
 

 
SNAP Open State Contracts Conversion to  

STAARS Master Agreements 

Introduction 

The STAARS project team has converted open State contracts from both SNAP, and Mental Health SNAP, 
to STAARS Master Agreements (MAs). STAARS requests that agencies take action to validate these 
contracts by testing them in the live environment. The following steps explain how to perform this 
validation, including: 

1. How to find the converted SNAP contracts (MAs) in STAARS. 

2. How to validate the key data on the documents to ensure that the conversion was successful. 

Locate a Converted Contract in STAARS 

To locate a contract (state-wide or agency-specific) that was converted into STAARS from SNAP, log in to 
STAARS in the live environment and navigate to the Document Catalog: 

 

The Document Code to search for is MA. 

To search for state-wide contracts (MAs), enter Document Department 999 in the Dept search field; for 
agency-specific MAs, enter the agency code, for example, 002. 

Every converted MA uses T or TA # as its Document ID. 
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See below for an example of a state-wide MA search: 

 

See below for an example of an agency-specific MA search: 
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Verify Information on Converted Open State Contracts (MAs) 

1. Each converted MA should have the original T (or TA) Number PDF file attached. It can be accessed by 
clicking the “paper clip” symbol: 
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2. The Document Description field displays the Original Contract Date: 

 

3. The Extended Description tab on the Header of the document displays the contact information for the 
Buyer from the Division of Purchasing: 

 

4. The Original Solicitation Number is listed on the Commodity line’s Reference Information tab: 
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Test Ordering from the Converted MA via Shopper 

Refer to the STAARS 4000: Requisition course for details on how to generate a DO document against 
Master Agreements. 

This course is available on the STAARS website. Click here to access the Training Materials page; then, 
click the arrow to the left of Procurement to open that section. The course presentation and study guide 
are available under “Classroom Materials.” Click a link to download the PDF. 
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