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Introduction
SWIFT now enables Contract Administrators to process a contract document electronically, including both external and internal signatures.
The external signature is always processed first. After the vendor has signed the contract document, SWIFT routes the document to the first internal signer. The Contract Administrator is responsible for setting up the signature routing.
This Guide covers the steps necessary to sign a contract document on behalf of the state.
Steps to Review and Sign Document
· Receive notification that signature is required
· Access contract document in SWIFT
· Review contract document and related items
· Review and Execute/Sign or Deny contract document
 


Receive Notification of Signature Request
The Contract Administrator sets up the routing for internal signatures. For most document types, SWIFT sets a default routing, although the Contract Administrator may make changes or add other signers.
After the Vendor signature is added to the document, SWIFT automatically notifies the first internal signer via email and worklist. The email contains the Contract ID and a link to SWIFT referencing that contract document. 
[image: Example of email notification to internal signer] 
A link is also provided in the signer’s worklist. Both links will take you directly to the Document Management page, provided you are logged in to SWIFT. You will have to log in first otherwise.
 [image: internal signer's worklist with document signer request]
 


Review Contract Details
Before signing the contract document, you should review other documents associated with the contract, such as the purchase order or sourcing event. These can be accessed from the Contract Entry page. You can search for the contract and then navigate to the page directly from the search results, or link from the Document Management page. The first part of this Guide section shows how to search for the contract. The second part shows how to get to the Contract Entry page from the Document Management page.
Search for the Contract
Navigation: Supplier Contracts, Create Contracts and Documents, Contract Entry
Search by the Contract ID, or other variable, to locate the contract. If you enter the complete Contract ID, SWIFT automatically opens the Contract Entry page. Otherwise, click the link in the search results.
[image: contract enry page with search results]


Link from Document Management
From the Document Management page, click the Return to Contract Entry page at the upper right.
[image: document management page with return to contract entry link outlined]


On the Contract Entry page, click the Document Status link to access links to all related SWIFT transaction processes including Requisitions, Strategic Sourcing Events, Purchase Orders, and other transactions.
[image: contract entry page with document status link outlined]
 


The Document Status page shows any related transactions for the contract. Click the hyperlinked DOC ID to open that document for review. When you are finished with your review, click the hyperlinked Contract Number to return to the Contract Entry page.
[image: document status page]


Sign the Contract Document
When you are ready to review and sign the document, you must return to the Document Management page. On the Contract Entry page, click the Maintain Document button.
[image: contract entry page with maintain document button outlined] 


First, review the document to determine whether you wish to sign it. Click the View Document button to open the document in Microsoft Word. If you encounter any problems viewing the document, refer to the Quick Reference Guide Setting Default to Word on XML Files. 
[image: document management page with view document button outlined]
After reading the document and determining whether to sign it, click the Electronic Signature Details link.
[image: document management page with electronic signature details]
The Electronic Signature Details page shows the status of the signature routing for the document. If you are being asked to sign the document, at a minimum the external signer has already signed the document. Other internal signers may also have signed the document.
a) This page records all prior signature actions.
Note: For the purposes of this guide, only one internal signer is shown. Generally, a document will have multiple internal signers

b) Enter any comments related to your signing of the document. These become a permanent part of your signature and of the contract document.

c) The Contract Administrator sets up the Position Title field. It is possible to change this field; however, you should confirm any change with the Contract Administrator.

d) Click the Execute/Sign button to add your electronic signature to the document. Click Deny if you are refusing to sign the document. Be sure to comment as to your reasons for denying signing. Your comments are retained on this page and can be accessed at any time.
[image: electronic signature details page with sections indicated by letters as described in the text above]

What Happens Next
After you sign the contract document, SWIFT either routes it to the next signer, or, if yours is the final internal signature, SWIFT notifies the Contract Administrator that the contract document is fully signed and is ready to be executed.
If you deny your signature on the contract document, SWIFT immediately suspends the signature routing and notifies the Contract Administrator of the situation. The Contract Administrator can see your comments on the Electronic Signature Details page, or may ask you for additional feedback regarding the contract document.
Where the Signature Goes in the Document
SWIFT creates a signature grid in the document. It follows the main body of the document but comes before any exhibits or other content, as in this example. This section is protected and cannot be edited or modified in any way.
[image: section of a contract document indicating where the electronic signature block appears in the document]
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[Enter sgner comments here]

By selecting the ‘Execute/Sign’ button below you are officially approving the document and indicating you are authorized to sign
this document on behalf of your entity or organization. Please ensure the position tile below, if any, s correct prior to selecting
the Execute’ bution. Ifthe field is blank, enter your offical position ttle or ole as this will be 3 part of your formal signature.

Position Title [Encumbrance Verification Signature
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From: Femstrom, Eric (MME) Sent: Thu12/27/20123:03 PM

Tor Femstrom, Eric (MME)
[
Subject  Document 37905 Signature Request
0 i 0 z 0 3 0 5 0 5 0 © 0 7 0 o 0 0 0 o

Your electronic signature s required on document 37905, You may access the document by selecting the hyperiink below.

Please review the document. After your review is complete, you will have the option to Execute/Sign the document (this applies your electronic signature) or
to Deny the document (no electronic signature). In addition, at the time of your selection, you will have the ability to add comments.

https://fms swift.state.mn.us:7420/psp/fms31sq/SUPPLIER/ERP/c/CONTRACT MGMT SUPPLIER.CS DOC SUPP.GBL?
Page=CS DOC SUPPRACtion=U&CS DOC ID=37905

*** This is a system generated message that was automatically sent from the State of Minnesota. If you received this notification in error or need to obtain
system access, please contact the Contract Administrator shown in this notification.

Erik Fernstrom
ernstrom@state.mn.us
5555555555

&
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