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Introduction
Most contract documents are created using the navigation to the Contract Entry page. In some cases, however, you will want to create the contract document directly from a purchase order. The key difference is the navigation to create the document. Once the document has been created, all of the normal actions and options for contract documents are available.
This Guide explains the steps necessary to create a contract document by navigating from the purchase order to supplier contract management pages.
Creating a Contract Document from a Purchase Order
Creating a contract document from a purchase order may be the best option in some cases. One example is a purchase order created from an Annual Plan Agreement. You can create the contract document for that purchase order directly from the Maintain Purchase Order page.
Navigation: Purchasing, Purchase Orders, Add/Update POs
Click the Create Document icon to create a contract document for this purchase order.
[image: Maintain Purchase Order page with Create Document icon outlined] 
SWIFT displays a warning message that the purchase order has lines related to a transactional contract. This message displays whenever the Document Details have been entered and saved on the contract. 
It’s OK to create the contract document directly from the purchase order. Click Yes to navigate to the Create Document page.
[image: SWIFT warning message that purchase order has lines already associated to a transactional contract]
 On the Create Document page, complete all required and necessary fields. The Description field defaults to the Purchase Order Number.
In this example, there is only one valid Configurator ID, which is defaulted. In some cases, you may see a Configurator Selector button, similar to that for Purchasing Contracts, followed by configurator selection wizard questions. Complete these to help SWIFT determine the correct Configurator ID.
Click Create Document.
[image: Create Document page]

You next respond to the document wizard questions relative to the specific document you are creating. At the very least, you must indicate whether you will be obtaining electronic signatures.
Click Finish when you have answered all the questions.
[image: document creation wizard page]
SWIFT opens the Document Management page. Here you can perform all of the same actions that you can for purchasing contract documents, including collaboration, approval, and signatures.
[image: Document Management page]
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