the authorisation rules and the background _ s _ , _ oo
B e . . . relationship is always and automatically established in a bi-directional way.
processes can be made while the system is running.
This means you are always flexible and can adapt
globally deployed systems to suit your business. The
o e . system grows in sync with your business needs.
) 23 Fristen 1 ™ Aufgaben 1 &4 Zahlungen [ Positionen 0 7 Beziehungen 1 = Motizen 0 [ Dokumente = ~
The Form Designer
CO NTRACT RELATIONS 4+ Meu ~ (O Aktualisieren N7 Filter...  Stichworte I= Exportieren
. ] & @ Titel Beziehungstyp Vertrag Vertragsart
Shareflex Contract is a powerful tool for the transpar-
ent management of a wide range of contract relation- v Fler fler
Shlps" There are many dlﬂ:e'rent USE Cdses For contract o & o Copilot fiir Shareflex Untervertrag zu Rahmenvertrag Dienstleistungen .. Rahmenvertrage
relations. The three most important scenarios are as Acwandiinoan

follows:

I D e e e
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% Shareflex for Outl... = X

(7) Dokumente 7= O @

OUTLOOK INTEGRATION ¢ s

ECONOMIC EFFICIENCY Shareflex Contract integrates seamlessly with Outlook via the user-friendly T a
"Shareflex for Outlook" Sidebar.

@ Beratervertrag.docx

Shareflex Contract gives you a complete picture of all your contracts. Across the
whole company. Contract files and their contents can be searched and viewed directly in Out-

look. Emails and their attachments, as well as documents from the file server, can
be assigned to the relevant contract file by simply dragging and dropping them
from Outlook.

@ Kindigung.docx

In addition to the proper contract documents, Shareflex Contract also manages
deadlines, appointments, notes, contract risks, payments and payment plans, as
well as resubmissions.

@ Beratervertrag
Vertragsmanagement.pdf

@ Beratervertrag TB.docx

It is also possible to email contract documents directly from Shareflex Outlook,
allowing users to keep up to date. In this way, users of the contract management
system always remain in their familiar working environment.

Checkliste
= Auslagerungsmanagement.xlsx

With our integration components, we make the best use of your existing IT infra-
structure, avoiding redundancies or duplication. With Shareflex Contract you can
expect a fast ROI. That's a promise!

D Qur Media Solutions - Your
Requast.msg

Outlook integration

ERP INTEGRATION/ARCHIVING

Shareflex Contract integrates seamlessly with your Microsoft 365 environment.
Master and transaction data can be easily and securely reconciled with your ERP,
financial accounting or merchandise management systems (SAP, Microsoft Dy-
namics and others). It makes no difference whether your systems are on-premis-
es orin the cloud.

INTEGRATION WITH MICROSOFT TEAMS

Integration with Microsoft Teams is very easy because Shareflex Con-
tractis based directly on Microsoft SharePoint. Contract and task lists,
contract files and individual documents can be used as an application
within a team orin a channel. It is also possible to include documents
With Microsoft 365, you will also be able to archive your documents in an au- from Teams in a contract file and provide seamless access to them.
dit-proof manner as a standard feature. Even storing large volumes of documents
is no problem. Archiving is managed through the Compliance & Security Centre.

We will be happy to be of assistance with configuration and set-up.

In addition, it is possible to make Shareflex Contract available as a
standalone application in Microsoft Teams. This means that contracts
and the entire contract management process can be accessed in a
quick and easy way directly from within the Teams client.

Teams integration

15
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AUTOMATIC GENERATION OF CONTRACT DOCUMENTS

Shareflex Contract offers the possibility to automatically create documents from tem-
plates via an additional module. The content to be created can be imported directly
from contract file metadata, stored text modules or data from third party systems. In-
terfaces to ERP systems such as SAP or Microsoft Dynamics are provided, as well as the
ability to connect to any external database.

In addition, it is possible to scan contract documents and assign them directly to a con-
tract file. Exactly as your business processes demand.

