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Master Contract Work Order (MWK) contracts are individual contracts that are placed with vendors under the
Master Contract (MPK) system from the Office of State Procurment. www.mmd.admin.state.mn.us/

MWK contracts set up the contract against the MPK. You will then use the Master Work Order (MWK) purchase
order to encumber the funds. A MWK contract may run for multiple years. MWK contracts are Professional/
Technical in nature.

e The Referenced MPK Contract ID field is required for all MWK contracts.

e The MMD Contract Release Number/T-Number defaults from the references MPK contract on all MWK
contacts.

e The validation of the sum of all MWK contracts does not exceed the maximum amount of the referenced
MPK contract.

e The validation of the date range of the MWK contract (begin and end dates) falls within the date range of
the MPK contracts.

Step 1: Navigate to the Contract Entry Page.

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

e Onthe Add a New Value page, follow these steps.
0 Leave the Contract ID with the default of “NEXT”. SWIFT will assign the next available number.
Do not change this field.
0 Onthe Contract Process Options, ALWAYS select “Purchase Order” from the drop down
menu.
e Click the Add button.

Step 2: Enter Header Information.
Enter information in these fields.

View the Status field. This field defaults to “Open” when you first enter a new contract.

Add the Administrator/Buyer using the drop down menu. You can search by Buyer ID or by Name.

Enter the Vendor ID. SWIFT populates other fields next to the Vendor ID.

The Begin Date defaults to the current date. Depending upon the type of contract, this field can be

updated.

e Enter Expire Date or the date when the contract will expire. This field is not required but most agencies
use it.

e Enter the Description of the contract. This field is available on reports.

e Enter the MMD Contract Release/T-Number

e Enter other fields for your specific contract or agency requirements.
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On the Amount Summary section, add the Maximum Amount. This amount is the maximum amount of all
contract lines.

Contract Entry

Contract

SetiD: SHARE e ————————————.

Contract ID: £000000000D000000000STED1 Version: 1 Status: Current

Mew \ersion :

*Status: Open ] Approval Due Date: &
Fadministrator/Buyer: | ITRN:D Q Training User 20 Add & Document
~ Header

Add C I np
Process Option: Purchase Order ~C0 -OmmenE Act L
Vendor: AX MANADDT @, ‘endor Search Contract Activities Document Status
— Primary Contact Info Thresholds & Motifications
0000813982 | TAX MANAGEMENT ASSOCIATES
NG Contract Header Agreement Subcontractors

Begin Date: D4/2212018 e Contract Releases Retention Tracking

Expire Date: D4i22/2017

Renewal Date: ] | Amount Summary |
Currency: USD|Q [CRRNT|Q, 5,000.00 USD
Primary Contact: Q Line ltem Released Amount: 0.00

Vendor Contract Ref: | Category Released Amount: 0.00

[Tax SERVICES Open ltem Released Amount: 0.00

MMD Contract Release Number/T- | 114DA Total Released Amount: 0.00

I

On the Order Contract Options section, check the Corporate Contract box if this contract is available to other
agencies. Click on the PO Defaults link.

~ Order Contract Options
("] Allow Open ltem Reference [”J Must Use Contract Rate Date Rate Date: 04/22/2018
| ¥ Corporate Contract | (] Adjust Vendor Pricing First I_] Auto Default
) Lock Chartfields (] Price Can Be Changed on Order
Add Open Item Price Adjustments Price Adjustment Template
Update the PO Defaults page.
e Enter the Business Unit and select the Origin.
e Click OK to return to the header page.
PO Defaults
SetlD: SHARE Contract ID: MNEXT Version: 1 Vendor ID: 0000833405

Find | View Al First EI 1 of 1 I3 Last
Copy from BU Defaults ®[E
Vendor Loc:
Buyer: | Q

Origin: | 509 QL Accounting Services

Step 3: Enter Contract Lines.

Enter most contract information in these sections: Details tab, Details for Line page and Release Amounts
tab/Release Quantities tab.

1. Details Tab:
e Enter the Description and UOM
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o Enter Category.
e Enter information in other fields as needed.
e Click on the Details for Line icon. It brings you to the Details for Line page.

Personaize | Find | View Al | H | # First EI 4 07 1 L Last
Order By Amount Iltem Information Default Schedule Release Amounts Release Quantities Line Groupings Spend Threshold

o s
1 @, [Tax Leoal Senvices for | | & P o [prizeor @ O O B W @  |Actve % EHE

2. Details for Line Page:

On the Details for Line page, expand the fields for the Pricing Information tab. Enter the following fields to
update the pricing information as needed.

e Check the Price Can Be Changed on Order checkbox.

e Click OK to return to the contract.

