Job Aid: How to Initiate a Contract

Steps Visual Cues

Enable Pop-ups:
1. Firefox

a. Firefox—Tools > Options >
Content > Block pop-up
windows.

b. Firefox — Preferences > Privacy &
Security > Block pop-up
windows.

2. Chrome

a. Chrome > Preferences >
Advanced > Content Settings >
Pop-ups and redirects > Allowed

Login to Agiloft:

1. Access the system from the
auth.slu.edu (formerly mySLU) page
with your existing credentials.

2. Choose the icon to open Agiloft.

Initiate New Contract:
3. Click Contracts in the left pane, and then
click New.

Note: Remember that in a browser-based
application, you cannot click “Back.” Agiloft
does not save records automatically. You can
click “Save & Continue” to save your work.

Fill in Intake Request Form:
4. Fill in all Intake Request Form Questions.

Note: Be sure to select all required fields, which o S -
are marked with a red asterisk *. - — e

Note: If you see a magnifying glass Q

and click “Import/Append.”
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