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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

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.

g y Home | Print | | MutiChannel Console
Favarites © Main Menu > Supplier Contracts  »  Create Contracts and Documents > Contract Entry
- H - - -
(0 Mews window (7 Help l_,/ Customize Page
Contract Entry
Contract
SetlD: SHARE -
Contract ID: 0000000000000000000050196 Version: 1 Status: Current
Mew Yersion :
Status: open = Approval Due Date: [5]
*Administrator/Buyer: 01135035 OJ Barum, Christopher T Add a Document
v
Process Option: Furchase Crder dedlommenie Autivity Log
Vendor: TECH PRO FOD1 (@, Vendor Search Contract Activities Document Status
Frimary Contact Info Thresholds & Motifications
“vendor ID: HO0D2107 38 @ TECHPROING Contract Header Agreerment Subcontractors
*Begin Date: 0202112013 [ Corntract Releases Retention Tracking
Expire Date: 022872013 El
Renewal Date: [5
Currency: USD @, |(CRRNT @, Maximum Amount: 123,176.00 USD
Primary Contact: @, Line ltem Released Amount; 0.00
Vendor Contract Rer: Category Released Amount: 0.on
*Description: 01141 Open tem Released Amount: 0.00
MMD Contract Release Number/T- |10ATS @, Total Released Amount: n.on
Number:
Otax Exempt Remaining Amount: 123,176.00
maining Percent: 100.00
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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.

Source:
SetlD:

Vendor:

‘Document Type:
Configurator ID:

Description:

Additional Description:

*Administrator:
Sponsor:

Financial Department ID:

*CPY Contract Indicator:
*Contract Type:

*Contract Manager:
Additional Approver:
Renewals Authorized
{Months):

P

Create Document

Agency Reference Field 1:
Agency Reference Field 2:

Furchasing Contracts

SHARE
TECHPRO NG

Financial Management System

Favovrites =Maing'19nu > Supplier gontracts » reate Contractsv and Docurnents > Contract Entry

| ProfessionalTechnical Cntrots

vl

Configurator Selectar

0141

Home | Print | hannel ole | Addto Faw

d Mew indows () Help [ Customize Page
Return to Document Gearch  Return to Contract Entry

Contract ID: 0000000000000000000050146

[p1135035

|
Qa

e a,
FTK @

Staternent of Purpose

[Ficaro

Last Signature Date:

Retention Not to Exceed
Amount:

Save

Cuse wizard Responses from Document:

Create Document

{=8elect Document=)

Borurn, Christopher T

Eeview Contract

Import Document

Internal ContactsiSinners
External ContactsiSigners

Eeturn to Contract Entry

Document View Access
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Option 1: Import an Existing Contract Document Only (No Executed Amendments)

Indicate what you are importing. The default option is the original contract do

cument 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.

e Enter the contract document Version

e Select “Executed” as the Contract Status

e Enter the date the contract document was executed
e Click Upload

Financial Management Syste

Favovrites EMaingﬂenu > Supplier gontracts > Create Contractsv and Docurnents > Contract Entry

Import Document

SetiD: SHARE Contract ID: 0000000000000000000050196
Vendor: TECH PRO NG

*Document Type: | ProfessionalTechnical Cntrets hd |

Sponsor: [

*Administrator: [o1135025 i, BorumChristopher T

Financial Department ID: @,

Description: 01141

 User Defined Fields
*CPY¥ Contract Indicator: EGY @,

*Contract Type: FTK a, Staternent of Purpose
Agency Reference Field 1: |

Agency Reference Field 2: |
*Contract Manager: [Ficaro Q@
Additional Approver: | @,
Renewals Authorized ,7

(Months): ,7

R I Bvailable (Montt

Last Signature Date: el

Retention Mot to Exceed

Amount:
Import Option

@ current ContractDocument

[Current CortractDocument with no formal amendments or history to logd.)
C Amended Contract

[Single current cortract as fully smended requiring an amendment number . History is optional )
O Amended Contract and Amendment
[Current cortract as fully amended and & current separate amendmert summary file. History is optional )

O Original and Amendment
[Criginal contract a= originally signed and & current separate amendment summary file. History is optional )

Current VYersion & | Find | = First K 4 oF1 D Last
{0 | Details

Type File Hame Version Status Status Date Status Time Upload Clear
Contract Docurnent | 1 [Executed | [ponszoiz [ | CUpload | | Clear

Prior Version is not applicable

Dane with Import Cancel

Home: | Prinit | i MultiChannel

(7 Mew indows (7)Help [ Customize Page
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Browse for and upload the scanned copy of the existing contract document.

