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Create a Contract Document Electronically

The primary feature of SWIFT Supplier Contract Management is the ability to create, manage and track
contract documents electronically. Because all documents are contained within SWIFT, there is no need
to print, physically distribute or file contract documents. Agencies can execute a final contract document
in SWIFT.

To create a contract document, SWIFT sets up contract document templates called “Configurators” in
SWIFT. The Office of State Procurement (OSP) approves and uploads the templates of official contract
documents.

This guide presents the steps to create a contract document electronically through SWIFT. It assumes
that you have already created the contract shell.

Steps to complete

e Step 1: Access the contract shell in SWIFT

Step 2: Add a document

Step 3: Select the Document Type and Document Configurator for that type
Step 4: Answer the questions on the Configurator Select Wizard page

e Step 5: Answer the questions on the Wizard Execute — Document Creation page
e Step 6: Process the contract document within SWIFT.

e Step 7: Complete the contract document

Steps to Create a Contract Document Electronically through SWIFT

Step 1: Access the contract shell in SWIFT

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.

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

2. On the Search Results section, press the link of the Contract ID.
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Contract Entry
Enter any information you have and click Search. Leave fields blank for a list of all values.
Add a New Value
 Search Criteria
SetiD | =[v] SHARE Q
containg [V 145347
Contract Version | = [~
Version Status | = [+ [
Contract Style | begins with[] Q
Confract Process Opfion | = ﬂ ﬂ
Short Supplier Name | begins with[v] Q
Supplier Name | begins with ﬂ Q
OSP Contract Release Nbr/T-Nbr | begins with[~] Q
Descripfion | begins withﬂ
O Case Sensitive
Clear | Basic Search & Save Search Criteria
Search Resulis
View All
SetlD Contract ID Contract Version Version Status Contract Style Contra
SHARE | D000000DDD000000000145347 | 1 Current Purchase Order | Order

Step 2: Add a document

SWIFT displays the Contract Entry page for that contract. Select the Add a Document button on the
right side of the page. In order to add a document, the Status must be “Open”. SWIFT opens up the
Create Document page.

Contract
SeflD SHARE Contract Version
ContractiD 000000D000000G00000145347 Version 1 Status  Current
*Status | Open ﬂl New Version Approved Date  0%/21/2013
*Administrator/Buyer - Q Add a Document

Step 3: Select the Document Type and Document Configurator for that Type

1.

document types.

Select the Document Type. Currently, there are Document Configurators for these contract

Document Type

Description

ALP and Acquisitions

A group of different contracts for purchases and acquisitions
within the Authority for Local Purchase (ALP) for a buyer or
contract coordinator.

Grant Contracts

Contracts that are financial assistance or services furnished by
the agency via a third party to an eligible recipient.
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Document Type

Description

Professional/
Technical Contracts

A group of different contracts for professional or technical
services (P/T). P/T services are intellectual in character, including
consultation, analysis, evaluation, predication, planning, or
programming, or recommendation, and result in the production
of a report or the completion of a task. P/T contracts do not
include the provision of supplies or materials except by the
approval of the commissioner (of Administration) or except as
incidental to the provision of professional or technical services.

2. Press the Configurator Selector button.

Create Document
Source Purchasing Contracts

SefilD SHARE

Confract Style Purchase Onder

Configurator ID

Supplier AMERICAN ENGINEERING TESTING INC

*Document Type | $ProfessionaliTechnical Gntrot

Contract ID  0000000000000000000145347

™

I Configurator Selector

Step 4: Answer the Questions on the Configurator Select Wizard page.

SWIFT opens up the Configurator Select Wizard page. This page provides questions to answer. SWIFT
will build your document depending upon how you answer the questions.

e The document template includes the necessary clauses and legal language for your contract

document.

e Inthe example below, on the first question, you need to select “Yes” to build your contract
document electronically in SWIFT.

e The Office of State Procurement in the Minnesota Department of Administration can provide
information about these contract documents. http://www.mmd.admin.state.mn.us/

1. Answer the questions. When you are done, select Finish.

Configurator Selection Wizard

Setid SHARE
Wizard ID  P/T CONTRACT DOCUMENTS

Wizard Instructions

Question Groups

Group Instructions

Questions

“*Do you know what P/T Document template you need?

