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Adding Uncovered Products Using Online Contract Manager  
Tip Sheet 

 

 
Introduction:  This tip sheet will show you how to add uncovered products to new and existing installed-at sites 
on a contract using Online Contract Manager (OCM). Adding uncovered products using OCM allows you to 
effectively manage your products on an existing contract and is very useful when you need to make additions 
without renewing the entire contract. 

 
Basic Navigation Steps for Adding Uncovered Products using OCM: 

 

1. Roll over the ‘Contracts’ tab and click on ‘Contract Manager’ in the secondary menu. 

2. Use the Contract Manager filters (if needed) to search for your contract of interest. Click ‘Set Filters’. 

3. Click the ‘Contract #’ hyperlink in the Contract Table for the contract you want to view. The Contract 
Summary Details screen appears. 

4. You can select a site (only one) at the bottom of the screen that you wish to add products to. To add 
uncovered products to a new site on the contract, do not select any existing sites. Next, go to the ‘Action’ 
drop down and select ‘Add Uncovered Product(s) to Contract’, and click ‘GO’. The same action is used to 
add uncovered products to an existing or a new site. However, the steps to add for both processes are 
slightly different. 

 If you need to add uncovered products to a new site, please reference the Steps to Add Uncovered 
Product(s) to a New Site for more information. 

 If you need to add uncovered products to an existing (selected) site, please reference the Steps to 
Add Uncovered Product(s) to a Selected Site for more information. 

 
Note: In order for you to add a product to a specific contract, that contract has to meet certain 
specifications. The contract must have entitled status ('Active', 'Signed', 'Overdue', 'QA Hold'), must not 
have a network service type, and the new product(s) must have the same customer as the existing 
contract customer.  
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Steps to Add Uncovered Product(s) to a New Site: 

1. On the ‘Add Uncovered Products to Contract’ pop-up window, click the ‘Address Management’ link to 
select a new site or create a new site to which the uncovered product(s) need to be added. 

2. The Address Management screen appears. You will have the option to select an installed-at site from 
your address book, search for installed-at sites and select the site from the search results, or create a 
new installed-at site. When you have selected or created a site to add products to, you will return to the 
‘Add Uncovered Products to Contract’ pop-up window with the address information displayed as the 
‘Target Site Selected’. 

Note: To create a new installed-at site, you first have to search for the installed-at site to confirm that the 
site does not exist. If the installed-at site does not exist, you will then be able to create a new installed-at 
site by clicking the ‘Create New’ button on the Address Book. 

3. View the Steps to Add Uncovered Product(s) to a Selected Site to continue adding products to the new 
site selected. 
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Steps to Add Uncovered Product(s) to a Selected Site: 

1. On the ‘Add Uncovered Products to Contract’ pop-up window, enter filters to search for product(s) to add. 
You can enter up to five sales orders, five purchase orders, 20 serial numbers / PAK numbers, and 20 
instance numbers. Note that you cannot add software subscription products to a new or selected site on a 
contract by using the ‘Add Uncovered Products to Contract’ action.  

2. Select a ‘Start Date’ and ‘End Date’ for the service by either manually typing into the textbox or by clicking 
the calendar icon. Click ‘Search’.  

3. If results have been found, select the products that you wish to add to the contract and click ‘Validate’.  

4. On clicking the ‘Validate’ button, if the selected uncovered product(s) are associated with a software 
Technical Services (TS) service level (such as ESW), the system will perform Service Product Mapping 
(SPM) validations on the minor lines and will allow only those minor lines on the uncovered major 
product(s) to be added that pass these validations. Any non-eligible minors in the configuration will not be 
added. In case of uncovered products associated with hardware TS service levels (such as SNT), the 
SPM validations will not be performed on the minor lines, and adding a major line will also add all the 
corresponding minor lines in the configuration.  

5. Once validation is complete, the ‘Add Uncovered Products to Contract’ pop-up window appears with the 
following sections listed: 

 Severe Errors - The products listed here have generated errors and have not been added to the 
contract. Click the red triangle icon to review the error details and determine what action you can take 
to fix the errors. 

 Warning Messages - Click the yellow circle icon to view the warning details. By default, all the listed 
products are checked and will auto correct the error based on the warning details. If you do not want 
to correct the warning, uncheck the box and the product will not be added to the contract.  

 Successful Validation - These products have been successfully validated and will be added to the 
contract.  

 

Step 1: Click the ‘Address 
Management’ link.  

 

Enter filters to search for products to add. 
You can enter up to five sales orders, five 
purchase orders, twenty serial numbers / 
PAK numbers, and twenty instance numbers. 

Select a Start Date and End Date for the service 
by either manually typing into the text box or by 
clicking on the calendar icon. 
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6. Click ‘Submit’ to send selected products to pricing. Note that the ‘Submit’ will be enabled only when at 
least one of the product(s) displayed in the ‘Warning Messages’ section has been selected, or when at 
least one product is displayed in the ‘Successful Validation’ section. 

7. You will receive an email upon completion of the product addition process.  

Note: The ‘Add Uncovered Products to Contract’ pop-up window will refresh with the list of items that will 
be sent to quoting (products with a value greater than $0) and the $0 items that will be added 
automatically. 

 
 

Related Links: 
 CSCC Training Website: Click Here 
 CSCC User Guide: Click Here 
 Contract Management Job Aid: Click Here 

 

View the ‘Severe Errors’ 
section. 

 

View the ‘Warning 
Messages’ section. Click the 
yellow circle icon to view the 
warning details. 

These products have been 
successfully validated and 
will be added to the contract. 

http://www.cisco.com/web/services/resources/cscc/training/index.html
http://www.cisco.com/E-Learning/gfo-cscc-training/public/cdc_single_files_entitled/CSCC_User_Guide_Partner/CSCC_User_Guide_Partner.pdf
http://www.cisco.com/E-Learning/gfo-cscc-training/public/cdc_single_files_entitled/Summary_Job_Aids/CSCC_Contract_Management_Summary_Job_Aid.pdf