(x]

Upload Contract Document

Choose File | TECH PRO Contract. pdf

Lpload Cancel

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.

W\/\/\/\/\/\/\/\/\/\/\/\/
{ hs):

R Auailable (Mot

Last Signature Date:

5
Retention Mot to Exceed
Amount:

@ current ContractDocument
[Current CortractDocument with no formal amendments or history to load.)
O amended Contract
[Single current cortract as fully smended requiring an amendment number . History is optional )
C Amended Contract and Amendment
[Current cortract as fully amended and & current separate amendimert summary file. History iz optional.)
O original and Amendment
[Original contract as ariginally signed and a current separate amendment summary file. History is optional )

|
Detsilz
Type File Hame Yersion Status Status Date Status Time  Upload Clear
Contract
o p—— TECH PRO Contract pdf 1.00 | Execute s | (09719720125 Upload Clear

Prior Version is not applicable

Dane with Import Cancel

4|Page-Quick Reference Guide



SWIFTHS

Statewide Integrated Financial Tools

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.

Are you sure you are done with import? (104204576
Ifyou click Yes, system will save the imparted files, You may no langer

change them. Ifyou click Mo, you may go back to reload a previously impored
fila.

YRS Mo

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.

Financial Management System | o

Favorites - Main Menu > Supplier Contracts » Create Confracts and Documnents > Contract Entry
- H - - -

| MutiChannel

(0 Mews indow (73 Help G Custormize Page

Document Management Returnto Document Search  Return to Contract Entry
SetlD: SHARE Contract ID: 0000000000000000000050195
Vendor: TECHPROD NG
Document Type: Frafessionalechnical Cntrets
Description: 01141
Administrator: Borum,Christopher T
Sponsor: Financial Department ID:
Version: 1.00 Created On: 0901512 12 004M Docurnent Details
Status: Executed Signature Status:  MNew
Reselto Dispatch ] Last Modified On: D227 3111 4AM
B Executed On: 0914012 12:00:0046
Create Amendment
Imported Document
View and Edit Options: Review and Approval: Other Document Actions:
view Document | Intetnal Cantacts Send to Contacts
Add AttachmentsiRelated Documents External Contacts/Signers Deactivate Docurment
Docurnent Yersion History Document Yiew Access

Electranic Signature Setup
Electronic Signature Details

Review Contract
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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.

Financial Management System e | |

Favovrites §Mainylenu > Supplier gontracts > Create Contractsvand Docurnents > Contract Entry

([ Mesw Window  (ZjHelp & Customize Page

Create an Amended Version

Select amendment option, desired version and comment a3 to why the amendment is necessary and press K. Document(=) wil then be generated based on amendment option.

Amendment Option: |AmendmentFiIes Cinly v‘
Amendment Configurator ID: |PT COMTRACT AMEND @,
Version: ® Minor Version {1.01)
O Maijor Version (2.00)
*Comments: Amendment Created: @
A
ok Cancel

6|Page-Quick Reference Guide



SWIFTHS

Statewide Integrated Financial Tools

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.

Financial Management System oo |

Favarites © Main Menu > Supplier Contracts > Create Contracts and Documents > Contract Entry
- H - - -

Add to Fawv

G Mewwindow () Help G Custornize Page &

Document Management Return o Document Search  Return to Contract Entry
SetiD: SHARE contract ID: 00000000000000000000501 86

Yendor: TECHPRO NG

Document Type: ProfessionalTechnical Cntrets

Description: 01141

Administrator: Borum, Christopher T

Sponsor: Financial Department ID:

Amendment: 1 Created On: 051612 12:004M Document Details
Version: 1.01 Amended On: 020273 11:27AM Signature Status:
Status: Drraft Last Modified On: 02273 11:21AM

