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Edit a Contract Document Created Electronically

After creating and processing a contract document in SWIFT, you can edit it until you execute it in
SWIFT. You can edit a contract document multiple times until you execute it. To edit a fully executed
contract document, create a contract amendment.

It is the same process to edit a contract document whether you created the contract document using
SWIFT’s configurators or imported it.

e Contract templates use the XML document format. Edit them in Microsoft Word.

e Edit a contract document on the Document Management page.

e To edit a contract document, check it out in SWIFT. After you edit the contract document, check
it back into SWIFT and upload the new version.

IMPORTANT! In order to edit the contract document, check the header of the contract shell.
e The Status must be “Open”.

This guide provides the steps to edit a contract document in SWIFT. These process steps assume that
there is already a contract shell and contract document created in SWIFT.

Steps to complete

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

Steps to Edit a Contract Document Electronically through SWIFT

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.
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Contract Entry

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

Find an Existing Value Add a Mew Value

 Search Criteria
SetiD | =|v] SHARE
contains  [V]| | 145347
Contract Version | = ¥
Version Status | = [+
Confract Style | begins with[v]
Confract Process Option | = ﬂ
Short Supplier Name beginswilhﬂ
Supplier Name | begins withﬂ
O5P Contract Release Nbr/T-Nbr | begins withﬂ

Description | begins withﬂ

O cCase Sensitive

Clear Basic Search & Save Search Criteria

Search Resulis

Wiew All

Contract ID Contract Version Version Status Contract Style Contrag|

£ |oonoooooooonooaoooni4s347| 1 Gurrent

Purchase Order | Order

3. SWIFT displays the Contract Entry page for that contract shell. In order to edit the contract
document, the Status must be “Open.” The Authored Status should be “Dispatched.”

e Select the Maintain Document button on the right side of the page.

Contract

Setil SHARE

Contract ID  000000O000000000000154884

*Status | Open

*AdministratorBuyer |

~ Authored Document

I Authored Status  Dispatched I

Contract Version

Version

Approval Due Date

Status  Current

New Version

Maintain Document

Step 2: Edit the contract document

1. SWIFT opens the Document Management page. Go to the bottom of the page and select the

Edit Document button.

View and Edit Options:
View Document

Edit Document

Review and Approval:

Route Internally

Route Externally

Other Document Actions:
Send to Contacts

Refresh Document
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o Depending on the approval status of the document, SWIFT may display a message. Answer Yes
if you wish to edit an approved document.

Editting thiz document after it has been approved, will reguire reapproval. (10421,51)

Upon checkin the status will be set back to Draft. Do you wish to continue with the Edit?

Ne

e  SWIFT opens the Word document, which could include a cover letter, the contract document,
and attachments. You have checked out the document to edit.

0000000000000000000145346

Professional and
Technical Services Contract

State of Minnesota
SWIFT Contract No.: 0000000000000000000145346

2. Edit the contract document following your agency procedures.

e Save it on your computer.

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

o As a best practice, use track changes in Word. It should default. Make sure to turn on
this feature before editing the document. When editing is complete, go back 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.
Other users can view the document. While you check out the document, SWIFT disables other
functions on the page (e.g., routing for approvals).

Verzion 0.0 Created On  D925/18 4:43PM
Status Draft Last Modified On 092518 4:.50PM
Checked Out On 092518 4:50PM

Cheched Cut By

3. Check in the contract document.

When you are ready to upload the revised version into SWIFT, return to the Document Management
page for the specific contract document. Press the Check In button at the bottom of the page.

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

View Original Document

View Amendment File

Check In

Cancel Check Qut

SWIFT brings you to the Check In Document page.

e Indicate the changes made and whether they constitute a minor or major change to the existing
version of the document. Follow your agency’s policies.

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.

e You must also provide a comment documenting the changes made.
e 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.

setlD SHARE Contract ID  DO000CO000000000D001 45335
Supplier INNOWVATINE OFFICE SOLUTIONS LLC

Minor Version (0.02)

O Major Version (1.00)

+
| *Comments | Check In: Updated the document fo include additional deliverables per project manager's iELZ
name|

161 characters remaining

o  SWIFT displays the Check In Document window. Select Browse.

Check In Document X
Help

Browse...

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

File name: SHARE_0000000000000000000145347_0.02xml  ~ |All Files (*.7) Vl

Open Cancel ‘

o  SWIFT displays an updated Check In Document message. Select Upload.

Check In Document x

C\Usersifimeci4'\DesktoptSHARE_0000000000000000 Browse... |

Upload Cancel

SWIFT updates the Document Management page. SWIFT shows that an updated version and a “Draft”
Status. If you wish to see the changes, you can press the Document Version History link.

Version 0.02 Created On  DS/2618 T:43AM Dosument Details
Status  Draft Last Modified On  DS/26/18 8:58AM
View and Edit Options: Review and Approval: Other Document Actions:

View Document Route Internally Send to Contacts

Edit Document Preview Approval Refresh Document

Add Attachments/Related Documents

Submit for Approval Recreate Document
Document Medification Summary
I Document ‘Versicn History I Approval Details Compare Documents
pEpNEoCECTis— |

4. You are ready to route the edited contract document for collaboration, approvals, electronic
signatures, dispatching, and execution.

You have successfully edited a contract document created electronically.
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