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Approve a Contract Document Electronically

Before you submit a contract document for signatures, you must route it for approvals. You can route
the contract documents you created in SWIFT for electronic approvals. SWIFT uses a predefined
workflow to route contract documents for approval. SWIFT routes them sequentially. The first approver
must approve it before SWIFT routes it to the next approver. Agencies can enable internal users to sign
documents digitally at the same time they approve the document. Agencies can configure SWIFT to
capture internal signatures before, during or after approvals.

Approvers can approve or deny the contract document. If an approver denies the contract document,
SWIFT notifies the contract coordinator and cancels the approval routing.

Approvers:

Agency leadership works with its SWIFT security coordinator to set up the approval paths for approvers.
The security coordinator sets up approvers and approval roles for contracts based on agency policy and
practice. Typically, agency staff are set up for these approvers.

e Contract Administrator: Staff person identified on the Contract Entry page. It may or may not
be the person sending the contract document for approval. If it is the same person, workflow is
set to self-approve and the Approve or Deny buttons are immediately available on the
Document Management page. If it is not the same person, SWIFT will notify the contract
administrator via email and/or Worklist.

e Contract Manager: Staff person identified on the Create Document page. It is a required field.
This could also be the same person as the contract administrator.

e Additional Approver: Staff person also identified on the Create Document page. This field is
optional. If you did not identify an additional approver, SWIFT skips this approval step.

e Contract Coordinator: Staff person responsible for reviewing Professional/Technical contract
documents before you send them for signature. There might be more than one contract
coordinator at an agency. If so, all users with the role will receive notification and a link in their
worklist.

Roles for Approvers:

Your agency leadership needs to contact your security coordinator to add this role for contract
coordinator and approvers.

o Document Approver: M_FS_SC_CONTRACTUAL_APPRVER
This guide assists contract document approvers to be able to complete their tasks.
Steps to complete

e Step 1: Use the Approvals tile to find contract documents for review and approval
e Step 2: Review and approve or deny the contract document
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Steps to Approve a Contract Document through SWIFT

Step 1: Use the Approvals tile to find contract documents for review and approval

All SWIFT approvers can access documents such as purchase orders to approve on their Approvals tile.
It is located on their My Homepage.

1. Onthe My Homepage, select the Approvals tile. You can see how many items are ready for
review and approval. In the example below, there are eight items for review and approval.

() () =4

2. SWIFT displays the Pending Approvals page. The approver can select the title (e.g., Supplier
Contract) to access individual contract documents and other documents for their review and
approval. For example, some approvers may be responsible for reviewing and approving events.

Pending Approvals

View By | Type ﬂ -
@& Al _
Supplier Contract
2= Purchase Order 2 Supplier Contract | Contract ID SHARE / 0000000000000000000145346
E& | Supplier Contract 1 |

SWIFT will display the approval page for that individual contract document.

Step 2: Review and Approve or Deny the Contract Document.

SWIFT displays the Pending Approvals page for the contract document to review.

< Pending Approvais Supplier Contract DR EHE
AMERICAN ENGINEERING TESTING INC
==

SHARE / 0000000000000000000145346

Document Summary
Source Transaction Purchasing Contracts Description Hazardout Hygiene Services

Contract Style Purchase Order Document Type SProfessionalTechnical Gntret

25,2018

Configurator 1D RIT CONTRACT Created On Septer

Document Version 0.01

~ More Information
Modifization Summary >

~ Document Details

Contract Use Indicator AGY Sourcing Method RFP Statement of Purpose TEST

Contract Type FTK Referenced MPK Contract Id

Approver Comments

Aapproval Chain >
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1. Review the instructions from the contract administrator. Select the Approval Chain button at
the bottom of the page. You can see any instructions in the Comments section.

e Asan option, you can select the View History link (in the Comment History section) to see past

comments.
e Press the Close icon (e.g., red X) at the top of the page to return to the Pending Approvals page.

Approval Chain B
Business Approvers
* SHARE/DO000000000000000001 45245 Pending
Start New Path
Path1
Z Pending +

Confract Administrator

~ Comments

at10/01/18 - 8:26 AM
Please review this contract document by October 4, 201 8. Use the Confract

Review Checklist.

- Comment History

. at10/01/18 - 8:25 AM
Wiew History

2. Review the contract document.
Press the Review Document link at the top of the page. SWIFT will display a message to open up the

contract document on your desktop. Select Open.

Do you want to open or save SHARE_0000000000000000000145346 0.00.xml from fms.systems.state.mn.us? Save " Cancel

Approve: When you are ready to approve the contract document, select the Approve
button at the top of the page.

a.

Supplier Contract

< Pending Approvals

AMERICAN ENGINEERING TESTING INC
Approve ‘ Deny

SHARE / 0000000000000000000145346

o  SWIFT displays the Approve window. Add any comments and then press the Submit button.

Cancel Approve Submit

“ou are about to approve this request.

| Approver Comments |

e After you approve the contract document, SWIFT returns you the Pending Approvals page. You
can review other documents or leave this page.
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e  SWIFT will route the contract document to the next approver on the route, if there is one. When
the last approver approves it, the contract document status will be “Approved”.

Version 0.01 Created On  0%/25/18 4:43PM Document Details
Status  Approved Last Modified On  10/01/13 3:26AM

e The contract administrator can process this document to get it fully signed and executed.
You have successfully approved a contract document.

b. Deny: When you are ready to deny the contract document, select the Deny button at
the top of the page.

< Pending Approvals Supplier Contract

AMERICAN ENGINEERING TESTING INC

SHARE / 0000000000000000000145346 Approve ‘ Deny

e SWIFT displays the Deny window. As a best practice, add comments explaining why you denied
the contract document. Then press the Submit button.

Cancel Deny Submit

You are about to deny this request.

Approver Commentsl

Missing a deliverable as discussed on Review Meeting on 9/27/]1

e After you denied the contract document, SWIFT returns you the Pending Approvals page. You
can review other documents or leave this page.

e  SWIFT will update the Document Management page for that contract document. It will show
that one of the approvers denied the contract document. The contract administrator will select
the Approval Details link to see your comments.

Version 0.01 Created On  09/28/18 7:18AM Document Details
| Status  Pending Approva\l Last Modified On  10/01/18 9:41AM

The Document approval has been denied by a user.  Select the "Approval Details” to cancel the workflow process and place the document back into a draft status. After that, you
can revise the document as needed or resubmit the document back into approval as needed.

View and Edit Options: Review and Approval: | Other Document Acticns:

View Document Approval Details Generation Log

e The contract administrator will review the contract document and your comments to remedy
the issue. They will fix the contract document and reroute it. Or, they will cancel the contract
document.

You have successfully denied a contract document.
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