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ELECTRONIC 
CONTRACTING
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BENEFITS 
Value Added

• Faster Process
• Allows for electronic (remote) access to request and execute contracts
• Increases the accuracy rate of the documents produced and the maintains data integrity in CSI
• Electronic filing of all documents in CSI results in immediate retrieval of documentation
• Paperless
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The Process
Electronic Process

• Service Requester submits the request in CSI
• CSI generates the documentation
• Transportation Service Provider reviews the request
• Service Requester electronically executes the agreement
• Transportation Service Provider electronically executes the agreement.
• CSI Files the fully executed document under Contracts in CSI
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Learning Objectives
What you will learn: 

• How to submit a service request (new or amended)
• How to retrieve and review 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
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Supporting MaterialHow to submit a New Service Request 
Under Customer Activities in CSI, navigate to Contracts / Service Request and select Create.
Select Service Request for new service.
Select Amendment or Rate Adjustment for existing service.
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Supporting MaterialService Request Details
The Service Request Details page contains several categories.  Data fields are dynamic and will be added or removed dependent 
on the type of service you are requesting.   

• Enter the Effective Date and Termination Date
• Select the Svc Req from the dropdown (if multiples are available)
• Identify if this request will be available for Electronic Signature
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Supporting MaterialService Details
The following is an example of a request for Firm Transportation Service.  Different fields will appear if a different Rate Schedule is 
selected based on the information required. 

• Select the Rate Schedule and identify if there are any special conditions.
• For example, if will accept a lesser quantity than requested, select the box for Accept Lesser Qty).  

• Any fields displayed in shadowed gray, are not required and will auto populate at a later step in the process. 
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Supporting MaterialTransportation Details
For this Firm Transportation Service example, Transportation Details are required.  This is a section for each rate area, Production and Market, to 
allow the request to include one or both rate areas. 

• Beginning with the Production Area Enter the Production Area MDTQ
• Search for your locations using the dropdown button or begin typing the location name or number to search.
• The Advanced Search button is also available to allow searches by Line Segment and Flow Direction.
• Once the location is selected, it is populated under relative locations grid. 
• Enter your quantities by location under MDTQ for both receipt and delivery locations. 
• Repeat this process if Market Area transportation is also requested. 
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Supporting MaterialCompletion 
Once all data fields are completed you can: 

• SAVE the request for future submission 
• Or SUBMIT the request
• Once submitted, you can WITHDRAW the request
• ADD A RATE ADJUSTMENT for this request.  See, Rate Adjustment Tutorial 
• You can also PREVIEW the Pro Forma Agreement

https://thehub.southernstar.com/library/resource/rate-adjustment-tutorial/
https://thehub.southernstar.com/library/resource/rate-adjustment-tutorial/
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Supporting MaterialHow to submit An Amendment Request 
To create an amendment to an existing contract, select AMENDMENT from the Service Request Screen 
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Supporting MaterialHow to submit An Amendment Request 
You can also create an amendment by 
selecting the AMENDMENT tab under 
the specific Contract Details Page. 

• Under Contracts select Contract 
• Enter your specific search criteria 
• Select RETRIEVE 
• View the desired contract
• Select the  AMENDMENTS 
• Select CREATE AMENDMENT
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Supporting MaterialAmendment Details 
The Amendment Details page 
contains all the data related to 
the contract. The data fields 
displayed will vary based off the 
contract’s Rate Schedule. 

• Enter a Commencement Date
• To request a term extension 

only, enter a new 
Termination Extension Date

• To request an increase in 
capacity, edit the Area MDTQ 
field and associated locations 
MDTQ fields. 

• To add locations, select the 
locations from either the 
Search For Location field or 
the Advanced Search Field. 

• Once all amended is entered, 
select SAVE then SUBMIT
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Supporting MaterialRetrieving and Reviewing Existing Requests
During the electronic contracting 
process, you will be asked to 
review and eventually 
electronically execute the Service 
Request Agreement.  
This originates from the initial 
Service Request screen.  

• Enter the date
• Select Service Requester 
• Select any other narrowing 

search criteria if desired
• Select RETRIEVE 

The Service Requests grid will 
display all open requests and their 
current status.  To review the 
request, select the view button.
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Supporting MaterialApproving a Service Request
When the Service Request process requires your review and approval, 
the Routing Status will display as  “Pending Svc Req Review. 

• View the Request            and review all details
• Select APPROVE to move the request to the next step. 
• Select NEEDS CORRECTION if a correction is desired. 

• Make the desired correction then SUBMIT or,
• Select REJECT to reject the request and end the process. 
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Supporting MaterialElectronically Executing an AgreementWhen the Service Request process 
requires your execution the 
Routing Status will display as  
“Pending Svc Req Execution.  If 
Electronic signature is acceptable: 

• View the Request 
• If you wish to see the contract, 

select PREVIEW
• Select EXECUTE to move the 

request to the next step. 
• Select REJECT to reject the 

request and end the process. 
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Supporting MaterialManually Executing an AgreementWhen the Service Request process requires your execution the Routing Status will display as  
“Pending Svc Req Execution.  To manually execute an agreement

• View the Request 
• Select PREVIEW to generate the contract. 
• Print and  manually sign the contract.
• Forward the signed contract to sscconstractadministration@southernstar.com 
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Supporting MaterialFinding Electronically Filed DocumentsTo find electronically filed, executed 
documents:

• Navigate to Contracts / Contract
• Enter an Active Date 
• Identify the Service Requester (if there are 

multiple) 
• Select RETRIEVE 
• View the desired contract. 
•  Select DOCUMENTS tab. 
• Download the desired document 
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