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Introduction

Internal collaboration enables the Contract Administrator to solicit feedback and review from other state users.
Contract Administrators can share the Contract Document with multiple users and can use collaboration multiple
times to ensure the document’s accuracy.

Collaboration can be done in two ways:

e Comment Only: This form of collaboration provides the state user the ability to view the Contract
Document, and provide comments to the Contract Administrator via SWIFT.

e Edit Document: This form of collaboration allows the state user to check out the Contract Document to
revise it as needed, and then upload it back into SWIFT.

As each collaborator completes their review of the Contract document, SWIFT notifies the contract Administrator
via email. The Contract Administrator can wait until all collaborators have completed their review and then finalize
the collaboration loop, or can choose to cancel collaboration if enough feedback has been received even though
all collaborators have not responded.

This Quick Reference Guide presents the information necessary for those asked to collaborate to be able to
complete this task.

Steps to Collaborate

Contract Administrator routes the Contract Document for internal collaboration

e Internal collaborators receive notification via email and worklist
e Internal collaborators access the Document Management page in SWIFT

o0 Internal collaborators view the document and provide feedback comments

o If authorized by the Contract Administrator, internal collaborators edit the document
e Internal collaborators mark the document as reviewed

e Contract Administrator finalizes collaboration
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Internal Collaborators Receive Notification via Email or Worklist

Internal collaborators selected to participate in contract document collaboration receive an email notification. The
notification email includes basic information about the contract document as well as a link to the SWIFT Portal.

Click the link in the email to display the login page for SWIFT or log in to SWIFT via a browser. Note that if you
use the link in the email notification, you do not have to search for the document; the collaboration page displays

automatically after you log in.

From: FM591GQEfinance. state. mn.us
To: Borum, Christopher (MME)
Ce

Subject: Collaboration Review Invitation for Document "0000000000000000000013858"

Sent:  Fri 2/1/2013 3:05 PM

lix)
Your collaboration is requested for Document "0000000000000000000013858".

SetID/BU: SHARE

Document: 0000000000000000000013858
Contract Description: Tech Pro Inc
Amendment: 0

Document Owner: TRN73

Instructions:
Please review and respond by 4PM
You can navigate directly to the page by clicking the link below.

https://fms.swift.state.mn.us/psp/fms training/EMPLOYEE/ERP/c/CONTRACT MGMT.CS DOC MAINT.GBL?
Page=CS DOC MAINT&Action=U&CS DOC 1D=13134

Internal collaborators can also access the collaboration page using the link in their worklist.

Financial Management Syster

Favgrites | Main Menu > Worklist » Worklist

| Print | Workist | MuliChannelConsole | Addto Favortes |  Signout

& New Window  [& Customize Page [ http
Worklist for 01135035: Borum, Christopher T

Work List Filters: | Collaboration Review v 0 Feed

e o v 201 1)

From Date From Work item Worked By Activi Priority Link

— — Set ID: "SHARE" PO Contract ID:
Document Maintenance | | "0000000000000000000013858
——  VERSION NBR: ™", 13134

CarsonJacobR 020472043 COllaboration
Review

; Refresh
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Search for Document

1. If you do not log in via the email natification link or the worklist, navigate to the Document Management
page using this navigation:
Main Menu, Supplier Contracts, Create Contracts and Documents, Contract Entry
Enter the Contract ID to search for.

3. Click Search.

Financial Management Syster :
Home | Prit | ‘Workist | MultiChannel Console | AddtoFavorites | Sign out

Favgrites Mzin Menu > Supplier Contracts > Create Contmcts_and Documents > Contract Entry
{21 New Window EF http

Contract Entry

Enter any information you have and click Search. Leave fields blank for a list of all values.

) Add a New Value

Maximum number of rows to return (up to 300): |300

SetiD: _ [sHaRE @
Contract ID: begins with v “30000000000000013858

Contract Version: = v |

Version Status: = v v
Contract Process Option: = R

Short Vendor Name: begins with [+ | @,
Vendor Name: pegins with |+ | @,

MMD Contract Release Number/T-Humber:| pegins with |+ | @,

[ correct History  [] Case Sensitive

Search || Clear |Basic Search [gF Save Search Criteria

Find an Existing Value | Add a New Value

4. SWIFT opens directly to the Contract Entry page if you enter the entire Contract ID. Otherwise, select
the correct Contract ID from the list of search results.
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5. On the Contract Entry page, click Maintain Document.

