SWIFTHS

Statewide Integrated Financial Tools

QUICK REFERENCE GUIDE

Create a New Version of a Supplier Contract

May 18, 2016

Create a New Version of a Supplier Contract

Most changes to existing contracts can be accomplished through updating contracts. There are circumstances
when a new version of a contract is needed. Creating a new version of an existing contract should only be done if
one of these reasons apply:

Cancelling a Contract Line on a Purchase Order.
Reactivating a Cancelled Contract Line:
Fix an Error on a Purchase Order Associated with the Contract.

wnN e

1. Cancelling a Contract Line on a Purchase Order

If a buyer no longer wants to use a line on a purchase order. Existing transactions against this line will still be
processed, but no new transactions against this line will be allowed. To cancel a contract line create a new
version of the contract, scroll down to the lines section and click the red X on the particular line.
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2. Reactivating a Cancelled Contract Line.

Creating a new version of a contract will undo the previous cancelling of a line. It allows buyers to use it again.
Click the icon with a red X and blue arrow.
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3. Fix an Error on a Purchase Order Associated with the Contract.

Occasionally an error appears on purchase orders that is similar to the one below. The purchase order amount
exceeds the maximum amount of the contract line.
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Line - 12, order amount excesds the maximum amount [240] defined at Contract 0000300000000000000107420. {10400 34)

The coniract line amount refeased-to-daie plus the cument order (Telease)
amount exceeds the per contract fine maximum ameount,

| you may either lower the order (release) amount

% or increase the per contract line maximum amount

This error should only display when the purchase order line amount, plus the sum of all other purchase order lines
referencing the same contract line, exceeds the Maximum Line Amount for the contract line it is referencing.

However, this error sometimes appears even though the total of the purchase order line amounts is less than or
equal to the contract line maximum amount. If the buyer believes that is the case, the contract administrator
should create a new version of the contract without making any changes and set the status of the new version to
‘Approved’.

Then the buyer should change the purchase order lines to reference the latest version of the contract. In most
cases the error about exceeding the contract line maximum amount will no longer appear.

Steps to Create a New Version of an Existing Supplier Contract

Step 1. Navigate to the Contract Entry Page.

e Navigation: Supplier Contracts, Create Contracts and Documents, Contract Entry, Find an Existing
Contract

o Keep the SetID as “SHARE".

e Enter information in the Search Criteria fields to locate the contract (e.g., Contract ID).

e Click Search.

Step 2: Create a new Version of the Contract.

The Status of the contract must be “Approved”. Click the New Version button.
Contract

SetiD: SHARE Contract Version

Contract ID: 0000000000000000000105005 Version: 1 Status:

- New Version Approved Date:
*Status: ||,C\p|;]m\,red I L | pp

e SWIFT displays a message. The contract must be saved before a draft can be created. To create a new
version, click “Yes”.

Contract must be saved before a Draft can be created. (10400,577)
Contract must be saved before a Draft can be created. Hit Yes to proceed with Saving the contract and creating a Draft version. Hit No to cancel out and continue working with the Current version.

Yes No
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e The Change Reason page is displayed. Select a Reason Code. Add a comment that describes the
reason for the change. Click OK.

Change Reason

Enter a reasan code and comment for making changes that are being tracked.

SetlD: SHARE Contract ID: 0000000000000000000108005

Reason Code: OTHER o)

Comment: Iiﬁther. Delete Line. | @@

Use Same Reason Code

OK Cancel

e SWIFT updates the Contract Entry page. The Contract Version section is updated. The Version of the
contract is updated (e.g., from 1 to 2). The Status of this version is “Draft”.

Contract Entry

Contract

SetlD: SHARE R RRRRRRRRRRRRRRRRRRRROOREEEEEEEEEEEEEREREE=R=R
Contract ID: 0000000000000000000108005 [ version: 2| Btatus: Draft |

*Status: Open = Delete Version Approval Due Date: El
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Step 3: Update the New Version of the Contract.
Update the contract. See the three reasons for creating a new version in the overview of this section. In this
case, a line will be cancelled.

e To cancel a contract line, scroll down to the lines section. Click the red X on the particular line.

- " Building a High Performance & 5 — )
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e A warning message appears. Click Yes if you wish to continue cancelling the line.

This action will Inactivate item line 2 for this contract. Continue? (10400,584)

Ifyou hit Yes, the contract line will be inactivated ance this version ofthe contractis approved. Existing transactions against this line will still be processed, but no new transactions against this line will be allowed. Ifyou
hit Mo, no action will be taken.

e SWIFT cancels the line. The Line Status is “Inactive”. There is also a Reactivate Line icon available.
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Include for

Line ltem Description uom Category Release
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1200.00

Step 4: Update the Status. Save the Contract.

e Onthe Contract Entry page, update the Status from “Open” to “Approved”.

e A warning message appears. The Draft version will become the Current Version. Click OK.

This action will make the Draft version become the Current version when you Save (10400,591)

If you leave the status as Approved and then hit Save, the Current version will become a Histary version and this Draft version will become the Current version.

4|Page-Quick Reference Guide



SWIFTHS

Statewide Integrated Financial Tools

e Another warning message appears. Click OK.
Message

Contract is being Approved but Contract Document exists and is not Executed. (10400, 587)

Mormally when a Contract Document exists is should be set to an Executed status before the contract transaction is approved. Please remember to execute the corresponding Contract Document.
| OK |

e The Contract Version is updated on the header.

Contract Entry

Contract
SetiD: SHARE
Contract ID: £00000D0000D0D0000D0BET S luersion: 2] status: Current
New Wersion
*Status:

A d Date: 20021
[ Approved v pproved Date 0412002016

You have successfully created a new version of a supplier contact.
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