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ELECTRONIC CONTRACTING



Why the change to Electronic 
Contracting?

Faster process 
Allows for electronic (remote) access to request and execute
Increases the accuracy rate of the documents produced and the 
data input into CSI.
Electronic filing of all documents in CSI makes them immediately 
available electronically to the shipper.
Paperless



What do I need to know? 

How to submit a service request (new or amended). 
How to locate submitted requests.
How to reject or correct a service request. 
How to execute a service request.

Electronically 

Manually

How to retrieve a filed, executed service agreement.



PROCESS OVERVIEW



How to submit a service request (new)









How to submit a service request 
(amendment)

REQUEST AMENDMENTS FROM THE CONTRACT SCREENS 
Search for then “Select” your contract from the contract screen.

Go to the”Amendments” tab. 

Choose the “Create Amendment” button 

Enter the amendment data and submit the request.





How to locate submitted requests 



How to reject or correct a service 
request

To Reject:  Choose the reject button, enter comments, select Reject, then Submit 

To Correct:  Simply make the correction, select Save, then Submit



How to execute a service request



Flexibility

Customer Service Rep entered requests. 
Signing up for electronic signatures does not eliminate the option to 
execute manually if the need arises.   



How to approve a CSR submitted 
service request



How to execute documents manually

Download and print the documents from CSI…

Or request a copy of the documents from Contract Administration

Upload the partially executed documents or…
Sign and return via fax or e-mail to contract administration.



How to retrieve a filed, executed 
agreement



Sounds awesome!    How do I sign up?

If you don’t already have CSI access, complete the CSI Access Request 
Form. 

Execute a CSI Electronic Contracting Agreement.
Agreement can designate contacts as requesting party, executing party or 
both.
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