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Online contract management. What is it? Who needs it? And how can it help you prepare for 

unexpected business challenges?

For a business to thrive, you must have tools and processes in place that enable your legal, 

finance, and business teams to meet goals and objectives efficiently, but also allow you to adapt 

to unforeseeable circumstances. When it comes to contract management, that means having a 

system that allows you to access corporate agreements at all times whether your team is in one 

office, working from home, or spread around the world.

Introduction
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What’s the best way to ensure your agreements are always accessible? 

Store your contracts in a secure, readily-accessible, online location.

The good news for anyone interested in online contract management is that you 

don’t need a six-figure budget, months of lead time, or a technical background to be 

successful. There are a wide variety of solutions built for almost every problem area in 

the contracting process, so it’s a safe bet that you can find an option that aligns with 

your greatest pain points and objectives.

After reading this eBook, you should have a better understanding of the following:

• What online contract management is

• How it can help you maintain business continuity when unexpected events occur

• Why outdated, manual contract management processes, spreadsheets, and shared 

drives eventually stop working, prevent operational efficiency, and can impede your 

organization from reaching its maximum potential

• How online contract management solutions can save you time, reduce  

risks, errors, and missed deadlines, and help you make more informed  

business decisions4



What is Online  
Contract Management?

Online contract management is the process of using a cloud-based platform to accomplish a 

variety of contract management activities, including contract review, monitoring, reporting, and 

other repetitive tasks. Agreements are stored in an online system that uses a combination of 

security protocols to ensure that a company’s documents are only available to those with the 

proper credentials. Once contracts are added to the online system, a series of helpful features 

allows users to navigate the contracting process more efficiently and take greater control over the 

way agreements are managed.
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What is Online 
Contract 
Management?

Businesses use online contract management as a powerful upgrade over physical 

file storage, shared drives, and other manual systems that often prove to be insufficient 

when:

• Managing a high contract volume, 

• Agreements represent significant value or substantial risk if not adequately 

managed, or

• People in various locations need access to the same contracts and information.

Some of the most common users of online contract management solutions include 

corporate legal departments, finance teams, procurement staff, and dedicated 

contract managers. When selecting an online system, IT teams often provide input and 

guidance to ensure solutions meet the company’s technical requirements.

In many organizations, the responsibility of overseeing corporate agreements belongs 

to the in-house legal team. To reduce the amount of time legal teams spend fielding 

basic requests for contract details and information, specific individuals and groups 

(Human Resources, Sales, etc.) can be assigned partial access to the online system, so 

they can access, review, and execute the agreements relevant to their department on 

an as-needed basis. Thanks to permission-based user roles (more on this feature later), 

legal teams can share some contract responsibilities while remaining in control of the 

contract management process.

Most importantly, online contract management solutions help your business remain in 

control of your contract portfolio under any circumstances. They enable users to save 

time, reduce contract risks and expenses, make more informed decisions, and move 

through the contract management process more efficiently.
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Top Reasons Businesses Move  
to Online Contract Management
Anyone who relies on a manual contract management process knows the struggles and frustrations that 

come with it. If this is the case for you and your team, you’ve likely run into one or more of the following 

situations that hampered your ability to do your job:

• You can’t find or access a specific contract 

• You don’t have the contract information needed to make timely, informed decisions

• You spend an inordinate amount of time working through tedious, time-consuming contract tasks, which 

prevents you from focusing on more valuable business activity

Moving to an online contract management process can help you address all of these common challenges 

and more. For many companies, the search for an online solution is sparked by either rapid business growth 

that leads to a higher contract volume, leadership’s desire to regain control of a mismanaged portfolio, or a 

specific contracting event that costs the business time, money, or reputational harm. Whether a high-value 

contract automatically renewed without your knowledge or a critical vendor agreement got lost, there are 

endless examples of problems that could have been avoided with an online contract management system.  

Here are some of the top reasons businesses shift from manual to online contract management.
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1. 
Enable streamlined 
contract access from 
anywhere

Top Reasons Businesses Move  
to Online Contract Management 

According to research from Aberdeen, 85% of companies default to manual systems 

to track their contracts. The International Association for Contract & Commercial 

Management (now World Commerce & Contracting) reports that 80% of companies 

struggle to find their contracts. These two findings are intrinsically related.

When contracts are stored across a combination of shared drives, email inboxes, 

computer desktops, and filing cabinets, simply knowing where to look for your contracts 

is a challenge. And when you do know where a contract is located, there’s still no 

guarantee you can access it. 

Storing your contracts in a secure, online system means that your most important 

documents are always accessible. This is essential for any situation that requires 

remote access to your agreements and should be a key consideration during business 

continuity planning. When unexpected events prevent you from getting to your office, 

you must have a way to access the contracts that keep your business moving forward. 