WORKFLOW

Shareflex Contract allows both ad-hoc and rule-based workflows to be mapped in the
standard, for example for technically demanding release and approval processes. These
workflows can be adapted to new technical requirements at any time. A graphical work-
flow designer is also available for this purpose.

The look and feel of the workflow screens is identical to that used to manage contracts.
So no further training will be needed to handle the workflow. Of course, workflows
created with Shareflex can also be combined with workflows from Microsoft Power
Automate.

EL Workflowaktion | £ Historie 2

Aktueller Schritt

200 - Sachliche Priifung (Copilot fiir Shareflex
Anwendungen) (Ad-hoc Workflow
/CM/SALists/Contracts)

Aufgabenbeschreibung

Nachster Schritt:

(®) Weiter zur fachlichen Prafung durch...
I sslam rubaii

O Riickfrage an Initiator

Kommentar

Alles ck‘|

B Generiere Dokumente

{3 Vertragsdaten
STAMMDATEN
Inhaltstyp

Titel
Vertragspartner

Verantwortlicher

Mandant

DETAILS

Abrechnungsart
Bemerkungen
KONDITIONEN
Vertragsvolumen
Ausschépfung

Zahlungsfalligkeit

& Laufzeit / Kindigung O Risiken

S Historie &, Berechtigungen

Beratervertrag

Vertragsnummer

Copilot fir Shareflex Anwendungen

Contoso AG

a Patrick Carl

Portal Systems AG

Aufwand

15
o

30 Tage

Ansprechpartner

Vertragsstatus

Vertragsnummer
(extern)

Tagessatz 1.40000 € Vertraulichkeitsstufe

Volumen Einheit Volumen Verfligbarkeit
Skonto 0% Rabatt

Vertragsklauseln Antikorruption, Vertraulichkeitsvereinbarung

B8T70A-AGDA

Smith, Adam

Juristische Prifung

V20240912

Streng geheim

15 Tage

0%

5 Fristen 1 [ Aufgaben 3 & Zahlungen © [ Positionen ©  Beziehungen 1 = Notizen 0 [ Dokumente 5 | {2Workflowverlauf 2

/7 Eigenschaften...
o 7

+ Hinzufigen ~ () Aktualisieren

Name

Beratervertrag.docx

Beratervertrag
Vertragsmanagement.pcf

< Filter.,  Stichworte — Exportieren & Ansehen.. ~ L Herunterladen

1 Datei I8schen

Inhaltstyp Titel Gedindert von Gedndert +

09.12.2024

09.12.2024

09.12.2024

CZ Docusign

51 Kopf
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D) Datel ~ 1 Brportien ~ 4 Freigeben @ Einblcke erhaten -+ e jm:vji;“ 2 :"m:w REPO RTI N G AI-BASE D CO NTRACT MANAG EM ENT (] e Titel Feldbezeichner Alctiv Eingabeaufforderu Feldi
_Mmu& e | | e 282 12 B . - - -
Shareflex Contract offers extensive possibilities for creating reports and analyses. As With the Shareflex Al Studio, Shareflex Contract offers a powerful
' all data and documents are stored in SharePoint lists and libraries, they can be con- platform for the seamless integration of Al processes. This enables con o ' iagsgegendin gt g
verted into user-friendly reports using your favourite reporting tools. complex contract analysis to be carried out efficiently by automatical- BT 7 e e ) (ogwom e Ontesmrie.
. . . . o ly analysing contract documents and extracting relevant metadata. e
In the standard version, we support classic Excel reporting (pivot & graphical display), y . y>ing e . 9 . e Rabmenetige.
‘ : ) ] _ i This greatly simplifies the creation and management of contract files. e
Power Bl as a paid component of Microsoft 365, as well as the solution from Light- . . . . Ranceh s s nraget
_ ning Tools. a specialist in reporting and analvsis In addition, Al functionality allows documents to be summarised and Wartungsvertage geelet werden
‘ . ° esp g J Vo translated into different languages. B W e e e
We are ha to advise on configuration and setup. . . . GestonSrsiar i o
PRy 9 P A key benefit is the ability to manage the Al processes using the :
Shareflex Al Studio and to customise them using natural language. | ———————————————— B »
Diagrams and charts with Power BI This ensures intuitive and Flexible use without the need for extensive Extraction of metadata using Al

technical knowledge.