Financial Management Syst: =

Favgr'rtesé Main Menu > Suppliergontracts » Create Contractgand Documents > Contract Entry

Print

Contract Entry

E New Window & Customize Page [ http |4

Contract

SetlD: SHARE Contract Version

Contract ID: 0000000000000000000013858 l"e“"'°“’ ; 1 Status: Current
*Status: | Open = | Iz Approval Due Date: [
*AdministratoriBuyer: [TRi7E @, TRNTE

Document Version: 0.0z Amendment: 1]

Authored Status: Fending Collaboration

+ Header
Process Option: Purchase Order £0d Comments Activity Lo
Vandor: TECH PRO 1001 @, vendor Search Contract Activiies Document Status
Primary Contact Info Thresholds & Motifications
*Vendor ID: 0000210736 @, TECHPROINC
endorflz B/ =_T"% [ELHTENNL Contract Header Agreement Subcontractors
*Begin Date: DAL e Contract Releases Retention Tracking
Expire Date: 12/13/2013 El
Renewal Date: 1110172013 El Amount Summary
Currency: USD|@, [CRRNT/@, Maximum Amount: 128,592.00) USD
Primary Contact: N Line ltem Released Amount: 0.00
Vendor Contract Ref: [p48544 Category Released Amount: 0.00
*Description: [Tech Proinc Open Item Released Amount: 0.00
MMD Contract Release Humber/T- | @, Total Released Amount: 0.00
Number:
[ Tax Exempt | Remaining Amount: 128,592.00
Remaining Percent: 100.00
~ Order Contract Options
[ Allow Open item Reference [IMust Use Contract Rate Date Rate Date: 121442012
Corporate Contract [] Adjust Vendor Pricing First [ Auto Default
£ |_ - Il ]

I£4
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Collaborate

Complete your collaboration review on the Document Management page:

A)

B)

C)

D)

First, review the Contract Administrator’s instructions regarding the collaboration. You may be asked to
review only a portion of the document.

Click View Document to open the document in Microsoft Word. Click Edit Document to check out a
copy of the document for editing.

Note: SWIFT only displays the Edit Document button if you are authorized by the Contract Administrator
to make changes to the document.

Enter any comments related to your review of the document. If you edited the document, be sure to
comment on the changes made.

Click Mark as Reviewed to complete your collaboration review.

Financial Management Syster

Favgrites - Main Menu > Worklist > Worklist

Document Management Return to Document Search ~ Return to Contract Entry
SetiD: SHARE Contract ID: 0000000000000000000013858
Vendor: TECH PRO INC
Document Type: Professional/Technical Cntrcts
Description: Tech Pro Inc
Administrator: TRN7E
Sponsor: Financial Department ID:
Version: 0.00 Created On: 02/01113 3:04FH Document Details
Status: Pending Collaboration Signature Status: Mew
Last Modified On: 02/01M13 3:04PM
This document requires your feedback,_Review document, then enter and save comments. When done click Mark as Reviewed.

~ Collaboration Comments

| Print | Workist | MuliChannel Console | AddtoFavorites |  Sign out

g New Window [& Customize Page EEnhtto &

[Carson,Jacob R 2013-02-01-15.04.35.000000]
Flease review and respond by 4PM

© i

sae | | Mark as Reviewed @

View and Edit Options: Review and Approval:

Add Attachments/Related Documents

Other Document Actions:
View Document | Cancel Collaboration Generation Log

Edit Documnent ' Modify Collaboration
) Internal Contacts

£
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Editing Contract Documents

If you are authorized to edit the contract document, SWIFT includes the Edit Document button on the Document
Management page. Click this button to open or save the document.

When you click Edit Document, SWIFT opens a dialog box asking if you want to open or save the document. You
can usually click Open. SWIFT opens the document in Microsoft Word. If necessary, you can click Save and save
the file to a folder where it can easily be found. Do NOT change the file name.

Note: The document is in XML format. Microsoft Word is usually the default editor for XML files. If you need to
change the settings on your computer to edit XML files in Word automatically, refer to the Quick Reference Guide
Setting Default to Word on XML Files, dated January 17, 2013.

You should also create a folder to save these files in that is easy to locate. You should purge old documents
periodically, as they will not be deleted otherwise. Remember that the document is retained electronically in
SWIFT and you can always download it again. Alternatively, you could move older documents to an archive folder
for easy recall.

File Download g]

Do you want to open or save this file?

ET- Mame: SHARE_0000000000000000000013858_0.00.xml
EXFE Type: XML Document

Fram: Fs.swift.state.mn.us

Open ][ Save ]| Cancel |

| i | W'hile filez from the Internet can be useful, zome files can potenially
d harm your camputer. IF pou do nat truzst the zource, do nat open or
= save thiz file. What's the risk?

Open or Save a document for editing?

e Open the document if your system defaults to Word as the application for XML files. If you click Open and the
document automatically opens in Word, this is the easiest option. When you are finished editing the
document, save it, with the same filename, to your desktop or an easily accessible folder.

»  Save the document if your system uses another application to open XML files. One example is Adobe
Dreamweaver. Your system might also open the XML file directly in your browser. In this case, it's easier to
save the file first, to your desktop or easily accessible folder, and then open Word and open the XML file out

of that folder. When you are finished editing, save the file again with the same filename.
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SWIFT records that you have the document checked out for editing.

