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Purpose: Provides complete lifecycle of entering, approving, and modifying contract (SA-

139) information within the NYSED State Aid Management System (SAMS) Building Project 

area. It details how District/BOCES users submit initial details, walks Superintendents 

through the review and approval workflow, and explains how to modify key contract data 

such as funding amounts and signed dates after approval. 
Audience: All Users 

Estimated Time: 15–20 minutes 

Prerequisites: Active NYSED Single Sign-On (SSO) credentials; a building project must 

already exist in SAMS with a Contract Entry task assigned to your district. 

Contract Entry and Approval Overview 

Roles Involved  

The Contract Entry and Approval process in SAMS involves two roles:  

1. District/BOCES User: Enters contract details and submits for review.  

2. Superintendent/District Superintendent: Reviews and approves (or rejects) the 

submission.  

Contract Approval Life Cycle 

 

Figure 1: Contract Approval Life Cycle 
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1. Facilities Planning sends project data to SAMS, automatically importing all eligible 

building projects. 

2. SAMS generates a task for the District/BOCES User to enter contract information. 

3. The District/BOCES User locates the task, completes the contract form, and submits. 

4. The Superintendent/District Superintendent reviews the form and either approves or 

rejects it. 

5. If rejected, the District/BOCES User corrects the information and resubmits. 

6. Once approved, SAMS records an approval date, and the summary sections for both 

the Estimate details and Contract details are updated with the Contract information. 

Getting a Project into SAMS 

Building projects are not created manually in SAMS. They are imported from Facilities 

Planning. 

With the information from Facilities Planning, SAMS imports the project data weekly. Once 

imported, SAMS sends an email notification to the District/BOCES User and creates a task 

in the SAMS task list. The email includes the project number and a link to log in to SAMS. 

Note: If a project does not appear in SAMS within a week from Commissioner Approval, contact 

Facilities Planning.  

 

Figure 2: Sample Email of Project Imported to SAMS 

District/BOCES User Process 

The District/BOCES User is responsible for updating the contract in SAMS to send to the 

Superintendent/District Superintendent for approval.  

Starting a Task 

After logging into SAMS, access your Building Projects Task List as outlined in SAMS – Login, 

Site Overview, and Navigation QRG.  

https://www.nysed.gov/facilities-planning/contact-us
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Figure 3: Task Info Panel 

1. Once the desired task is located, select the More Info 

button associated with the task. 

2. Select Start Task to start the task and navigate to the 

Contract Form. 

Enter Contract Information 

Once the task is started, the Project Details Page displays.  

 

Figure 4: Project Details Page 

• Project Header: Heading at the top of the page that shows key project information. 

This section is read-only and is consistent for the "Estimate", "Contract" and "FCR" 

details. 
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• Estimate, Contract, and FCR Sections: Lists all Methods of Financing and Project Cost 

Breakdown for the applicable form. These fields are entered by the District/BOCES user 

under each section and are read only under the Estimate section. 

• Action Items: Lists all required fields and outstanding items. Completed items are 

checked off; incomplete items are highlighted.  

Note: All Action Items must be addressed before submission. 

 

Figure 5: Contract Form - Summary 

District/BOCES Users must enter information into the fields on the Contract Form.   

• Contract Signed Date: Enter the date the contract was signed using the calendar 

picker. 

• Methods of Financing Eligible for Building Aid: Enter contract amounts eligible for 

Building Aid.  

• Methods of Financing Not Eligible for Building Aid: Enter contract amounts not 

eligible for Building Aid. 
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Figure 6: Contract Form – Project Costs Breakdown 

The Project Costs Breakdown section is a summary area at the bottom of the form that 

displays a Financial Grid. As amounts in the form are entered, this grid will update 

automatically. 

• Construction Costs: Enter Construction costs for New Building/Addition and/or 

Alterations/Reconstruction. 

• Incidental Costs: Enter Incidental costs for New Building/Addition and/or 

Alterations/Reconstruction. 

Note: The Total Financing/Project Costs line must match the Total Project Costs line. 

Discrepancies between these lines will trigger a validation error. 

• Save: Once the information is entered, select the Save button. 

Note: Data entered does not save automatically.  

Validating and Submitting the Contract 

Once the user selects Submit, the system performs two levels of validation and may 

generate Errors or Warnings.  

Errors 

Errors identify items that require attention. All errors must be resolved before the user can 

submit the Contract to the Superintendent/District Superintendent for review. Review each 

error and update data as needed. 
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If the Total Financing/Project Costs and the Total Project Costs lines do not, a Matching 

Error is displayed. All validation errors must be resolved before SAMS will allow 

submission. 