DlG |TA|_ Sl G NATU RE 5 Fristen # aufgaben &2 Zahlungen ° [ Positionen 0 & Beziehungen = Motizen 0 [# Vertrags-Dok. 2 ~ ARTI FIClAL INTELLIG ENCE AN D M365 COPI I_OT

. . =+ Hinzufigen () Aktualisieren %7 Filtern [0 Datei loschen [ Unterscheiften einholen
In Shareflex Contract, all of the leading signature solu- L ’ i I e ST, Artificial intelligence (Al) is becoming an integral part of our lives, transforming the way we work and process information. With solu-
tions, SE'Ch as DOCUS"QH' Adgbe Sign or Microsoft Sign, o - | - - tions such as Azure OpenAl and the new Microsoft 365 Copilot, Microsoft offers a comprehensive Al infrastructure and applications
can be integrated directly into the contract manage- ' ' ' that integrate directly with Microsoft 365 —including SharePoint Premium, the Power Platform, and other core applications.
ment system. This allows you to automate and simplify © [ Argevcieleferund Zahungsbesingungenpdt | Vertagdokument  Gestemum..  Snacebont-Agp
all important workFlows. B e — @ ansehen.. E——T To get the most out of these Al capabilities, it's critical that data and documents are stored in a central repository, such as the Microsoft

® Noneaete: 365 cloud. This way, all information remains under the control of the Microsoft cloud and can be optimally protected by policies.

The signed contract document is automatically saved (€l Detalc zugen
by Shareflex Contract as a new version of the original ESIsn As Shareflex Contract also stores its data in this central repository, it can be seamlessly used for Al-based information retrieval. This
document, so you always have access to the complete ’; ;“:ZIH leads to significant added va!ue Fo'r companies by increasing employee productiyity and eFﬁciency. Examples of use include intelligent
version history. TS e searches for contracts, chatting with contract content, comparing contract versions and generating new contract content.

I D e e e




WANT TO LEARN MORE ABOUT OUR FLEXIBLE BUSINESS APPLICATIONS FOR

FEATURE OVERVIEW SHAREFLEX® CONTRACT NI

Portal Systems AG

CONTACT Fischertwiete 1, Chilehaus B

20095 Hamburg

CONTRACT CREATION PROCESSES & WORKFLOWS Al FEATURES
v User-friendly interface v" Rule-based and ad-hoc workflows v Automated contract file creation
v" Convenient contract capture v" Planned workflows v Automatic summarisation of data
v Scan & Detect v’ Graphical workflow configuration v' Automated translation
v" Microsoft Office Template Management v Contract release and approval processes
v" Automated contract creation from metada- v" Automatic update of cancellation dates REPORTING
ta, external databases/ERP systems v Lists, groupings, totals
v" Optional use of textmodules/boiler plates INTEGRATION v’ Graphical views and charts
v Contract files in Outlook v' Excel export
CONTRACT MANAGEMENT , , _ , - _
v ERP integration (SAP, Microsoft Dynamics v" Individually configurable
v Dates & Deadlines (365), ...)
v" Automatic due date calculation v Integration with Microsoft Teams ARCHIVING Patrick Carl
v Configurable email alerts (individual or bulk v Master data reconciliation v Audit-proof archiving Sales Director
emails) . . .
v Third party integration

Absence management

Creation of contractual relationships ) e il

Flexible metadata and full text search info@portalsystems.de
Integrated document management

Permissions management

Business partner management www.portalsystems.de/en

NN NN

Book Live Demo

©2025 Portal Systems AG. All rights reserved.
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