
Quick Reference for Accessing Contracts in SOARFIN 

To look up an existing contract in SOARFIN: 

1. Navigation Bar: Menu   Procurement Contracts  Add/Update Contracts  

 

2. Click on Find an Existing Value 

 

3. Enter Contract ID (if the ID is unknown, contact the Procurement Department). Click 

Search. 

 

4. This will bring up a screen where you can view the Supplier, Beginning and Expiration 

Dates, Renewal Date if applicable, Comments or Attachments, Amount Summary – 

Maximum Amount and Remaining Amount, and Contract Lines/Details 

 

 



 


