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Amend a Contract Document Created Electronically

There are two ways to make changes to a contract document in SWIFT after you create it.

(1) Recreate the contract document. Use this method before you fully execute the contract
document.

(2) Amend the contract document. Use this method after you fully execute the contract
document. This topic covers only the amendment process.

A contract document amendment is an update to an existing executed contract document. An
amendment update can result from changes in source transactions or changes in contract terms in the
document.

Processing amendment documents is like processing a system-generated contract document. It uses
document configurators for amendment contract documents. SWIFT processes functions such as
viewing and editing documents, collaboration, approval, and electronic signatures the same as for the
original document.

If you executed the original contract document by importing it, you must use this system-generated
process for an amendment.

This guide provides the steps to amend a contract document in SWIFT.

Steps to complete

e Step 1: Access the Document Management page
e Step 2: Amend the contract document

Steps to Amend a Contract Document

Step 1: Access the Document Management page

Navigation Options Navigation Path

Navigation Collection | Procurement, Supplier Contract, Create Contracts and Documents,
Contract Entry page defaults.

1. Onthe Contract Entry page, select the Find an Existing Value tab. Enter the Contract ID,
then press the Search button.

2. Onthe Search Results section, press the link of the Contract ID.

3. SWIFT displays the Contract Entry page for that contract shell. In order to amend a contract
document, the Status must be “Open.” Select the Maintain Document button on the right side
of the page.
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Contract
SetlD  SHARE Contract Version
Confract|D  0000000000D00D0D000145347 Version 1 Status - Current
Open [v] New Version = Approved Date  09/21/2018
*Administrator/Buyer | Q
* Authored Document
Authored 5tatus  Ewecuted Document Version 0.01 Amendment ] Maintain Document

Step 2: Amend the Contract Document

SWIFT opens the Document Management page. It indicates that the contract document was signed
and fully executed. SWIFT suppressed some of the functionality on this page once you executed the
contract document.

1. To amend the contract document, press the Create Amendment button.

Version  4.0p Created On  (3/14/18 12:00AM Document Details
Status  Executed Last Modified On 394118 11:47AM
Create Amendment Executed On  p3/14/18 12:00:00AM

2. SWIFT displays the Create an Amended Version page. Enter the following information.

e Enter the Amended Option. Always select “Amendment Files Only.”

o Select the Amendment Configurator ID. As with the initial document, SWIFT provides different
configurators to help create the document template for your amendment. Press the lookup icon
to see the valid options.

Configurator 1D Eoniqurator Description
Type
OGM_GRANT AMENDMENT | 5TD OGM GRANT AMENDMENT
PT CONTRACT AMEND STD MMD PIT Contract Amendment
PIT WORK ORDER AMEND | STD MMD PIT Master Contract Work Order Amendment
RECS WO AMEND STD RECS WO AMEMD END DT ONLY
RECS WO AMENDMENT 5TD RECS Consult Supp Agreement/Contract Amend for BSA4
RECS_SA STD RECS SA
RECS_SA_END_DATEONLY | §TD RECS_SA_END_DATEON_Only

e Indicate whether the amendment represents minor or major version change to the original
document.

e Enter a comment explaining why the amendment is necessary.
e Select OK to create an amendment.
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Create an Amended Version

Select amendment oplion, desired version and comment as to why the amendment is necessary and press OK.  Document(s) will then be generated
based on amendment option.
| Amendment Option | smendment Files Only ﬂl

Amendment |F';TCDNTRACTAMEND Q|
Configurator 1D
[Version ] ® Minor Version (0.02)

(O Major Version (1.00)

| *Comments | Amendment Created: Amending the contract to increase the amount and ta e>¢end the date

5]
®

167 characters remaining

SWIFT returns you to the Document Management page.

e Note that the status is now “Draft.” The buttons are back at the bottom of the page.

e You also now have View Original Document or View Amendment File buttons.

e When you route the amended contract document to collaborators, they can choose to view the
original contract document and the amended version. If authorized, they can edit the amended

contract document.

