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Create a Contract by Copying from an Existing Contract 

A commonly used feature of SWIFT is the ability to create a contract from an existing contract.  The benefit is 
clearly the time saved from keying in the data fields (e.g., update annual plans).  Also, there can be a quality 
control if you are copying many contracts (e.g., grants) from one contract.   

Step 1: Navigate to the Contract Entry Page. 

• Navigation:  Main Menu, Supplier Contracts, Create Contracts and Documents, Contract Entry, Add a
New Value

• On the Add a New Value page, follow these steps.
o SWIFT automatically populates the SetID with “SHARE”
o Leave the Contract ID with the default of “NEXT”.  SWIFT will assign the next available number.

Do not change this field.
o On the Contract Process Options, ALWAYS select “Purchase Order” from the drop down

menu.
NOTE: The State of Minnesota does not use the other Contract Process Options because of State Statute 
16.A.15. www.revisor.leg.state.mn.us/statutes/?id=16a.15 

• Click the Add button.

Step 2: Copy the Contract.  

• On the Contract header, click the Copy from Contract link.

• On the Copy Contract page, enter a field to find the contract you wish to copy from.  You can search by
Contract ID, Vendor or MMD Contract Release/T Number.
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• Click Search. 

 

• The contract appears on the Select Contract section.  Review the information to ensure it is the correct 
contract.  Click the Sel (Select) button next the Contract ID. Click OK. 

 

Step 3:  Review and Complete the Copied Contract. 

All details of the original contract are copied over. The header, PO Defaults and line fields are populated.   
• Review these items.  Update line or header information and complete the contract 
• Save the Contract.  You will receive a message about copying the contract documents from the original 

contract to the newly created one. 

 

o If “Yes”, you can generate the contract documents from the configurator.  SWIFT brings you to 
the Create Document page. 

o If “No”, you will need to rebuild the contract documents from the configurator.  

Step 4: Add the Contract Documents. 

The Create Document section is required for all contracts.  It specifies the contract type. 

As a best practice, you can import a copy of the scanned contract documents.  This allows contract 
administrators to keep the written contract with the SWIFT Contract ID. Typically, you will not have fully executed 
a contract when you are doing a contract shell in SWIFT.  You can return to this field and import the scanned 
contract documents.  

To access the Create Document page, click on the Add a Document button on the contract header. 
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On the Document Type, select a Document Type from the drop down menu.   

The fields opens up for that Document Type.  Enter information in the following required fields.  Your agency may 
require other fields to be entered.   

• Administrator: Validate or update this field. 
• CPV Contract Indicator (Cooperative Purchasing Venture): Select an option. 
• Contract Type: Select an option. 
• Sourcing Method: Select an option. 
• Contract Manager:  Enter the Employee ID. 
• Statement of Purpose: This field is open to the public.  Enter a Statement of Purpose that is concise 

and clear.   
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• After you enter the required information, click Save.

Recommendation:  As an option, you can import a scanned copy of the fully executed contract.  

(1) If you do not wish to import a scanned copy of the contract at this time, click the Return to Contract Entry 
link.  On the header, update the status from “Open” to “Approved”. 

(2) If you do wish to import a scanned copy of the contract, click the Import Document button.   On the Import 
Document page, enter information that describes the document you will be importing. 

• Select an Import Option.

• In the Current Version field, enter basic information about the contract document such as Version,

Status and Status Date.   Then, click the Upload button.

• The Upload Contract Document message appears.  Click Choose File.   When you have entered a file,

click Upload.

The Current Version field is updated to reflect the document that you uploaded. 
• You can click on the File Name to check the document.
• When you are done, click the Done with Import button.
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SWIFT displays the Document Management page.  You can click the View Document button to see the 
document. 

• After you have entered the document, click the Return to Contract Entry link.   

• On the header, update the status from “Open” to “Approved”. 

You have successfully entered a supplier contract copying from an existing contract.  
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