ENDORSING AND UPLOADING
CHANGED DOCUMENTS IN COBBLESTONE

The endorsement process is the first step to approving and signing a contract. These
instructions will walk you through how to download a document for editing and upload it
for approval.

1. Check your email

[EXTERNAL] Invitation to review & approve your document(s) (for: VI-WTA Touchpass Agreement E-Approvals Process)
€ Reply | & ReplyAll  —> Forward

WTA Procurement Contract Alert <alerts@cobblestone.software>
To @Magan Waltari Thu 4/2/2020 1:09 PM

@ Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

2. Open the email and click “Review Document(s)” link to navigate to the
Collaboration Portal.

THIS IS NOT PHISHING. Click on the "Review Documents" or "Sign Documents" link in the body of this email. It will take you to WTA's secure
Contract Collaboration Portal. WTA staff can log into CobbleStone, click "Negotiations" and "My Assignments".

Contact Procurement at 360-788-9332 or procurement@ridewta.com with any questions.

Sent on behalf of Magan Waltari(maganw@ridewta.com).

Magan (maganw@ridewta.com),

You have been invited to participate in the electronic review & approval of your document(s).
Please click on the link below to begin.

Document Package Information
Subject: VI-WTA Touchpass Agreement E-Approvals Process
Message: 4.2.2020 Vandalay touchpass reseller agreement

Your Participant Information

Title: Revenue Manager Approval

For Approval Group: Revenue Manager
Reference Number: bebb7103-70ba-4alf-b141-2b178c0fb15e
Reason:

Review Document]s[/ Click here!

In the collaboration portal:
Click “View Reference Files” to see the files associated with the request
Click “Comments” to document your changes or questions
Click “Preview” to view the request without making changes
Click “Approve” to approve the request without making changes
Click “Download” to make changes to the request
Click “Upload” to upload the request after making changes - This will
AUTOMATICALLY approve your review
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Next St A -
extoieps WTA Contract Approval Processing X REJECT PROCESS

What to do Next:
. 1. TEMPLATE - Bulk Pass

.1, You have Pending Actions! - Please review "Next Steps"

Agreement
. 2. WWU WTA Meeting Notes ] View Reference Files
2.28.2020.docx
™Yy o MPLA B ass Agreement
Please approve all files.
File Type : @  (.docx)
1. File Pending Approval File Status : Available for Download &

(©: Approved File

# Upload s Download

Published Version & Alternate Clausé
My Information A

Version: 1
Welcome Magan Waltari Type: #  (.docx)

Title: TEMPLATE - Bulk Pass Agreement
MyiIPAddress: 66:165:83:228 Uploaded:  4/2/2020 2:04:34 PM

My Approval Group:
Revenue Manager

© Approve | L Preview
Participant:

Revenue Manager Approval
Reason:

N/A

Notified On:

4/2/2020 2:04:48 PM

Archived Versions : 0

Access Archive

3. Click “Download” to Check Out document for editing. It will pop up at the
bottom of your screen. Make changes and save it to your computer. Because
CobbleStone does versioning control, there is no need to change the name of
the file!

™ Download File Version X

This File is available to be downloaded
and checked out for modifications/edits.
Download & Check-Out
Checking out the file prevents others from
downloading it until you have uploaded

your modified file.

" Download & Check-Out

4

L Annnt

VIWTATouchPass....docx ~

H O Type here to search

=)
I
@
-
)

Review the document for accuracy!
e Vendor information
e Pricing
e Dates
e Special Terms
e SPELLING, GRAMMAR, ETC.
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4. Click “Comments” to detail what changes you made and to see what changes

other have made.
™ File Comments O O D¢

* Add Note / Comment to File

H save

File's Comments /Notes
Comment / Note :’;‘ered Entered On

h A ¢

Version: VI - WTA TouchPass Reseller Agreement
2020; Group: Revenue Manager
Added Vendor
contact name for
billing. Updated
Serial number for
barcode scanner -
original was
transposed.

Waltari, 4/3/2020 3:33:00
Magan PM

5. Click “Upload” when you'’re done adding comments and making changes.
When you upload the document, your approval is automatic.
™ Upload New File Version X

* Select File:

Vandalay - WTA TouchPass Re¢ | Select

* Version Title:

VI - WTA TouchPass Reseller .

# Upload New Version

OR ALTERNATELY

6. Click “Preview” to look at the file without making changes. Use the navigation
buttons to scroll through the pages. Click the X when you’re done.
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™ Attached File Preview O [m] x
[~ Vandalay - WTA TmuchPassﬁér Agreement 2020.docx
Navigation Zoom @
@ Previous | @ Next 1 v 100% ¥

WHATCOM TRANSPORTATION AUTHORITY
TOUCHPASS EMPLOYER BULK BUS PASS SALES AGREEMENT

THIS WTA BUS PASS SALES TOUCHPASS EMPLOYER BUS PASS AGREEMENT
(*Agreement”) by and between WHATCOM TRANSPORTATION AUTHORITY (‘WTA"),
and Vandalay Industries, (‘EMPLOYER"), is entered into this 2nd day of April, 2020. This
Agreement will automatically renew each year, unless terminated in writing as described
herein;

WHEREAS WTA provides public transportation services in Whatcom County, and in such
capacity sells a variety of bus passes to the pubiic;

WHEREAS EMPLOYER desires to provide digital WTA bus passes (‘WTA Passes’) to
their employees at a discounted rate;

WHEREAS WTA s in the process of re-organizing the Bulk Pass Program,

WHEREAS TouchPass is WTA’s account based Fare Collection system where products
are digitally loaded into an individual's “account” and not sold as a physical product;

WHEREAS TouchPass customers use physical passes or a mobile app to access the
account;

NOW, THEREFORE, for valuable consideration, receipt of which is hereby acknowledged,
WTA and EMPLOYER agree as follows:

1. WTA will provide EMPLOYER with a RESELLER account in the TouchPass system
and access to the TouchPass Merchant Portal in order to sell WTA Passes to their >

Review the document for accuracy!
e Vendor information
Pricing
Dates
Special Terms
Spelling, grammar
Anything else! Read the document

7. Click Approve.
™ File Approval X

Approve the following
published file version?

File Title: Vandalay - WTA Touchpass Reseller

Agreement
- Version: VI - WTA TouchPass Reseller

'Q‘ Agreement 2020
J This will electronically approve this published

version by:
Participant: Accounts Payable Approval
User: Waltas=Magan (ID: 337)

« Approve )X Cancel

Either way: You're done! The next person in the Approval que will get notified by the
system.
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Your Approval Group has been
Completed/Finalized!

WTA Contract Approval Processing

REJECT PROCESS

() No Action(s) Required - Your Approval Group has been Completed/Finalized

Completed On:
4/3/2020 3:34:19 PM

Status:
Approved
My Information A

Welcome Magan Waltari
My IP Address: 66.165.33.228

My Approval Group:
Revenue Manager
Participant:

Revenue Manager Approval

Reason:
N/A

Notified On:
4/2/2020 4:09:15 PM

X Logout

71 View Reference Files

© 1. Vandalay - WTA Touch Reseller Agr 5 Comments
File Type : @ (.docx)
File Status : Available for Download &
Published Version & Alternate Clauses " Upload s Download
Version: 2
Type: [#  (.docx)
Title: VI - WTA Te k ller Agr 2020
Uploaded: 4/3/2020 3:34:18 PM

© Show My Approval || L Preview

Archived Versions : 1

Access Archive
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