
Signing Contracts 

  



On the SourceHub landing page, click 
the Sign Contracts tile 

You must be logged in as the Authorized Contract Signer to see this. If you 
do not have it, see help document “Adding Roles” 



The left menu will have two options, 
“New” and “Change Order” 



The “New” option is for new contracts 
that need to be signed 



Click on the contract you want to sign 
and the details will populate 



The contract document will be under 
the Contract Document Details in 

“Contract Doc#” 



Clicking the Contract Number will 
take you to eSourcing to view 

contract 



Click the “File Name” to download 
the contract 



If any changes to the contract need 
to be made: 

• Click Actions > Check Out 

Add comments and click OK 



To send new contract edits to 
Union Pacific: 

Actions > Check In 

Find the new document on your computer and click next 

Once complete, click OK and the contract will be sent to UP for legal review 



When you are ready to sign: 
• Check the box acknowledging that you agree to the Terms and Conditions 

• Type your name, title, and the date  

  

• Then click Sign and Execute, this will send the contract back to UP        

for signature 