Includes Imported Document

View and Edit Options: Review and Approval: Other Document Actions:
view Otiginal Document Route Internally Sendto CGontacts
Wiew Document Route Externally Refresh Docurnent
i Recraate Document
Wiewr Amendment File BRIEH B BN : —
Submit for Approval Import Prior Document
Edit Amendment File =
Bypass Appravals Deactivate Document
Add AtachmentsiRelated Documents
Internal Contacts Generation Log

Document Modification Summary

K External Contacts/Signers
Document Yersion History

Document View Access
Electronic Signature Setun

Electronic Signature Details
javascript: submitAction_winD{document wind,'CS_DOC_\WRE_DUMMY_FIELD';
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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.

WAW\/\/\/\/\/\/\/\/W\/

Last Sighature Date: El

Retention Not to Exceed
Amount:

O Current ContractDocument
[Current CortractDocument with no formsl amendments or history to load.)
O amended Contract
[Single current contract as fully amended requiring an amendment number . History is optional )
O Amended Contract and Amendment
e Tontras e ol e et T T e A s e i e o

® Original and Amendment
(Original contract & originally signed and & current separste amendment summary file. History is optionsl)

NS 3
Dietailz
T - - Status
ype File Hame Yersion Amendment Status Status Date Time Upload Clear
Original 1 ]
BT TECH PRO Contractpdf 1.00 Executed osmntrz2o1 E{J Upload | Clear
’;_‘m:”dmeé‘ TECH PRO Amendment File 2pdf[ 200 3 Exectte v| D1A1820175 Upload | Cleat
~ E| 3
Details
Type File Hame Version Amendment Status Status Date ﬁ:ﬁnzs Upload Clear
Amendment  TECH PRO Amendment File 2pdf[ 2.0/ 2 Executed 1200520115 Upload Cleal
’;‘:’l’;e”dmem TECH PRO Amendrnent File 1.pdf 200 1 Bxecuted  [1010/201H) Upload Cleal
Dane with Impart Cancel
< »
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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.

Financial Management Syster

Home | Print
Favorites © Main Menu > Supplier Contracts > Create Contracts and Documents > Contract Entry
~ H - - -~

(7 Mew window (23 Help [ Customize Page

Document Management Returnto Docurment Search  Return to Contract Entry
SetiD: SHARE Contract ID: 00000000000000000000501 349
Vendor: TECHPRO NG
Document Type: ProfessionalTechnical Cntrets
Description: 1141
Administrator: Borum,Christopher T
Sponsor: Financial Department ID:
Amendment: 3 Created On: 0141 8713 12:004M Docurnent Details
Yersion: 2.00 Amended On: 0150183 120040 Signature Status:  Mew
Status: Executed Last Modified On: 0262813 3:33FM
Resetto Dispatch ] Executed On: 011813 12:00:004mM

Create Amendment

Imported Document

View and Edit Options: Review and Approval: Other Document Actions:
I Wiew Original Document Internal Contacts I Send to Contacts
NP e | External ContactsiSigners [ Import Prior Document

§ Document Wiew Access Deactivate Document
Wiew Amendment File |

Electranic Signature Setup
cuments

. . Electronic Signature Details
Diocument Yersion History

Review Contract

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.

Financial Management Syste

Home | Print | Workist | MuliChannel Console | AddtoFavortes |  Sign out
Favgrites | Main Menu > Supplier Contracts > Create Contracts and Documents > Contract Entry

0 New Window (Z)Help [& Customize Page [ http
Document History

SetlD: SHARE Contract ID: 0000000000000000000050199

Vendor: TECH PRO INC

Amendment Option: Amendment Files Only

Document Action: View Source Version History Return to Document Management
Comments Document Details
DateTime Document Action Last User to Take Action Version Amendment View Attachments
02/28/13 3:33PM Imported Document Carson,Jake 2.00 3

01/18/13 12:004M Executed Carson,Jake 2.00 3 f
12/05/12 12:00AM Executed Carson,Jake 2.00 2 f
10/10/M12 12:00AM Executed Carson,Jake 2.00 1 cé’
08/01/12 12:004M Executed Carson,Jake 1.00 c&’

Return to Document Management
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