Venminder Instructions
Welcome to Venminder. If you are receiving these instructions, it means that you have contracts that
are in Venminder. Venminder is the software that Doane University is using to organize and streamline
all things contracts.
1. You will have contracts that you are responsible. Some of those responsibilities include:
a. Ensuring the service is being used.
b. Verifying that billing is correct.
c. Negotiating new prices each renewal period.
d. Ensuring the services are still needed by Doane.
2. Once a contract is fully executed and uploaded to Venminder you will get regular emails
reminding you of important milestones. It is important to read the emails from Venminder, and
take the appropriate actions as contracts come up for renewal.

Logging In:
1. Go to https://www.venminder.com/
2. Click on the log in button, it should be in the upper right hand corner:

3. Your login id will be your doane.edu email address.
4. Your password will be distinct for Venminder. Keep your password in a safe place.

Updating Personal Information:

After Contract is uploaded and reviewed:
1. After Venminder completes their review you will receive and email:

2. Review all the information entered by Venminder; ensure it reflects what you expected, and
what was in the contract. While they review the data, it is still our responsibility to ensure it is
correct. If anything is incorrect, you must log in and fix.

Using Venminder
Main Page:
After logging into Venminder the main page will appear. You can access most of what you will
need from the main page on the left hand side of the webpage.

If you need any help at anytime you can click on the live chat icon in the upper right hand
corner:

They will be able to help you through any questions you may have.

Commonly used Functions:

