
19 essential features

for your contract management system.



A contract management system allows for a

substantial increase in simplicity, accuracy

and transparency for the drafting and

management of all kinds of contracts. If you

are debating how best to achieve a

workable solution, you automatically also

have to think about what you expect your

tool to do. 

Whether you want to focus on

collaborating, reducing contract risks or

reporting: with the following 19 features,

your contract management system will

already have a sound basis and that little

extra touch to make your professional life

easier!



1. a convenient dashboard.

What is the status of your contracts? Which

document is currently stuck in the workflow? Which

tasks are ready to be performed? Depending on the

department the person works in and the rights that

person has in your contract management system, a

personalized dashboard can be displayed. The

dashboard therefore gives the right person the right

information, which means that the work can be done

efficiently.

2. a strong search function.

If all your contracts are in the database, but you can’t

find anything, you will have nothing to show for it!

Thanks to a high-performance search function, you

can find the contracts or information you are looking

for quickly. It is not only useful to be able to search by

file name, but also by contract content, author or

company name. If optical character recognition

(OCR) is integrated in your tool, you can also search

in documents that have for example been scanned

and uploaded into the system.



3. convenient reporting.

You know where your difficulties were in your last

process, and you have defined KPIs that will help to

determine the success achieved by the tool. It is

therefore useful that your software (automatically)

generates reports that provide you with useful

insights into your way of working. Are contracts

renewed on time? Are all agreements respected?

How much time does the full contract cycle take up?

The tool will be configured in such a way that you will

get an answer to all your questions.

4. a central database for all

contract types.

We recommend that you add all your contract types

to your contract management system: contracts with

suppliers or customers, employment contracts, lease

contracts etc. First of all, users will have easy access

to all information and will not lose any time searching

for information in emails or shared directories.

In addition, you will gain insight into all possible risks,

and this will be beneficial during your audits. Think

about the storage capacity that this database will

need to provide beforehand, or choose a database

for which storage capacity can be easily expanded.



5. automatic notifications.

Is a contract going to expire soon? Is there a deadline

approaching? Are there issues regarding compliance

with the terms and conditions? For all kinds of events,

you can organise notifications to be sent to the right

people (via email, an app or in the system). How

much time in advance should the notification be

sent? Will there be follow-up notifications? Are

escalations needed? What if someone is absent? The

settings can be adjusted to fully meet your needs and

wishes.



7. template library. 

Ah, templates! They speed up the way you create

contracts, and they allow you to ensure that the

correct data and clauses are used. As soon as the

various standard clauses have been approved by

legal, they can be added to the system. Everyone is

then able to create contracts quickly using the

correct information. If you also add a drag & drop

editor to the tool, things will go even more smoothly. 

6. centralized user

management.

The aim is for all your contracts to be in 1 database

and for everyone who needs access to actually have

access. However, that does not mean that everyone

must be able to consult every contract, or that

everyone needs the exact same rights. In the tool that

you are implementing, you will therefore want to

establish specific roles, including the rights

associated with them. In addition, you will want to

easily be able to add new people to your tool, and to

delete colleagues who no longer work for you.



9. keep track of changes. 

If changes are made to contracts, you want to be

certain that this has been done correctly. Your

contract management tool must therefore allow you

to continually monitor any changes made. In this

way, everyone has access to the most recent version

of the document.

8. efficient collaboration

possibilities.

A contract is usually reviewed and adapted by a

number of different people. Your contract

management system should therefore preferably

allow you to add suggestions and comments to the

document and to compare different versions with

one another.



11. electronic signature.

You definitely need the option of signing documents

electronically. This option may be included directly in

your contract management system, or it can be

integrated with a specific tool - such as DocuSign -.

Thanks to such an electronic process, the right

colleagues will automatically receive a signature

request. The signed contract will then be returned to

the correct location in your software.

10. workflows for approval.

A contract management tool can allow the setting up

of automatic workflows for the approval of a

contract. Such a workflow can be based on the

contract type, contract value, certain metadata etc. It

is possible to indicate per flow who needs to approve

and in what sequential order. Has the full approval

process been completed? If so, you can also

determine who needs to be notified of this, so that

the next steps can be organized. 



13. support all document

types.

This will certainly come in handy if your contract

management system supports several file types, such

as Word, PDF and Excel. What formats you need,

depends on the way you store your contracts.

12. automatic contract

review.

If you wish, you can even allow contract reviews to

take place automatically via machine learning. Based

on a large number of yes/no questions that you

define in advance, the entire contract will be

reviewed. The contract management tool will

therefore know whether the contract complies with

your policies and will flag any possible risks.



15. integrations with your

current tools.

If your contract management system does not work

well alongside other relevant tools within your

company, this can mean that your contract software

is not used efficiently in the long run. By smoothly

integrating with for example your sales CRM, Google

Drive, Dropbox or Microsoft Office, your business

processes will encounter no hurdles.

14. storage options.

You prefer to archive old contracts in your system

itself - this is nice and clear. Whatever the reason, you

can find information quickly, for example in order to

reuse it or in case of audits.



16. import option for

current contracts.

By now, you have certainly set up a great deal of

contracts in different locations, in different file

formats and on paper. You’ll also want to include all

those contracts in your contract management

system. So you should make sure the tool also allows

this! We also recommend adding optical character

recognition (OCR) to your system in this respect. This

allows you to for example search for information in

paper contracts, and you can compare it to other

(digital) contracts. 

17. compliance monitoring.

What contract risks do we have to deal with? Do you

meet all legal requirements? Do you comply with the

SLAs? A good contract management tool drafts

convenient reports and allows you to perform the

necessary analyses yourself. In this way, you will be

able to keep an eye on the commercial health of all

your contracts. 

 



18. application for

smartphones. 

Today, smartphones are certainly also a tool used at

work. Making an app for your contract management

system will often allow for quicker and more efficient

work - always and everywhere. Make sure that you

can use the app to create, process and approve

contracts. The search function must also be able to

work properly on your smartphone, and you must be

able to receive notifications.

19. data protection.

Security is paramount: for example, you will always

want to avoid data leaks! There are a number of

different methods you can use to protect sensitive

data in contracts. Make sure that your tool complies

with standards such as SOC1, SOC 2 and ISO 27001.

You should always pay attention to data encryption,

and vulnerability scans and penetration scans should

also be run regularly.

 



 

conclusion.

Yes, your contract management system can contain

many useful features! Do all these features have to be

included in your tool from the very start? Of course

not! It is better to start small: only implement the

features that are currently the most relevant for the

specific challenges you are facing. You can always

expand - and consequently further improve - your

system at a later stage. 

One more thing we would like to share with you: with

the right features, you will go a long way. But that is

not the only important aspect. Be sure to check that

your tool is user-friendly and easy to adjust. Software

that is not user-friendly will never be used by anyone

in the company. Our rule of thumb? The more

intuitive, the better! 
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