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March 19, 2013
Introduction
SWIFT Supplier Contract Management enables you to create, maintain, and amend contract documents completely online. There may be times, however, when you need to create an amendment in SWIFT for a  contract document that was created outside of SWIFT. 
This Guide explains the steps necessary to process an online amendment to a contract document that was not created online. 
Step 1: Find Existing Contract Shell
In order to create an amendment in SWIFT, you must have an online contract document. If the original document was not created in SWIFT, you must import an electronic version of the document.
Navigation: Supplier Contracts, Create Contracts and Documents, Contract Entry
[bookmark: _GoBack]Search by the Contract ID or other variable to access the Contract Entry page, and then click Add a Document. Make sure the status of the contract is set to “Open” when creating the contract document.
[image: top portion of contract entry page with add a document button outlined]
 
Step 2: Import Existing Contract Document
The required values should already have been completed for this page, including the Contract Administrator, CPV Contract Indicator, Contract Type, Contract Manager, and the Statement of Purpose. Complete any additional optional fields. Click Import Document.
When importing a contract document, you have the option to import the executed contract document only, or the executed contract document and one or more executed amendments. This Guide explains how to do both options.
Note: You do not need to select a Configurator ID if you are importing a contract document; SWIFT ignores this field.
[image: create document page with required fields completed and import document button outlined] 


Option 1: Import an Existing Contract Document Only (No Executed Amendments)
Indicate what you are importing. The default option is the original contract document only. This option should be used when the only fully executed document you have is the initial contract. If you have already processed any amendments to the contract, please use Option 2, which is explained below in this Guide.
· Enter the contract document Version
· Select “Executed” as the Contract Status
· Enter the date the contract document was executed
· Click Upload
[image: import document page with current contract document selected and upload button outlined]
 
Browse for and upload the scanned copy of the existing contract document.
[image: file upload dialog box]
SWIFT adds the file as the contract document. Click Done with Import to complete this step.
Note: Once you import the contract document, you can’t change the file that was imported. Click the file name to view the file and confirm it is correct. Click Clear to remove the file and select another. SWIFT provides a warning at the next step.
[image: bottom portion of import document page with document file uploaded and done wiht import button outlined] 


SWIFT displays a warning to confirm that you want to import this file as the contract document. Click Yes to upload the contract document. Click No to reconsider.
[image: are you sure you're done with import warning message]
SWIFT uploads the file as the contract document and displays the Document Management page. Note that the document status is “Executed” and the page indicates that it is an Imported Document.
Click Create Amendment to begin the SWIFT amendment process.
[image: document management page for executed imported document with create amendment button outlined]


SWIFT opens the Create an Amended Version page.
· The Amendment Option will always be “Amendment Files Only.”
· Use the lookup icon to find the appropriate Configurator ID. There may be a Configurator Selection button to guide you.
· Determine if this is a minor or major version change to the contract document. There are no specific guidelines for this; use your determination.
· Enter comments describing the reason for the amendment file.
Click OK.
[image: create an amended version page]


SWIFT opens the Document Management page showing that you are working on Amendment 1 in “Draft” status. The page also still indicates that the contract includes an imported document. 
Continue to work with the amendment file just as you would with the original contract document. You can view and edit the amendment file and view the original document. You can send the amendment file for either internal or external collaboration (both optional), route for approval, and then route for electronic signatures.
[image: document management page for active amendment file document on imported document] 


Option 2: Amending a Contract Document with Existing Amendment Files
You can also create an amendment file in SWIFT for a contract document that was created outside of SWIFT with existing amendments that were also created outside of SWIFT. The process is similar-you simply import the original contract document along with all the existing amendment files.
First, change the Import Option to “Original and Amendment.” SWIFT creates two lines below for the original document and the most recent amendment. If there is only one amendment, just upload it here in “Executed” status. You will be able to create a second amendment on the Document Management page.
If there are multiple existing amendments, enter the current one on this line and indicate the amendment number (the columns are out of alignment because of the length of the file names). In this example, there are already three amendments. When you enter an amendment number >1, SWIFT activates the Prior Version section below. You may need to click the small triangle icon to expand this section.
Enter the details for the prior amendments and then upload all the existing documents. Click Done with Import to complete the import process.
 [image: bottom portion of import document page with original and amendment selection area outlined, original document and amendment file upload areas numbered, and prior version upload area outlined]
 


The Document Management page indicates that there is an imported document. You can view the imported original document and the amendment files.
Click Create Amendment to add a new amendment file for this contract document.
To view the previously executed amendments that you imported, click the Document Version History link.
 [image: document management page for imported executed contract document and executed prior amendments with document version history link outlined]
The Document History page displays information about the current and past versions of both the contract document and any amendment files. Click the hyperlinked amendment number to view that document.
[image: document history page with prior amendment hyperlinks outlined]
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