
Purdue EMG will see this 
pop up when they login to 
MG Manager. This pop up 
will appear 4 weeks prior 
to their agreement due 
date.

Click on “Go to 
Agreement” to complete 
and sign it.

The agreement will not be 
visible on their My Page 
until that time.



Purdue EMG will see this 
pop up when they login to 
MG Manager if their 
agreement is past due.

Click on “Go to 
Agreement” to complete 
and sign it.



After clicking the “Go To 
Agreement” button, a screen 
like this will appear.

Purdue EMG’s should review 
their contact information and 
the provisions of the 
agreement before clicking the 
agreement box and signing.



After reviewing the 
information, Purdue EMG’s  
will need to click the 
agreement box and enter 
their full name. 

Click “Sign and Save Form” 
when they are ready to 
submit their agreement.



Be sure to provide any missing 
information, if needed. 

Annual agreements cannot be 
completed until missing info is 
provided. A warning message 
will alert EMG’s of this missing 
info when completing the 
agreement.

Click on “Update Your Contact 
Information” to provide the 
missing information. The 
warning message will list the 
missing information.



After entering the missing 
information and saving it, 
go back to your “My 
Page” and click on 
“Approve Your Annual 
Agreement”. 

Click the agreement box, 
enter your name, and 
sign/save the agreement 
to submit it. (see prior 
slide for screenshots.)



After submitting the 
agreement, a screen 
like this will appear.


	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7