Financial Management System

Favgrites | Main Menu ; \warklst > Warklst

\ Print | Worklist | MutiChannel Conzole | Add to Favorites | Sign q|

Vendor: TECHPRO INC
Document Type: ProfessionaliTechnical Cntrcts
Description: Tech Prolnc
Administrator: TRN7S
Sponsor: Financial Department ID:
Version: 0.01 Created On: 02/0113 3:04PM Document Details
Status: Pending Collaboration Signature Status: New
Last Modified On: 02/0113 3:49FM
Checked Out On: 02/0113 3:49PM
Checked Out By: 01135035

This document requires your feedback. Review document, then enter and save comments. When done click Mark as Reviewed.
~ Collaboration Comments

[Carson,Jacob R 2013-02-01-15.04.35.000000]
Flease review and respond by 4P

Add Collaboration Comments

| I’

N NSNSNSNSNSNSINSNNS NSNS N

With the document open in Word, complete any necessary changes. Change tracking is turned on automatically.
You should leave this on so that the Contract Administrator can see and review your changes.

When you are finished making changes, click the Check In button. If you checked the document out by mistake
and need to reset it, click Cancel Check Out to restore the contract document and discard any changes.

boration

Signature Status: Mew
Last Modified On: 020113 3:49PM
Checked Out On: 02/0113 3:49PM
Checked Out By: 01135035

This document requires your feedback. Review document, then enter and save comments. When done click Mark as Reviewed.
~ Collaboration Comments

[Carson,Jacob R 2013-02-01-15.04.35.000000]
Flease review and respond by 4PM

Add Collaboration Comments <

Save
View and Edit Options: Review and Approval: Other Document Actions:
View Document | Internal Contacts Generation Log
Check In | External Contacts/Sianers
- Document View Access
Cancel Check Out |

Electronic Signature Sefup

= . } Electronic Signature Details
Document Modification Summary
Document Version History RewewGnrlac

7|Page-Quick Reference Guide



SWIFTHS

Statewide Integrated Financial Tools

SWIFT opens the Check In Document page. You must indicate the changes made and whether they constitute
a minor or major change to the existing version of the document. A minor change might be something cosmetic; a

major change is a content change, such as a change in vendors. The distinction is at your (or the agency’s)
discretion. You must also provide a comment documenting the changes made.

Complete the page with this information and click OK.

SetiD:
Vendor:

Version:

*Comments:

oK

Financial Management Syste

Favqrrtesé Main Menu > Supp\iergontmcts » Create Contmctgand Documents > Contract Entry

Check In Document

Home

| Print | Workist | MuttiChannelConsole | AddtoFavorites | Signout

& New Window  [& Customize Page S http

Select the desired versioning option and enter a brief description describing the changes. Click the OK button to procesd and you will then be prompted to enter
the filename for where the file you are checking in resides.

SHARE Contract ID: 0000000000000000000013858
TECHPRO INC

® Minor Version (0.03)
© Major Version (1.00)

Check In: Chamged compensation details in 4.1{a)

g

Cancel

You must then locate and upload the file to check it back in to SWIFT.

[ File Attachment [¢]

Check In Document

|C:RD|:||:uments and Settings%ﬁhnrﬂS‘nDesktDpRSHARE_DDd[, Browse... |

' Uplnad: Cancel |
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SWIFT updates the Document Management page to indicate that the document has been checked back in.
Note that the comments you entered on the Check In Document page are transferred to the Collaboration
Comments field on this page. You can add more detail here if necessary.

Click Mark as Reviewed to complete the collaboration review.

Financial Management Syst fome

! I
Favgrites | Main Menu > Supplier Contracts > Create Contracts and Documents : Contract Entry

Print | Worklist | MultiChannel Console | Add to Favorites

Sign ¢

& New Window [& Custonize Page [ http

Document Management Returnto Document Search  Return to Contract Ent

SatiD: SHARE Contract 1D 0000000000000000000013858

Vendor: TECHPRO INC

Document Type: Professional/Technical Cntrcts

Description: Tech Pro Inc

Administrator: TRN7S

Sponsor: Financial Department ID:

Version: 0.03 Created On: 02/04/13 12:44P1 Document Details

Status: Pending Collaboration Signature Status: MNew
Last Modified On: 02/05M13 10:19AM

Thiz document requires your feedback. Review document, then enter and =ave comments. When done click Mark as Reviewed.
~ Collaboration Comments

[TRN79 2013-02-04-12.54.57.000000]
Flease review and reply by 4PM

Add Collaboration Comments

Check In: changed compensation details in 4.1(a) r@
Save Mark as Reviewed
View and Edit Options: Review and Approval: Other Document Actions:
[ View Document Cancel Collaboration Generation Log
Edit Docurnent ' Madify Collaboration

Add Attachments/Related Documents Internal Contacts

Document Modification Summa External Contacts/Signers
Document Version History Document View Access

Electronic Signature Setup
Electronic Signature Details

Review Contract
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