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This reference guide reviews how to directly enter and process a Professional/Technical contract in SWIFT.

Professional/Technical (P/T) contracts are for professional or technical services. P/T means services that are

intellectual in character, including consultation, analysis, evaluation, predication, planning, or programming, or
recommendation, and result in the production of a report or the completion of a task. Professional or technical
contracts do not include the provision of supplies or materials except by the approval of the commissioner (of

administration) or except as incidental to the provision of professional or technical services.

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 SWIFT automatically populates the SetID with “SHARE”
0 Leave the Contract ID with the default of “NEXT". SWIFT will assign the next available number.
0 Onthe Contract Process Options, ALWAYS select “Purchase Order” from the menu.
e Click the Add button.

Contract Entry

Eind an Exising vaiue | @TTEITTIZIER

SetiD: EHARE|Q
Contract ID: MEXT
Contract Process Option]| Purchase Order v

Add

Step 2: Enter Header Information.
The Header is required for all contracts. It contains information that applies to the entire contract.
Enter the following information on the Main Header.

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. Most agencies create a
standard use of these fields (e.g., Fiscal Year, Project/Grant, Purpose of Contract).

e Enter other fields that are needed for your specific contract or agency requirements.
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Enter the following information on the Amount Summary section on the Header.

e Addthe Maximum Amount. This amount is the maximum amount of all contract lines.

Contract
SetiD: SHARE Copy From Confract ECRIILEE (Rey Eahs
Contract ID: NEXT Version: . 1 Status: Current
New Version Approval Due Date:
“Gven 2 ittt pp &
rAdministratorfBuyer: | [ Q | AddaDocument |
~ Header
Process Option: Purchase Order Add Comments Activity Lo
Vendor: DEYOUNG CO-00Q, Vendar Search Contract Activities Document Status
Primary Contact Info Thresholds & Motifications
Vendor ID: 0000280171 Q, DEYOUNG CONSULTING
SERVICES Contract Header Agreement Subcontractors
Begin Date: p4/26/2016 B Contract Releases Retention Tracking
08/31/2015 El
Renewal Date: 5] Amount Summary
Curreney: USD |@ [CRRNT|Q 1125.00 USD
Primary Contact: Q Line ltem Released Amount: 0.00
Vender Contract Ref: | Category Released Amount: 0.00
[1 training Session Open Item Released Amount: 000
MIMD Contract Release Number/T- [1110A & Total Released Amount: 0.00
Number:
|| Tax Exempt |

Enter the following information on the Order Contracts Options on the Header (e.g., PO Defaults).

e This section displays values that will apply to the entire contract. It will also impact purchase orders
created from this contract. There are no required fields.

e Corporate Contract is the only field that you will likely check.

e Click on the PO Defaults link.

] Allow Open ltem Reference [ Must Use Contract Rate Date
c-rpcrrate Contract Adjust Vendor Pricing First [] Auto Default
[J Lock Chartfields Price Can Be Changed on Order
PO Defaults Add Open Item Price Adjustments Price Adjustment Template

Update the PO Defaults page.

e This field is required in SWIFT.
e Onthe PO Defaults page, enter the Business Unit and select the Origin.
e Click OK to return to the header page.

PO Defaults

SetlD: SHARE Contract ID: NEXT Version: 1 Vendor ID: 0000833456

Find | View Al First B 10f1 I¥ Last

[#[=]

Copy from BU Defaults
Vendor Loc:
Buyer: | QL

Drigin: | 509 | Accounting Services
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Step 3: Enter Contract Lines.

Contract Lines are required for all contracts. They contain information about the goods or services to be
purchased. Use the Contract Items section to enter contract line information.

l. Details Tab:

o Enter the Description, UOM and Category.
Other fields can be entered depending upon the nature of the contract.
Click on the Details for Line icon. It brings you to the Details for Line page.

i

Personaiize | Find | View 21 | B |
== "Wl Order By Amount | |tem Information || Default Schedule | Release Amounts || Release Quantiies | Line Groupings || Spend Threshold | [F=5H
- - - - N

Fi

1 | @ ["Leading Change"- | @ B Lo o st o O T B = ¥ Active

Il. Details for Line Page:

On the Details for Line page, expand the fields for the Pricing Information tab. Check the Price Can Be
Changed on Order checkbox if you want the Base Price to be manually updated on the purchase order.

