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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.

Financial Management System

Favorites © Main Menu > Purchasing > Purchase Orders »  AddfUpdate POs
- - - -

Home | Print |

Maintain Purchase Order
Purchase Order

Business Unit: G0210  Origin: 454 O Materials Management Division PO Status: open
PO ID: 3000000227 Appraval Exception Budget Status: Mot Chik'd
Copy From: w CIHold From Further Processing
=
*pO Date: 02019/2013 B Wendor Search  Response Docurnentation  poe Tol Status: Walid Agency Reference:
Expiration Date: 03012013 5
“endor 1D: 0000192549 @ HISAMATHA REDDY RENTS Receipt Status: Mot Recyd Doc Type: | APK-Agency Annual Plan O
Vendor: CAVATHA RO @ Vendor Details *Dispatch Method:  Phone Dispatch
“Buyer: FIvANDS @, :
PO Reference: Merchandise: 500.00
Billing Add FreightTaxMisc.: 0.o0 Calculate
*Billi — illing Address
Billing Location: GO2006B0000 @, Total Amount: 500.00 USD
Encumbrance Balance:
Header Details Activity Summary
PO Defaults Document Status
Eequisitions Add Comments
PO Activities Add ShinTo SComments

v vh v v vavAVavi - AV

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.
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It's OK to create the contract document directly from the purchase order. Click Yes to navigate to the Create
Document page.

This Purchase Order has lines that are already associated to a Transactional
Contract. (10421,202)

In most cases the authored document should he associated with the

Transactional Contract and notthe Purchase Order. Are you sure you wish to
continue creating an authored contract document for this Purchase Order?

TeS Il Mo

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.

Financial Management System

Fawgyites . Main Menu

Home | Print | = MuttiCh

D MeweWindow (2 Help 5 Customize Page [ hitp
Create Document

Source: Purchase Orders Return to Document Search Return to Contract Entry
Business Unit: 0210 PO ID: 3000000228

Vendor: HIAWATHA RECDY REMTS

*Document Type: FIT Furchase Order Contracts A4 |

Configurator ID: T AP AGREEMERN | hhD PIT Annual Plan Agreement

*Description: 2000000226

Additional Description: |

*Administrator: |F|VANU5 Q,  vandiverJeri
Sponsor: | Q,
Financial Department ID: |— Oa
*Contract Manager: [Ficarol @,
Additional Approver: [ @,
Create Document Import Cocument Internal Contacts/Signers

Save | External Contacts/Signers
Return to Contract Entry LSl

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.
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Click Finish when you have answered all the questions.

Financial Management Syste e

Faviyites Main fenu = Supplier Contracts > Create Confracts and Documents > Contract Entry

D Mew window 5 Customize Page 5 http

Wizard Execute - Document Creation

Wizard ID: FTDOCUMENTS Description: MWD FIT Documents

Question Groups

Finish

Question Group: SIGHATURES QUESTION

Group Instructions: Flease answer the following questions

=Will you be collecting signatures electronically?

Finish

*Required Question
*rlavigational Ciuestion

Save for Later

Cancel

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.

Financial Management Syster

Faviyites - Main Menu

| Prirt |

EMew window (Z)Help  [E Custorize Page 5 http |

Document Management Return to Docurnent Search  Return to Contract Entry

Wiew Document
Edit Document

Add AttachmentsiRelated Documents
Document Modification Summary
Document Yersion History

Route Internally

Route Externally
Preview Approval
Suhmit for Approval
Bypass Approvals

Business Unit: 50210 PO ID: 2000000226

Vendor: HIAWATHA REDDY REMTS

Document Type: PIT Purchase Order Contracts

Description: 3000000226

Administrator: Wandiver Jer

Sponsor: Financial Department ID:

Version: 0.00 Created On: 0211913 1:51PM Document Details

Status: Draft Signature Status:  Mew
Last Modified On: 021813 1:51PM

View and Edit Options: Review and Approval: cher Document Actions:

Send to Contacts
Refresh Document
Recreate Document
Compare Documents

Deactivate Document

Interpgl Contacts eneration
/V\/\/V\?WW\%/\W/\/\/\
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