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CMLS Guide: Contract Extensions 

Acknowledge an exercised Extension 

When an extension is exercised by DCP, CMLS will generate a Contract Extension Letter and email a link to 
the Service Provider Contract Manager to review and acknowledge.  

1. Open the email and click on the hyperlinked text.  

 

2. Log in to CMLS.  

3. The Contract Extension Record will open.  

4. Click on the orange down arrow next to the Extension.pdf to download the contract extension 
letter.  

5. The PDF will download and show at the bottom of your browser screen. Click on the pdf 
document to open. 

6. In the Contract Extension Record, click the Acknowledge button to advise DCP that the extension 
letter was received and acknowledging the extension is being exercised. 

7.  The Acknowledged by, position held, and date and time fields will auto populate.  
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Download a copy of an Extension Letter  

1. Log into CMLS and click on the Contract Tab. 

2. In the My Contracts form, select a contract by clicking on any of the hyperlinked text. 

  

3. Scroll down to the Contract Extensions field.  

4. Click on the hyperlinked text of the contract extension required. 

 

5. Users can return to the contract screen at any time by clicking the Parent: Contract button.  

 

6. Click on the orange down arrow button next to the extension letter you wish to view.  

 

7. The document will download to your computer, click on the document file to open and save.  
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