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1. Go to the Employee Connect, click on “Internal Websites”. Then scroll down to just below 
“Contracts & Procurement” OR to “Purchasing”, click on “Search current contracts”, which will 
bring-up the SharePoint Document Search Tool. 
 

 

                  

2. At the SharePoint Document Search Tool, select your search option (e.g. Contracts, Purchase 
Orders, or Insurance):  
 

 
 

3. You can search by Vendor Name, Description, Contract Number or Start and End Dates. This 
allows more flexibility in searching. If you know the contract you’re looking for is with the State 
of Utah and was effective sometime after 12/31/2018 you can add multiple search criteria, so 
you are only pulling up contracts with the State of Utah with a start date Greater Than (or after) 
12/31/2018.   
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4. When the Contract information displays you can click on any of the column headers to sort that 

column in ascending or descending order for that specific column: 
 

 
                                            
 

5. Click on the “DOCS” hyperlink to view the contract documents:  
 

 

                            

6. Click on the “Select” hyperlink to view each document as a separate PDF or click on the 
“Download PDF” button to download all the documents, if there are multiple, into one single 
PDF: 
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Please be sure to call if you have any questions 385-468-0300 