Legal departments especially will likely face an increase in contract-related inquiries in 

response to events that interrupt standard operations. 
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2.  
Increase visibility 
into agreements  
and details

Corporate counsel and others involved in the contract management process are 

expected to remain in complete control of agreements at all times. This means that 

you can answer any contract question quickly and confidently, and know exactly where 

to find those answers if you don’t already have them. The ability to demonstrate 

your knowledge and back your claims up with contract data is also critical for your 

professional success and individual reputation. If you manage contracts manually, 

you’re putting yourself at risk of getting blindsided by questions you can’t answer.

Relying on a manual process also makes it challenging to achieve a high-level overview 

of your contract portfolio. If there isn’t one central place where everyone who touches 

contracts can go to find detailed contract information, your team could be making 

uninformed decisions without understanding how they impact other agreements. 

Many online solutions include reporting features so users can share contract data 

and insights with department heads, senior management, and others who need 

transparency into specific contract details. 

Contracts that are stored online are much easier to manage than a portfolio that is 

divided across various offices or computer desktops and can be accessed at any 

time to start planning for needed changes, like renegotiation or restructuring. With an 

online contract management system, you know exactly where to look when you have to 

reference a specific agreement or contract details, like the value of the agreement, the 

termination notice requirements, or conflict resolution procedures. This comes into play 

anytime you need to manage an existing agreement, but it also makes it easier to find 

and reference archived contracts that provide valuable information for the creation of 

new contracts.

Top Reasons Businesses Move  
to Online Contract Management 
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As the name suggests, manual contract management takes time. Opportunities exist 

to streamline and automate many aspects of the contract management process, 

which produces efficiencies for your team. Without those tools in place, however, you’re 

stuck spending valuable employee time on basic, low-level tasks.

If you’re responsible for managing a sizable portfolio and you currently rely on manual 

processes, you know how time-consuming it is to keep up with all of the dates, 

deadlines, and obligations to ensure your agreements remain in good standing. And 

with a manual review process, getting to the information you need is an unnecessarily 

long and complex task. All of these challenges are exacerbated as the number of 

agreements in your portfolio increases.

With help from an online contract management system, you’re able to introduce 

automation into your contract management process. Many tedious, repetitive 

contract management tasks - like locating specific clauses and keywords, providing 

stakeholders with contract status updates, or tracking looming deadlines - can be 

simplified and streamlined, so you and your team spend less time managing contracts 

and more time focusing on higher-value business activities.

3.  
Eliminate tedious, 
time-consuming 
processes

Top Reasons Businesses Move  
to Online Contract Management 
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Every contract should be continuously monitored to ensure that it makes sense to 

renew when the time comes. When a contract automatically renews without your 

knowledge, you’re missing an opportunity to terminate if it’s no longer needed or 

isn’t performing, renegotiate more favorable terms, or make updates to comply with 

changes to industry regulations. Manual contract management puts you at risk of 

missing these deadlines, which could cost your business time and money to correct the 

issue.  

Staying on top of important contract deadlines using a combination of calendar 

reminders and written notes leaves you vulnerable to human error and oversight. 

Missing a critical contract deadline is another common triggering event that pushes 

many teams trying to get by with manual processes to finally look for an online solution.

When your agreements are stored in an online contract management system, you 

can see all of your important contract details in one place, and take needed action 

at the appropriate time. You can schedule reports to automatically send helpful 

information straight to your email inbox, so you can keep an eye on any contracts 

that have expiration dates in the next 30 days, for example. By transitioning your 

written reminders and manual calendar alerts online and taking advantage of custom 

reporting features, you’re guarding against critical contract deadlines slipping 

through the cracks (as mentioned previously, nobody wants to be responsible for an 

embarrassing mistake that hurts you or your company’s reputation). 

4.  
Stay ahead of 
opportunities to 
increase revenue  
and reduce costs  
and risks

Top Reasons Businesses Move  
to Online Contract Management 

11



Storing contracts on disparate systems and tracking contract details with 

spreadsheets can work if you have a small number of low value, low risk agreements 

- but it isn’t scalable. Effectively managing contracts takes time, hard work, and 

incredible attention to detail, even when you have the right tools in place. Trying to 

accomplish the feat manually becomes a near-impossible task once your contract 

portfolio grows to a certain size or level of complexity. 

According to World Commerce & Contracting, the average Fortune 1000 company 

maintains 20,000-40,000 contracts at a time. While your company may only handle a 

fraction of that, it’s easy to imagine how staying in control becomes more difficult as 

your contract portfolio grows.

Rapid growth or expansion is one of the most common reasons to move a contract 

management process online. Any small to medium-sized business preparing for future 

growth should examine all existing contract management processes and resources 

available to support those efforts and determine if changes are needed. 

Moving to a digital contract management system will put you in a stronger position 

to handle a major influx of new contracts down the road. And making this transition 

proactively when you still have control of a smaller number of agreements will be 

exponentially easier than tackling the challenge when you’re also dealing with a sharp 

increase in new contracts and deadlines to manage.

