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Moving Products Using Online Contract Manager 
Tip Sheet 

 
Introduction:  This tip sheet will show you how to move products from a selected site to another contract, as well 
as how to move products to a different installed-at site within the same contract using Online Contract Manager 
(OCM). These steps should be followed if you need to move products to different contracts to organize your 
products or if you need to move products to a different installed-at site if the product has physically moved to a 
different location.   
 

Basic Navigation Steps: 

The basic navigation steps listed below will show you how to move all products from one or more site(s) to another 
site on a contract or another contract (with the same Bill-To, service level, and end customer) from the Contract 
Summary Details screen. You will also be able to perform the same actions from the Line Items screen. 

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 for the contract you want to view. The Contract Summary Details screen 
appears. 

4. Select the site(s) that you wish to move the products from. Go to the ‘Action’ drop down and select either: 

 ‘Move All Products from Selected Grouping to Another Site’, and click ‘GO’. Go to the Steps to 
Move All Products from Selected Grouping to Another Site section for more information. 

 Or, ‘Move All Products from Selected Grouping to Another Contract’, and click ‘GO’. Go to the 
Steps to Move All Products from Selected Grouping to Another Contract section for more 
information. 

Note: In order to move products from a contract, the contract must meet a series of requirements. the 
source contract must have an entitled status ('Active', 'Signed', 'Overdue', 'QA Hold') and must pass 
eligibility to move products. Once these requirements are met, Contract Manager will determine the eligible 
target contracts where the products can be moved to. 
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Steps to Move All Products from Selected Grouping to Another Site: 

1. Eligible target sites on the contract will be listed in the 'Site to Site Move: Select Target Site' pop-up 
screen.  

2. Select the target site that you want to move the products to by selecting the corresponding radio button. If 
you wish to add a new site, click the ‘Add a New Site to the Contract’ link located above the site list. The 
Address Management screen will appear, and 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. 

3. Click ‘Continue’.  

4. The ‘Site to Site Move: Submit Request Form’ pop-up window appears.  

5. By default, the email address field is populated with the email address from your profile. If necessary, you 
can override the email address or add an additional email address in the ‘CC:’ field.  

6. Click ‘Submit’. 

7. A confirmation message appears in the ‘Site to Site Move: Submit Request Form’ screen. The 
confirmation message includes a request ID and informs you that a message will be sent to the email 
address(s) specified.  

 

 
 

8. If all, or parts of the move, are not successful, you will receive an email explaining which products did not 
move successfully. You will also receive a link to open a case with the Service Support Center. Partial 
success is possible if some source sites and some configurations were moved and some failed. If 

Step 7: A confirmation message appears 
informing you that a message will be sent to 
the email address(s) specified 
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products from the source site were not moved because of a failed price list validation, you will be informed 
of the reason and the recommended action. If any configurations were not moved due to errors, the error 
details are sent in a .CSV report as an attachment in the email confirmation. 

 

Steps to Move All Products from Selected Grouping to Another Contract: 

1. From the ‘Contract to Contract Move: Submit Request Form’ pop-up window, you will have three options: 

a) Enter your target contract number in the ‘Target Contract’ field and click ‘Submit’. 

b) Enter ‘NEW’ in the ‘Target Contract’ field to create a new contract and click ‘Submit’. 

Note: If an existing target contract is found, your request will processed offline and you will receive an 
email with an attachment containing a list of eligible contracts. A new contract is created only if there 
are no existing eligible target contracts. 

c) Click ‘Retrieve Target Contracts’ to retrieve a list of eligible contracts.   

 If the amount of eligible contracts does not exceed the threshold amount, a list of eligible 
contracts will be generated. Select the target contract from the ‘Contract to Contract Move: 
Submit Request Form’ pop-up window and click ‘Continue’.   

 If the amount of eligible contracts exceeds the threshold amount, a message will appear notifying 
you that ‘The Target Contract Request you are about to perform has exceeded the maximum 
contract threshold.’ You can either continue your search offline or cancel the contract list request. 
If you click ‘Cancel’, the message will close and you can enter a contract number or ‘NEW’ in the 
‘Target Contract’ field or exit out. If you click ‘OK’, the system will retrieve the list of eligible 
contracts offline and email the list as an attachment in .CSV format. The offline request can be 
tracked from the Request Status screen. 

 

 
 

2. From the ‘Contract to Contract Move: Submit Request Form’ pop-up window, you can specify an email 
address where the confirmation message and results message will be sent and click ‘Submit’. 

Note: If all, or parts of the move, are not successful, the email notification will explain which products did not 
move successfully. 

 
 

Related Links: 

 CSCC Training Website: Click Here 

 CSCC User Guide: Click Here 

 Contract Management Job Aid: Click Here 

 

Click ‘Retrieve Target 
Contracts’ to retrieve a 
list of eligible contracts 

 
Target Contract field 

 

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