[ use Contract Base Price Use Vndr Price UOM Adjustments
Price Can Be Changed on Order Use Vendor Price Shipto Adjust
Price Date: | Due Date v | Adjust: Before Contract Adjustments v
Price Qty: [Line Quantity v
Qty Type: | Current Order Quantity v &/ Amount Only
Merchandise Amount: |

e Click OK to return to the contract.

1. Release Amounts Tab:

P/T Contracts typically use the Release 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.

Personaiize | Find | view A1 | B | # First K14 of
" Detaile | Order By Amount [ ltem Information || Default Schedule | [RGE=oy i M| Release Quantities |( Line Groupings | Spend Threshold |
—

. E=S 1scal imimum Line il Line Total Line Remaining Remaining Amount
L= Hea Amount Amount Released Amount Amount I o
1 ] Q |['Leading Change"- | & [2016Q@ | | 1,125.00 $0.00 USD 0.00

e Save the Contract.
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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”.

Contract
SetiD: SHARE
0000000000000000000097598 Version: 1 Status: Current
Open v New Version Approval Due Date: [+
*Administrator/Buyer: Employee ID, Buyer Name |G Add a Document

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
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 ID: 0000000000000000000107531 Version: 1 Status: Current
*Status: | Open = | New Version Approval Due Date: El

*Administrator/Buyer: - - QL Add a Document

e Onthe Create Document page, select “Professional/Technical Cntrcts” in the Document Type field.

Create Document

Source: Purchasing Cantracts Return to Document Search  Return to Contract Entry
SetlD: SHARE Contract ID: 0000000000000000D0009TED2

Vendor: DEYOUNG CONSULTING SERVICES

{Document Type: ProfessionaliTechnical Cntrets v

The User Defined Fields opens up for that Document Type. Enter information in the following required fields.
Your agency may require other fields to be entered.
e CPV Contract Indicator: Select the one that best fits (e.g., AGY).

e Contract Type: PTK
e Sourcing Method: Select the one that best fits (e.g., RFP for most P/T contracts).
e Contact Manager: Enter the name.

e Statement of Purpose: This field is open to the public. Enter a Statement of Purpose that is concise
and clear.
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FCPV Contract Indicator: | |AGY Q
|*Contract Type: | FTK Q Statement of Purpose
[Sourcing Method: | RFP aQ,

Agency Reference Field 1: |

Agency Reference Field 2: |
[Contract Manager] [TEST_TRN1
Additional Approver: |

Referenced MPK Contract |
ID:

feye

Renewals Authorized
(Months):
Renewals Available

(Months):

Last Signature Date: E‘j

Retention Mot to Exceed |
Amount:

e Click Save at the bottom of the page.

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 Option field, select an option that describes the document that is being downloaded.

#' Current Contract/Document
(Current Contract/'Document with no formal amendments or history to load. )

Amended Contract
(Single current contract as fuly 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.)

e Inthe Current Version field, enter the following information:
o Version
o Status
0 Status Date (it cannot be the same date as the contract entry date).

e Then, click the Upload button.
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Current Version Personaiize | Find | B | 75 First B 1011 1 Lot

Type File Name |‘.|lelsion | Status Status Time Upload Clear

Contract Document | v 1 || Upload| | Clear |

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

7 Help

Choose File Mo file chosen
Upload  Cancel |

e When you have entered a file, click Upload.

Upload Contract Document

% Help

Choose File | Procure to Pay Model pdf

Upload | Cancel |

The Current Version field is updated to reflect the document that you uploaded.
e When you are done, click the Done with Import button.

<l
Personalize | Find | E | B First LT

Type File Name Version Status Status Date Status Time Upload L
contract Procure to Pay Model.pdf [ 100 [Execute v| pami20teE | [upioad-| | [}
Document : : [y | i

Prior Version is not applicable

| | Done with Import | | | Ccancel |

SWIFT displays the Document Management page. You can click the View Document button to see the
document.

e After you have entered the document, click the Return to Contract Entry link
On the header, update the Status from “Open” to “Approved”.

Contract

SetiD: SHARE Contract Version

Contract ID: 0000000000000000000108117 Version: _ 1 Status: Current
New Version Approval Due Date:

*Status: || Approved v || | | pp!

You have successfully entered a P/T supplier contract in SWIFT.
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