**Plezse select from this list:

Wizard Execution X

Process
Please use the following questions to select the P/T Contract Document that you will need.

Question Group PROFESSIONALTECHMICAL CNTRCTS
Please answer the following questions to select the P/T document you need

Help

Description ProfessionalTechnical Contract Document Selection

of 1[v]
Previous Finish
Yes M
| —— |
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2. SWIFT returns you to the Create Document page.

e View the Configurator ID to make sure you select the right Configurator and contract document.

e Confirm or enter the Contract Manager. This person becomes part of the workflow for
approvals.

e If the contract shell is self-approved, enter the same Employee ID in the Contract Manager and
Administrator fields.

e When you have entered all the necessary information, you can create the document
immediately.

3. Press the Save button at the bottom of the page.

4. Then, press the Create Document button.

O use Wizard Responses from Document: { Select Document)

o e P
| Create Document | Import Document Internal Contacts/Signers
External ContactsiSigners

| Save | Document View Access

SWIFT will open up the Wizard Execute — Document Creation page.

Step 5: Answer the Questions on the Wizard Execute — Document Creation page

1. On the Wizard Execute — Document Creation page, answer the question about electronic
signatures.

o If you answer “Yes,” SWIFT creates a grid for electronic signatures on the contract document.
e If you answer “No,” SWIFT creates signature blocks for manual signatures.

Wizard Execution X
Help
Wizard Execute - Document Creation
Wizard ID P/T CONTRACT DOCS Description MMD P/T Documents Wizard
Question Groups 10f 1[¥]
Previous Finizh

Question Group SIGNATURES
Group Instructions  F1Ease answer the following question:

Questions

“=Are you signatures y? - ...... ﬂ |

e You have the opportunity to change your response later if the signature requirements change.

2. When you are done, click Finish.

Step 6: Process the Contract Document within SWIFT.
SWIFT displays the Document Management page.

1. Asan option, you can view the contract document before you update it. Select View Document.
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View and Edit Options: Review and Approval: Other Document Actions:
View Document Route Internally Send to Contacts
Edit Document Route Externally Refresh Document
Add Attachments. ated Documents Preview Approval Recreate Document
Document Medification Summary
Document Version History Submit for Approval Compare Documents

o  SWIFT creates a Word document that includes a cover letter, the contract and any attachments
you selected. SWIFT will not save or process any updates to the Word document.

2. Check out the contract document.

e When you are ready to process the contract document within SWIFT, select the Edit Document
button.

o SWIFT opens up a Word document with the contract document. Essentially, you have checked
out the document for you to edit.

3. Edit the contract document with the contract requirements following your agency procedures.

4. Save the contract document on your computer.

o WARNING! DO NOT change the file name. SWIFT will only accept the same file to be checked in.

e As a best practice, use the track changes in Word. It should default. Make sure to turn on this
feature before editing the document. When editing is complete, go back, review and accept all
changes before saving the file.

e The Document Management page shows that the document is checked out, when, and by
whom. As long as the document is checked-out, only that person can make or save changes.

e Other users can view the document. While you check out the document, SWIFT disables other
functions on the page (e.g., routing for approvals).

Version 0.00 Created On  D9/25/13 10:23AM Document Details
Status Draft Last Modified On  D9/25/18 10:28AM
Checked Out On  D9/25/15 10:28AM

Checked Out By

View and Edit Options: Review and Approval: Other Document Actions:
ntemal Contacts/Signers Generation Log

View Document

External Contac gners

| Check In | Document View Access

Cancel Check Out

5. Check in the contract document.

e When you are ready to upload the revised Word version into SWIFT, return to the Document
Management page for the specific contract document.

e Press the Check In button at the bottom of the page.

e NOTE: If you need to back out of editing the document, press the Cancel Check Out button. This
uploads the document back to SWIFT in its original format and discards any changes you might
have made.
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View and Edit Options:
View Document

Cancel Check Out

SWIFT brings you to the Check In Document page.
Indicate the changes made and whether they constitute a minor or major change to the existing

6.
version of the document. Follow your agency’s policies.

e Update Version as needed.
o A minor change might be something cosmetic
o 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.

e Add a comment documenting the changes as needed.

e Press OK.

