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Close or Cancel a Supplier Contract or Lines

Department of Administration’s Office of State Procurement (OSP) recommends that agencies cancel or close
existing supplier contract shells that they no longer need. Canceling or closing these contracts streamlines
reports both for agencies and for OSP.

e Cancel supplier contracts that have no activity against it.
e Close supplier contracts that have activity against it.

IMPORTANT! SWIFT will not allow you to cancel or close an existing contract or contract line if there are any
active transactions against it.

This guide provides information about reviewing the contract shell before closing or canceling it. It describes the
steps to close or cancel a contract. It also describes the steps to cancel a contract line.

Review the contract before closing or canceling the contract or line

Before canceling or closing an existing supplier contract, review these two items: activity and outstanding
purchase orders.

1. Check to see that there is activity against it.

Determine if you cancel or close the supplier contract. Select the Document Status link in the header to view
any associated documents.

Contract Entry

Contract

SetiD  SHARE Contract Version

Version 1 Status  Current

ContractID  0000000000000000000241241 New Version

Approved Date  12/28/2023
Status  Approved

Administrator/Buyer Add a Document

Contract Style Purchase Order

p =

Process Option Purchase Order N
Add Comments

Add Supplier List
Supplier FARGO MOOR-004
Contract Header Agreement
SupplierID 0000275973 FARGO MOORHEAD METROPOLITAN ot Reader Agreemen
Contract Releases

Custom Fields

Primary Contact
Supplier Contract Ref

Activity Log

Description 1055237 Farge Moorhead Council Document Status

Page | 1 — Quick Reference Guide



SWI F STATEWIDE INTEGRATED
FINANCIAL TOOLS
SWIFT displays the Document Status page for that supplier contract shell.

e Cancel: If there is no activity against it, you can cancel it.

Document Status

setlD SHARE Contract 72853
Document Date  01/03/2014 Status  Approved
Currency  USD Document Type  Contract
Buyer Released Amount

Short Supplier Name SAINT ELIZ-001

e Close: If there is activity against it, you can close the supplier contract.

Document Status

SetlD SHARE Contract (2200000000000000000241247)
Document Date  12/28/2023 Status  Approved
Currency  USD Document Type  Contract
Buyer Released Amount  15.910.00

Short Supplier Name FARGO MOOR-004

— 3
i c o
Purchase
Orders(1)

2. Make sure that there are no outstanding purchase orders against it.

You may need to update the purchase order before closing the contract that it references. Buyers use a change
order to reduce the purchase order to what has been paid. The change order allows the purchase order to be
reduced and then closed on the Buyer’s WorkBench. Then, funds flow back to the contract.

IMPORTANT. SWIFT will not allow you to cancel or close an existing contract or contract line if there are any
active transactions against it.

For more information, review the Close a Purchase Order Referencing a Contract Using a Change Order Quick
Reference Guide to close a purchase order using the Buyer’s WorkBench.

Steps to cancel or close an existing supplier contract shell

Step 1: Access the Contract Entry page

1. Navigate to the Contract Entry page.
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Navigation Options Navigation Path

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

WorkCenter Procurement, Supplier Contract, Contract/Sourcing WorkCenter. Left menu Links,
Add/Update Contracts, Contract Entry page.

2. Onthe Contract Entry page, select the Find an Existing Value button.

arch in All Content

€@ Need Help?

Print | Mew Window | Help

| Contract Entry
Contract Entry

5 Document Management

Add a New Value I Q_ Find an Existing Value I

3. SWIFT opens up the Search Criteria section of the Find an Existing Value page.
a. Enter search items such the Contract ID.
b. Press the Search button at the bottom of the page.

Contract Entry
Find an Existing Value
~ Search Criteria

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

(J:) Recent Choose from recant searches w | / m Saved Choose from saved searches

Searches Searches

*SetiD | = W | | sHaRE Q|
ContractID | contains v||241512 |

4. Inthe Search Results section, select the Contract ID.

Search Results
1rows - SetlD"SHARE" Contract ID "241512"

Contract Version Contract Short Supplier Supplier Contract 03P Cantract
SetlD [Contract 1D Contract Style Process Supplier ID PE L Expire Date Release Description
Version Status - Name Name Status
Option NbriT-Nbr
Purch OLES MEDIA- OLEB
SHARE 0000000000000000000241512 | 1 Current esE Ordar ooot01z420 | WEDaLLe | 020012028 | Apsroved (plank) rraining
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Step 2: Review the contract before closing or canceling it

1. Make sure that there is no activity against it to determine to close or cancel it.
2. Make sure there are no outstanding purchase orders against it.

Step 3: Update the Supplier Contract

1. Review the Status. Depending on the Status of the contract, you may need to change it to “Open” in
order to update fields on it.