 

Figure 7: Error Example  

To resolve the error: 

1. Review the error message to identify the discrepancy. 

2. Address the error by entering updated data in the highlighted field. 

3. Select the Save button. 

Note: If no changes to the contract data are warranted, changes to the estimate data (SA-4) 

may be necessary. Please contact your Fiscal Associate in NYSED’s Office of Facilities 

Planning.  

Warnings 

Warnings identify items that may require attention, but do not prevent submission. They 

are located in the Action Items area of the form. Review each warning, update data, or 

dismiss the warning.  
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Figure 8: Warning Example 

1. Review each warning. 

2. Correct the issue(s) or select Dismiss to dismiss the warnings 

3. Select the Save button.  

Submit the Contract 

Once all errors have been resolved, and any warnings are reviewed and dismissed, the 

contract can be submitted by selecting the Submit button. 

 

Figure 9: Submit Contract to Superintendent/District Superintendent 

 



 

 
SAMS – Contract Entry and Approval and 

Modifications 
 

 

 Page 10 of 18 

 

As of July 2026 

 

Once the contract is submitted:  

• The Superintendent/District Superintendent is notified via email that a contract is ready 

for review. 

• The task is moved to In Progress and locked during review. 

• Superintendent/District Superintendent either approves or rejects the contract:  

• Approval triggers a confirmation email and completes the task. 

• Rejection generates an email to the District/BOCES User and creates a new 

correction task in SAMS. 

Correcting Rejections from the Superintendent/District 

Superintendent 

If the Superintendent/District Superintendent rejects the contract, the District/BOCES User 

should complete the following:  

1. Open the new Contract Entry task from their Task List and select Start Task (see Figure 

3: Task Info Panel). 

2. Update information on the Contract Form as necessary.  

Note: District/BOCES Users should communicate with the Superintendent/District 

Superintendent outside of the system for details as to why the contract was rejected (see 

Figure 8: Warning Example).  

3. Select Submit and address any errors or warnings. The contract is returned to the 

Superintendent/District Superintendent for review (see Figure 9: Submit Contract). 

Note: There is no limit on the number of resubmissions, but each round requires 

Superintendent/District Superintendent action. 

Superintendent/District Superintendent Process 

When a District/BOCES User submits a contract, the Superintendent/District 

Superintendent receives an email notification, and a task appears in the SAMS Task List. 

Accessing the Contract 

The Superintendent/District Superintendent can access the contract directly from the email 

notification or by logging in to SAMS. From the Task List, locate the Contract Approval 

task, select More Information, and then select Start Task to begin the review (see Figure 

3: Task Info Panel). 
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Figure 10: Project Details Page – Superintendent/District Superintendent View 

Once the Superintendent/District Superintendent starts the task, the Project Details page 

displays. For the Superintendent/District Superintendent, all fields are read-only.  

Note: Superintendent/District Superintendents can view all project forms (Estimate, Contract, 

Final Cost Report (FCR) and all linked Borrowings, Attachments, Form Comparisons and Project 

Details) but can only approve or reject the contract. 

Contract Rejection 

Once the Superintendent/District Superintendent rejects the contract, SAMS initiates the 

following: 

• Email to the District/BOCES User regarding the contract rejection. 

• A new Contract Entry task is created in the District/BOCES User’s Task List. 

Note: The Superintendent/District Superintendent will need to communicate with the 

District/BOCES user outside of the system regarding the rejection reason. 

Contract Approval 

Once the Superintendent/District Superintendent is ready to approve the contract, there 

are several steps to perform in SAMS.  

 

Figure 11: Rejection/Approval Pane 
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• To approve the contract, review and select the acknowledgment checkboxes to indicate 

the contract sign date is correct and the funding sources and project costs are correct.  

Note: The Approve button becomes active only after all acknowledgment boxes are selected. 

• Select the Approve button.  

• A confirmation pop-up appears; select the Confirm button. 

Once the contract is approved, SAMS will record the approval date and send an email to 

the District/BOCES User. 

After Approval 

Once the contract is approved, the task is removed from the District/BOCES User and 

Superintendent/District Superintendent’s Task Lists.  

 

Figure 12: Project Details Page – Approved Contract 

• The Project Details page is updated.  

• The Contract details is updated with the Contract Signed Date. 