¥ Use Contract Base Price Use Vndr Price UOM Adjustments

1#/ Price Can Be Changed on Order Use Vendor Price Shipto Adjust

3. Release the Contract. Click on the Release by Amounts tab:

e Enter the Fiscal Year. You can add separate lines for different fiscal years. Make sure the description
is not the same for these lines.

e Enter the Maximum Amount for each line. The total of these lines must match the Maximum Amount
listed on the header.

Details Order By Amount Item Informaticn Default Schedule Release Quantities Line Groupings Spend Threshold =n
| = =

Minimum Line Maximum Line Total Line Remaining Curr Remaining Amount
Amount Amount Released Amount Amount %

1 B Q AZ [2016q, | [ usD

Line Item Desecription

4. Save the Contract.

When you have completed the lines section, click Save at the bottom of the page. It will now have a
Contract ID assigned to it. The Status remains “Open”.

Step 4: Create Document/Add a Document.
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

contract when you are doing a contract shell in SWIFT. You can return to this field and import the scanned
contract documents.

e To access the Create Document page, click on the Add a Document button on the contract header.

Contract Entry
Contract
SetiD: SHARE Contract Version
Contract ID: 0000000000000000000107631 Version: _ 1 Status: Current
W VEersi .
*Status: [Open v | INew Version | Approval Due Date: i
*Administrator/Buyer: ' S Q Add a Document

On the Create Document page, enter the following information.
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e Onthe Document Type, select “Professional/Technical Contracts” from the drop down menu. SWIFT will
open up the required fields for P/T contracts.

e Enter or validate the information in these fields.
0 Administrator: Validate or update this field.

o0 CPV Contract Indicator (Cooperative Purchasing Venture): Select an option.
o Contract Type: Select MWK
0 Sourcing Method: RFP
o Contract Manager: Enter the Employee ID.
o Statement of Purpose: This field is open to the public. Enter a Statement of Purpose that is
concise and clear.
o Reference MPK Contract ID: Lookup this ID.
o Enter other fields as required by your agency.
Create Document
Source: Purchasing Contracts Return to Document Search R
SetlD: SHARE Contract ID: 0000000000000000000107541
Vendor: TAX MANAGEMENT ASSOCIATES INC
fDocument Type:] Professionalfechnical Cntrcts ¥

Configurator ID:
Configurator Selector

Description: Tax Legal Services

Additional Description:

01087463 @, cunningham McComb,Shelia M
Sponsor: Q,
Financial Department ID: &}

FCPV Contract Indicator: |  [STW Q,
ore

Agency Reference Field 1:

Agency Reference Field 2:

[Coniract Manager: ] 01087463 Q
Additional Approver: a,
Feferenced MPK cOmractl l:lDDDDDDDDDDDDDDDDDDD4D4SS Q

T

o 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.

e Onthe Import Document page, enter information that describes the document you will be importing.
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urrent Contract/Document
Current Contract/Document with no formal amendments or history to load.)

) Amended Contract
(Single current contract as fully amended requiring an amendment number. History is opticnal. )

 Amended Contract and Amendment
{Current contract as fully amended and a current separate amendment summary file. History is optional }

) Original and Amendment
(Original contract as originally signed and a current separate amendment summary file. History is opticnal.}

¢ Inthe Current Version field, enter basic information about the contract document such as Version,
Status and Status Date. Then, click the Upload button.

Current Version Personaiize | Find | BV | 5% First F1 4074 1 Lot
Type File Name  |Version Status Status Date | Status Time Upload Clear
Contract Document | 1 [Executed v | [06/012016 |5 | | upload] cClear

The Upload Contract Document message appears. Click Choose File.
Upload Contract Document

Choose File Mo file chosen
Upload = Cancel

When you have entered a file, click Upload.

Upload Contract Document

7 Help

Choose File | Procure to Pay Model. pdf
Upload | Cancel

The Current Version field is updated to reflect the document that you uploaded.
e You can click on the File Name to see the check the document.
e When you are done, click the Done with Import button.

Current Version

F’f:rsam’tﬂz'e||-_l'1|:I|'—EI|EEEE First K1 14

Type File Hame Version Status Status Date Status Time Upload L
Contract . .
Document Procure to Pay Modelpdf | 1.00 || Execute v |D=1:'11J2D‘I'EE|J | | Upload | |\_

Prior Version is not applicable

| | Done with Import | | | Ccancel |
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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.

e Onthe header, update the status from “Open” to “Approved”.

Contract

SetiD: SHARE

Contract ID: 0000000000000000000108117 Version: 1 Status: Current
W Versi .

*Status: [Approved 1] New Version Approval Due Date:

You have successfully entered a Master Work Order contract.

e Set up a MPK Purchase Order to encumber funds.
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