5.  
Prepare for growth

Top Reasons Businesses Move  
to Online Contract Management 
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Common Features of Online Contract 
Management Solutions

Purpose-built, cloud-based contract management software comes equipped with helpful 

features designed to give you total control over your contract portfolio at all times. Here 

are some of the common features that allow teams to navigate the contracting process 

with greater access, insight, and efficiency.
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Common Features 
of Online Contract 
Management 
Solutions

Secure online repository

Online document storage allows for improved contract access, but security should 

always be a top consideration when determining how and where to store your 

important company data. Dedicated contract management solutions deploy a 

combination of security features to protect your sensitive information, including data 

encryption, multi-factor authentication, audit trail reporting, and more. 

Search and review

Search features allow you to quickly locate and review contracts and key terms 

throughout your contract portfolio. Many solutions include Optical Character 

Recognition (OCR) that enables users to search for text in printed documents that have 

been uploaded to the contract repository.
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Common Features 
of Online Contract 
Management 
Solutions

User roles

The combination of security and access is one of the things that separates dedicated 

contract management solutions from other basic online storage options. In addition 

to the advanced security features mentioned, contract management solutions often 

include the ability to set granular permission-based user roles and levels of folder and 

file access.

Contract reporting

Reporting features provide a way to increase visibility into your contract portfolio. 

Users can run reports to see which contracts have upcoming expiration dates, contain 

specific clauses, or are set to renew automatically, and deliver those reports to 

stakeholders across the organization.

Date and milestone alerts

Alerts and notifications eliminate the need to manually track contract deadlines 

using separate calendars and notes. Users can set up automatic alerts based on key 

dates and receive reminders via email or view upcoming deadlines within the contract 

management platform.
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Common Features 
of Online Contract 
Management 
Solutions

Electronic signature

Some online contract management solutions offer built-in electronic signature 

functionality, and others allow you to integrate with third party e-signature tools. 

Electronic signature allows you to speed up contract execution and provides greater 

visibility into the signing process by showing you detailed information about each 

signer’s actions.

Artificial intelligence

Solutions that include artificial intelligence allow you to perform certain contract 

management tasks faster, like tagging key metadata in your agreements. AI 

technology can help expedite the contract review process by automatically identifying, 

classifying, and organizing important information.
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Getting Started Checklist

If you’re interested in finding and implementing an online contract management system, 

use our actionable checklist to start the process.



For a more in-depth overview 

of the contract management 

software landscape and help 

finding solutions that align with your 

challenges and goals, download 

The Buyer’s Guide to Contract 

Management Software

Action Explanation

Get buy-in

Determine who will be 
involved and affected by  
the new process

Gather all contracts

Determine what you need 
from an online solution

Establish your budget

Identify solutions that  
fit your needs

Make sure your key stakeholders are on board before investing too much 
time and energy researching solutions. 

The contracting process typically impacts many individuals and 
departments. Talk to everyone involved to learn what they think is most 
important when considering a solution.

Whether you’re planning to manage all existing contracts online or only 
new agreements, you have to upload those documents to your online 
system to reap the benefits of the software. Make sure you can find and 
access all of these agreements so you can start taking advantage of your 
online contract management system right away.

There are hundreds of contract management solutions on the market that 
focus on various pieces of the contract management lifecycle. Create a 
list of must-have features to prepare for your conversations with vendors.

Your search for a contract management solution will be greatly impacted 
by the amount of money you have to spend, so establish a budget to help 
focus your search.

Look for solutions that will make a meaningful impact to your contract 
management process and allow you to accomplish your goals as quickly 
as possible.

Getting Started Checklist
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Conclusion

Whether your team is looking to improve contract access, operate more efficiently, 

or plan for the unknown, it’s clear that online contract management has a major role 

in accomplishing these goals. By moving your contract management process online, 

you ensure that anyone who needs access to critical documents can find what they’re 

looking for from any location. When you take the next step and adopt purpose-

built contract management software, you can take advantage of helpful features 

and functionality that save time, reduce risks, and put you in greater control of your 

contract portfolio.

Thanks to the range of online contract management solutions on the market, almost 

any business looking to improve contract access and visibility should find viable 

options that fit within your budget and allow you to start seeing results in just a matter 

of weeks.
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About

ContractWorks is the fast and affordable way to organize, monitor, and report on your contracts 

from any location. Businesses choose ContractWorks over other solutions because it helps 

you quickly take back control of your contracts and offers a user-friendly interface, short 

implementation process, and highly rated customer support team. 

Schedule a demo today to learn more about ContractWorks Contract Management Software.

Contact Us Today: 

info@contractworks.com 

866-700-7975 ext. 1 

www.contractworks.com

https://www.contractworks.com/demo
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