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C o u r s e  O u t l i n e

This course explains how to collaborate with Distell on an contract.

After completing this course, you will be able to:

1. Understand the various types of contracts

2. Open a contract

3. Collaborate on a contract

4. Invite colleagues to review contract 

5. Download and upload a contract 

6. Send a message

7. Compare contract versions

8. Signing a contract 

ObjectivesObjectivesObjectives

DescriptionDescriptionDescription
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C o n t r a c t  T y p e s

The term Contract is used throughout this document for the purpose of ease, however the term also includes / refers to the below listed documents:

Distell Contract Types

Master services Agreement (Services) Royalty Agreement

Master Services Agreement (Goods) Sponsorship Agreement

Distribution Agreement Memorandum of Understanding

Lease Agreement Supplier Exemption

Letter of intent Rates agreement

Licence Agreement Agency agreement

Software Licence Agreement Security Certificate

Service Level Agreement Grape and Wine Supply Agreement

Maintenance Agreement
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C o n t r a c t  N o t i f i c a t i o n s

Click on “Open Contract” to view 
and edit the contract.

A link will be provided that can be used 
to access the contract at any time.

Process Steps:

1

2

You will receive a notification email that a draft contract has been shared with you

11

22
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N a v i g a t i n g  t h e  C o n t r a c t s  P a g e

Click on  the “open contract” link to 
access the contract document. You 
will be greeted by the welcome 
tour. Click on “Next” to move 
through the tour.

Process Steps:

1

Click on “Open Contract” to access the contract document:

11

Click on “skip tour” to skip the 
tour.

2

22
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C o n t r a c t  C o l l a b o r a t i o n

Contract
Shows a review of the contract.

Edit document
This option allows you to download 
the contract for read only or download 
for edit.

Send to other party
Send the contract back to the Distell 
contract manager.

Full History
View the history of the contract.

1

2

3

4

Messages
You can send and receive messages 
from Distell. Send and receive 
messages from your internal team.

5

Compare versions
This option allows you to compare 
different versions of the contract to 
view changes made.

6

Navigation

8

Help
Allows you to request for Coupa help 
or a tour of the contract collaboration.

7

1 2

3

4

5

6

8

7

Locked 
When a contract is in editing it will be 
locked.

NOTE : If the contract is locked by 
Distell you will not be able to edit 

it. 

NOTE : If the contract is locked by 
Distell you will not be able to edit 

it. 
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C o n t r a c t  C o l l a b o r a t i o n

Distell Party
View of the contract manager/owner 
from Distell.

Invite Colleague 
Invite your line manager, your internal 
counsel or any other team members.

Paper options
Shows a preview of the PDF version of 
the contract. 

1

2

11

3

4 Contract Options
Allows you to attach a file from your 
pc.

Navigation

33

22

44
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C o n t r a c t  C o l l a b o r a t i o n

Upload 
This option allows you to upload your 
edited contract. 

Download 
Allows you to download the contract 
for editing or read only.

1

2

3 Upload my changes
Once you have made edits to the 
contract click on upload the upload my 
changes pop up allow you to upload 
your edited contract.

Navigation

1 2

3

Note: Please ensure that you 
download, edit and upload the 
changes you have made to the 

contract in Word format  (not PDF) 
to allow other users to be able to 

make further edits and / or 
comment on changes made to the 

contract.

Note: Please ensure that you 
download, edit and upload the 
changes you have made to the 

contract in Word format  (not PDF) 
to allow other users to be able to 

make further edits and / or 
comment on changes made to the 

contract.
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C o n t r a c t  C o l l a b o r a t i o n

Compare versions 
Allows you to compare different 
versions of the contract.

Version comparison 
Allows you to select versions of the 
contract to see changes made. 

1

2

Navigation
1

2
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A r e e m e n t C o l l a b o r a t i o n

Messages
Click on messages to send a message to 
the contract manager.

Type your message
To type your message click on the box 
and type the message you want to 
send to the contract manager.

Post
This option sends the message to the 
contract manager.

1

2

11

3

Navigation

22
33
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C o n t r a c t  S i g n i n g  

Approved
The contract has been approved by 
Distell.

Note : You cannot sign an contract that 
is in status  draft.

Sign
Allows you to sign the contract.

1

2

3
Upload my changes
Once you have made edits to the 
contract click on upload the upload my 
changes pop up allow you to upload 
your edited contract.

Navigation
1

2

Note: you will only be able to sign 
the contract once it has gone 
through the Distell approval 

process

Note: you will only be able to sign 
the contract once it has gone 
through the Distell approval 

process
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C o n t r a c t  S i g n i n g  

Sign 
Click on sign to once you have 
reviewed and are happy with the 
contract.

Full Name
Verify that your full name is correct, if 
not you can edit this.

1

2

3 Full legal name of organization
Verify that your legal organization 
name is correct.

Navigation

2

3

4

5

6

4 Sign
Sign the contract by typing in the 
signature box below or with a mouse. 

Your signature 
Sign the contract by typing in the 
signature box below or with a mouse. 

5

6 Sign 
Click on sign to sign the contract.

1

Note: you will only be able to sign 
the contract once it has gone 
through the Distell approval 

process

Note: you will only be able to sign 
the contract once it has gone 
through the Distell approval 

process
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C o n t r a c t  S i g n i n g  

Pending signature 
The contract still needs to be signed by 
the Distell contract manager.

Complete
Once the contract has been signed by 
Distell the status will be complete 
Note : you cannot make changes to a 
complete contract.

1

2

3

Signed 
Shows that you have signed the 
contract.

Navigation

2

3

4 Email notification
You will receive an email notification 
that the contract has been fully 
signed. The pdf contract will be 
attached. 

1

4

Note: you will only be able to sign 
the contract once it has gone 
through the Distell approval 

process

Note: you will only be able to sign 
the contract once it has gone 
through the Distell approval 

process
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C o n t r a c t  S i g n i n g  

PDF  Preview of 
Contract
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