3. Select the Edit Amendment File button.

Document Details

Amendment 4 Created ON  03/14/18 12:00AM

Version 4 (4 Amended On  ggn3/1g 10:06AM

Status  Draft

Includes Imported Document

Last Modified On  gaj23/19 10:06AM

Other Document Actions:

View and Edit Options:
View Original Document

View Amendment File

Edit Amendment File

Add Aftachments/Related Documents
Document Medification Summary

Document Version History

Review and Approval:
Route Internally

Route Externally
Preview Approval

Submit for Approval

Internal Contacts/Signers
External Contacts/Signers

Document View Access

Send to Contacts
Refresh Document
Recreate Document

Impert Prior Document

Deactivate Document

Generstion Log

e SWIFT updates the Document Management page to reflect that you checked out the contract

document.

Amendment 1
Version 0.02
Status  Draft

Created On 0825713 10:23AM
Amended On  08/25/18 3:10PM
Last Modified On  DS/25/18 3:19PM
Checked Out On  09/25/18 3:19PM

Checked Out By

Document Details

o SWIFT creates and downloads a Word version of the system-generated contract amendment
document based on the official State of Minnesota amendment template. It creates a message

on your desktop.
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4. Select Open.

Do you want to open or save SHARE_0000000000000000000145347_0.02.xml from fms.systems.state.mn.us?

5. SWIFT opens the contract amendment document. Edit and save the checked-out amendment
document.

IMPORTANT! DO NOT change the title of it or SWIFT will not be able to recognize it.

Professional/Technical
Contract Amendment

State of Minnesota
SWIFT Contract No.: 0000000000000000000145347

Contract Start Date: Total Contract Amount: %
Original Contract Expiration Date: Original Contract: [
Current Contract Expiration Date: IF APPLICABLE Previous Amendment(s) Total: §
Requested Contract Expiration Date: IF APPLICABLE This Amendment: $

This amendment is by and between the State of Minnesota, through its Commissioner of [INSERT
AGENCY NAME] ("State") and [CONTRACTOR'S FULL LEGAL NAME AND ADDRESS] ("Contractor").

6. When you are ready, check in the Word document. On the Document Management page,
press the Check In button.

View and Edit Options:
View Original Document

View Amendment File

| Check In |

Cancel Check Out

e  SWIFT opens the Check In Document page. Add comments and select OK.

Check In Document

Select the desired versioning option and enter a brief description describing the changes. Select the OK button to proceed and you will then be
prompted to enter the filename.

S5etlD  SHARE Contract 1D  DDO0OCOODDD00000D00145347
Supplier AMERICAN ENGIMEERING TESTING INC

@ Minor Version (0.03)

O Major Version (1.00)

¥
| *Cornmentsl Check In: created amendment to extend the expiration date and contract amount.| JEL

176 characters remaining

o  SWIFT displays the Check In Amendment File message. Select the Browse button.
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Check In Amendment File x

| | Browse.. ]

Upload Cancel

e SWIFT displays your desktop. Select the correct file name and press Open.

File name: SHARE_0000000000000000000145347_0.02xml - ’AII Files {**) 'l

I Open |l Cancel ]

o  SWIFT displays an updated Check In Amendment File message. Select Upload.

Check In Amendment File x

| Upload | Cancel

SWIFT updates the Document Management page. SWIFT shows that the contract documentisin a
“Draft” status and there is “1” amendment.

7. You are ready to route it for collaboration, approvals, electronic signatures, and dispatching.

Amendment 1 Created On  D9/25/18 10:23AM Document Details
Version 0.03 Amended On  058/25/18 3:10PM
Status Draft Last Modified On  D8/25/18 4:09PM

You have successfully created a system-generated contract amendment. Continue to process it within
SWIFT.
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