Check In Document
Select the desired versioning option and enter & brief description describing the changes. Select the OK button to proceed and you will then be

prompied to enter the filename.
Contract ID  DD0O00COD0DD0O00C0DD01 45347

SetlD SHARE
Supplier AMERICAN ENGINEERING TESTING INC

@' Minor Version (0.01)
iMajor Version (1.00)

245 characters remaining

SWIFT displays the Check In Document message. Press the Browse icon.

Check In Document

Upload Cancel

On your desktop, find and select the correct contract document, select Open.

File name: SHARE_[}UDUDUDDUDUDUUUDDU[|14534?_[}.0[}.me | hd ’AII Files (*.) ']

| Open Il Cancel l

SWIFT updates the Check In Document message. Select Upload.

Check In Document

Help

C-lUsers\fimec4 Desktop\ SHARE_0000000000000000  Browse...

Upload | Cancel

SWIFT returns to the Document Management page.
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Step 7: Complete the Contract Document

There are some additional steps to complete the contract document. More information about steps are
covered in SWIFT reference guides.

1. Asan option, you can send your contract document for review using the Collaboration feature.

e On the Review and Approval section, select the Route Internally button. SWIFT forwards the
contract document to staff at your agency or at another agency.
e Also, you can select the Route Externally button to send the contract document to the vendor.

View and Edit Options:

View Document

Optional
Edit Document
Add Attachments/Related Documents
Document Modification Summary
Document Version History Required

Review and Approval:

| Route Internally

| Route Externally

Preview Approval

| Submit for Approval

nternal Contacts/Signers

External Contacts/’

gners

Document View Access

Other Document Actions:
Send to Contacts

Refresh Document

Recreate Document

Compare Documents

Deactivate Document

Generation Log

2. Send your contract document for approvals. This step is required for electronic processing of
contract documents.

e In order to complete the contract document, you will need to submit it for approvals. Select the
Submit for Approvals button.

e  SWIFT opens up the Document Approval Status page. It shows you the pre-set approvers on this
contract document.

Document Approval Status

SetiDl SHARE
Supplier AMERICAM ENGINEERING TESTING INC

Contract ID 00D0ODOCOODDDDO0OOO01 45347

i~|Review/Edit Approvers

Business Approvers

© Request Information

SHARE/DN00000000000000000145247: Pending Start New Path

Pending

0—:} Coniract Administratar

e If you are the Contract Administrator and/or Contract Manager, you will need to self-approve it.
e All approvers need to go to the Approvals tile on their My Homepage to find documents to find
the documents to review and approve.

Approvals
| -
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3. Dispatch the contract document.

e After all of the approvers completed their review, return to the contract shell. On the
Document Management page, you will see that the Status is “Approved”.
e Press the Dispatch button.

Document Management

SetiD SHARE Contract|p 0000000000000000000145347

Supplier AMERICAN ENGINEERING TESTING INC
Contract Style Purchaze Order
Document Type 3SProfessionalTechnical Cntrct
Description Hazardout Hygiene Services

Administrator

Sponsor Financial Department ID
Version 0.01 Created On  09/25/18 10:23AM
Status __Approved Last Modified On  D2/25/18 11:47AM
| Dispatch |

o SWIFT displays the Dispatch page. Change the Delivery Method to “Manual”. “Email” option is
not currently operational. Then, select OK.

Version D.01 Files To Be Sent
Administrator
Current Document
Email_Switt Testing@state.mn.us Attachments
“Delivery Method | [T G| { Related Documents
Send as File Type [~ Preview PDF [ set to Checked Out

Send Copy to Administrator

Subject:
Documents for Review - Contract ID: D000030D000000D00D0145347

Contacts

g
11 of 1[v]
Q
Selected ContactID  Name Title Email ID Description
Select All Contacts Clear All Contacts
o

SWIFT brings you to the Document Management page. The Status is “Dispatched”.

4. Send the contract document for electronic signatures if you selected this as an option.

Version D.01 Created On  DS/25/13 10:23AM Document Details
Status Dispatched Last Modified On  D8/25/18 12:09PM
Redispatch
Execute Contract
View and Edit Options: Review and Approval: Other Document Actions:

View Document Approval Details Send to Contacts
Internal Contacts/Signers

Edit Document External Contacts/Signers Refresh Document
Document View Access

5. After the signatures are completed, press the Execute Contract button.

You have successfully created a contract document electronically through SWIFT.
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