2. Add a comment about why the contract is being closed or cancelled. Select the Add/Edit Comments link
on the header.

Contract

SetlD  SHARE Contract Version

Version 1 Status  Current

Contract D 0pQQ000000000000000241512 New Version

Approved Date  02/08/2024

*Status [O:e'\ v]
110857 -
*Administrator/Buyer |cn:|., s Q | _ _ Add a Document
Hoff Margaret E
v Header (3
*Contract Style | Purchase Order Q |

Process Option  Purchase Order
[oles MEDIAODT Q]

Add Cemments

a. SWIFT displays the Header Comments page. In the Comments field, enter a message with the
reason the agency is canceling or closing the contract shell.
b. Then, select OK.

Header Comments

S5etil  gHaRE Contract ID Version 1

Retrieve Active Comments Only [ Retrieve ]

*Sort Method | Comment Time Stamp b *Sort Sequence | Lzoending L Saort
Comments | Q | | View Al
\Use Standard Comments Comment Status  pogive l Inactivate I | -|— |
Contract is completed, per Mame and Email.| e

y
[Jsend to Supplier [ show at Receipt ’_Cop',' to Purchase Order

[ Show at Voucher

Associated Document

0 Cancel “ Refresh
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3. Onthe header of the Contract Entry page, change the Status to “Canceled” or “Closed” depending upon
if there is activity against it.

Contract

SetlD  SHARE

Contract D pOOOC00000000000000241512

*Status | Canceled L |

a. If you are cancelling a contract, SWIFT displays a warning message about canceling the contract.
Select OK.

This action will cancel the entire contract. Continue? (10400, 463)

The action that you are taking will cancel the entire Contract. If you do not want to cancel the contract, then you cannot perform the action at this time.

OK Cancel

4. After you cancel or close an existing supplier contract, the Status will reflect this change when you
search for it.

Contract
Contract | Versi Short S li 5 li Contract
S5etiD Contract |Dv on .rac Erston Contract Style Process Supplier ID 2 rAlss SR Expire Date ontrac
Version Status . Name HName Status
Option
R - Furghzse
SHARE 0000000000Mm241512 1 Current Ord Order Canceled
Order

You have successfully canceled or closed a supplier contract shell.

Steps to cancel an existing supplier contract line.

Note: you can only cancel a contract line.

Step 1: Navigate to the Contract Entry page

View Step 1 in the “Steps to cancel or close an existing supplier contract shell” in this guide.

Step 2: Review the contract line before canceling it.

1. Make sure that there is no activity against the line to determine if you can cancel it.
2. Make sure there are no outstanding purchase orders against it.
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Step 3: Update the Supplier Contract Line.

1. On the Contract Entry page, confirm or change the Status to “Open.”
a. If you change the Status and select Save at the bottom of the page, SWIFT displays the Change
Reason page.
b. Add a Reason Code and a comment about the change.
c. Select OK.
2. Lines without activity against them will have a Cancel Line icon, which is a red “X.”
3. Asan option, you can add line comments using the Line Comments icon, which is a white comment

bubble.

Lines

Details Order By Amount  lem Information  Defaull Schedule  Release Amaunts  Releasss Quantiies  Line Graupings Spand Threshald

Line item Description uom Catagory '“;L"I':u?' status

1 [ | Q | |5cﬁ1-.-;'e AFE_‘ =] |- Q | |--.'-'.'.'.'. Q | T -] g ] 4
2 R Q] |[ersiming A,E‘ B® [ Q] [ Q] | W X

4. When you are ready to cancel the line, select the Cancel Line icon.
5. SWIFT displays a warning message. Select Yes if you wish to cancel the line.

This action will cancel line 2 for this contract. Continue? (10400 462)

The action that you are taking will cancel this line for this Contract. If you do not want to cancel this line, then you cannot perform the action at this time.

Yes ‘ No ‘

6. SWIFT updates the Contract Entry page. The line now has a “Cancelled” Status.

Lines

Details Order By Amount  ltem Information Defaull Schedule  Release Amounts  Release Quanfities Line Graupings Spend Threshald ]
Inciugs for
Line Item Description uom Catagory Rolegss | StEtuB
| i i [ [P = | i i Il
{o Q] {fsotmere 7 io® = a] R B B == i x :: =
________ | H H  — H H H oo H | H -
2 ™) training B |ea BE100000 i -] E: Ic::-w et I =

Step 4: Save the Supplier Contract.

Press the Save button at the bottom of the page.

The Change Reason page reappears. Update as needed and then press OK.
When you are ready, update the Status to “Approved” at the top of the page.
Select Save and respond to the Change Reason page.

P wNPR

You have successfully cancelled a line on an existing supplier contract.
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