Note: Once approved, the Contract Form is read-only and reflects the approved contract as 

submitted. Any future amendments require a separate workflow. 
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Contract Modifications Introduction 

District/BOCES Users and Superintendents/District Superintendents play a role in the 

modification process after initial contract submission and approval. Each have the 

following responsibilities:  

• District/BOCES User: Initiates and submits modifications 

• Superintendent/District Superintendent: Reviews and approves (or rejects) 

modifications 

 

Figure 13: Contract Modification Process 

District/BOCES User  

Once it has been identified that a contract should be modified, a District/BOCES User must 

start the modification.  

Initiate a Contract Modification 

To initiate a contract modification:  

• Access SAMS and sign in.  

• Navigate to Projects. 
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Search for and Select Project 

 
Figure 14: Search for a Project 

 

Figure 15: Select a Project 

 

Figure 16: Modify Button 

1. Select the Modify button to initiate the modification.  

NOTE: This button only appears when the contract is in Approved Status. 

Reason for Modification Form 

Before making any changes, the Reason to Modify Form must be completed.  

 
Figure 17: Reason to Modify Form 

1. Select the Project Number filter. The search 

window will appear. 

2. Search for the project number. 

3. Once the project is found, select the Project 

Number. The Project Details screen will 

display. 
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In the Reason to Modify form, review the following fields: 

• Modification Request Date: Defaults to today’s date. 

• Are you updating the Contract Signed Date: Select the checkbox if updating the 

contract signed date. 

Note: This checkbox should only be selected if the contract signed date needs to be updated 

(e.g., data entry error). Updating the contract signed date triggers an additional NYS Review 

step after Superintendent/District Superintendent approval. When the contract signed date is 

modified, the contract does not return to Approved status after Superintendent/District 

Superintendent approval. Instead, it moves to NYS Review for state-level review by State Aid. 

• Reason for Modification: Describe the change needed. 

Note: This field is required and the Submit button will not appear unless a reason is entered. 

 
Figure 18: Are you updating the Contract Signed Date Checkbox 

If the Contract Signed Date should be updated, select the checkbox and perform these 

steps: 

1. Review the verbiage that appears explaining required documentation. 

2. Upload at least one supporting document. 

Note: This is required to proceed. 

3. Enter Reason for Modification. 

Note: This is required to proceed. 

4. Select Submit.  

Note: A history of all previous modification requests is visible at the bottom of the Reason to 

Modify form. 
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Figure 19: Editable Contract Signed Date  

• The contract signed date field becomes editable. 

Update Contract Amounts 

Once the Reason to Modify Form has been submitted, the contract is in Saved Status. The 

amount fields on the contract form can be modified. 

 

Figure 20: Contract Amount Fields Editable 

1. Update relevant contract amounts. 

Note: Ensure that the Total Financing/Project Costs and Total Project Costs lines show the 

same dollar amount.  

2. Select Save. 
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Note: To cancel a modification before submitting, select Cancel Modification at the bottom 

of the contract form. Confirming the cancellation reverts the contract to its previous 

Approved state with original amounts. 

 

Figure 21: Review and Dismiss Warnings 

3. Review and dismiss any warnings. 

4. Select Submit. 

Once submitted, the contract is sent to the Superintendent/District Superintendent for 

review. 

Superintendent/District Superintendent Contract 

Modifications 

When a modification is submitted, the Superintendent/District Superintendent will receive 

an email notification, and a task is created in the task list.  

 

Figure 22: Superintendent/District Superintendent Start Modification Task 

1. Navigate to the task list, locate the contract modification 

task, and select More Info. 

2. Select Continue Task.  
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Figure 23: Superintendent/District Superintendent Review and Approval 

3. Review the contract details on the contract form and expand sections as needed. 

4. If the contract signed date was modified, verify the new date is correct and check the 

acknowledgement checkbox. 

Note: The Superintendent/District Superintendent will not be able to approve unless the two 

check boxes are selected. 

5. Select Approve to approve the modification.  

Note: Approving the modification automatically closes the task. It will no longer appear in 

your task list. 

Note: When the contract signed date is modified, the contract does not return to Approved 

status after Superintendent/District Superintendent approval. Instead, it moves to NYS 

Review for state-level review by State Aid. 

6. Select Reject to send it back to the district/BOCES for corrections. 

Note: If rejected, the District/BOCES User receives an email and task to make corrections and 

resubmit. District/BOCES Users should communicate with the Superintendent/District 

Superintendent outside of the system for details as to why the contract was rejected.  

 


