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QUICK REFERENCE GUIDE 
Updated November 1, 2019 

Edit a Supplier Contract Shell 
Once you create a supplier contract shell, there may be times when you need to change it. The nature of 
the change to a supplier contract impacts how you update it.   

The table below provides an overview of the different changes you can make to a supplier contract and 
when you would use this change.  

Type of Change Description of Change 

Amend a Contract In SWIFT, amending and updating a contract shell is the same 
process. Amending is used for formally updating the contract 
document created electronically through SWIFT. The supplier 
agrees to the change (e.g., update to the deliverables, dates or 
prices).  The change is legally binding. This method requires the 
formal approval and signature processes.   

Cancel a Contract Use when there has not been any activity on the contract. An 
activity includes purchase orders, receipts and vouchers.  

Close a Contract Use when there has been activity on the contract. An activity 
includes purchase orders, receipts and vouchers. SWIFT will not 
allow you to cancel or close an existing contract or contract line if 
there are any active transactions against it. 

Create a New 
Version 

Use when you want to cancel a contract line or reactivate the 
contract line that was cancelled.  

Update a Contract In SWIFT, amending and updating a contract shell is the same 
process. Updating is used when the change does not impact the 
supplier on the contract document created electronically through 
SWIFT. For example, use this option when you need to update the 
buyer or change the description.   

This guide provides the steps to edit an existing supplier contract shell. It does not describe how to edit a 
contract document created electronically through SWIFT. 

Steps to complete 
• Step 1: Navigate to the Contract Entry page 
• Step 2: Edit the supplier contract 
• Step 3: Save the supplier contract 
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Steps to edit an existing supplier contract 

You will need to switch the Status from “Approved” to “Open” so that you can update the buyer or 
change the description. Then you need to return the Status back to “Approved”. Do not set a contract 
status to “Approved” until it is fully executed. 

Step 1: Navigate to the Contract Entry page  

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. SWIFT opens up the Search 
Criteria section of the Find an Existing Value page.   

2. Enter search items such the Contract ID. Press the Search button. On the Search Results 
section, select the Contract ID. 
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Step 2: Edit the Supplier Contract  
1. Edit 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 you are updating the contract shell.   

Select the Add/Edit Comments link on the header. SWIFT displays the Header Comments page. On the 
Comments field, enter a message why you are updating the contract shell. Then, select OK. 

 

 

3. Edit the contract information as needed.  

On the Contract Entry page, make the needed changes. In this example, the agency updated the 
Description and Release Amounts to move it to the next fiscal year.   
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Step 4: Save the supplier contract 
1. Press the Save button at the bottom of the page.  

• The Change Reason page reappears. Update it as needed and then select OK.  

 

 

2. On the header, update the Status to “Approved” at the top of the page.   

Do not set a Status to “Approved” until you have fully executed the contract document associated with 
this contract shell.  

You have successfully edited an existing supplier contract shell. 
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