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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

e Step 1: Navigate to the Contract Entry page
e Step 2: Edit the supplier contract
e 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.

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 New Value

* Search Criteria

SetiD | =[v] SHARE Q
containg  [W|| | 145347
Contract Version | = v

Version Status | = V] v

Contract Style | begins with[™] Q
Contract Process Option | = V] ™|

Short Supplier Name | begins with[w] Q

Supplier Name | begins with ] Q

OSP Contract Release NbrT-Nbr | begins with[~] Q

Description | begins withﬂ

[ Caze Sensitive

P =] - N
Clear Basic Search & Save Search Criteria

Search Resulis

Wiew Al
SetlD | Contract ID Contract Version Version Status Contract Style Contract Process Option Supplier 1D
SHARE! DDD0O000DDOD00O0DDD145347 | 1 Current Purchase Order | Order 0000202845
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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

onit.
Contract Entry
Contract
SetlD  SHARE Contract Version
Version 1 Status  Cumrent
Contract ID  0000O00000000000000123202
F Approved Date  10v28/2017 New Version
*Status
*Administrator/Buyer Q Add a Document
~ Header @
*Contract Style |Purchase Order Q
Process Option  pyrohaze Order
Add C: ts
sooooc. |CARVERSOMIOT Q| oovco 0 | omment |

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.

Q i 4 |20f2]V] View Al

Inactivate ==

(L

Use Standard Comments Comment Status  Active

Updated Line 2 to move to FY20 per project manager name|

[0 Send to Supplier [0 Show at Receipt [J Copy to Purchase Order

[ sShow at Voucher

Associated Document

From -> CNT SHARE-0000000000000000000145347

II' Cancel Refresh

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.

Dietails Order By Amount Item Information Default Schedule Release Amounts
Line Item Description
1B Hazardout Hygiene Services
5 B Q | F 20 - hazardous hygience servicesl
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Step 4: Save the supplier contract

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

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

Reason Code Page %

Help
Enter a reason cede and comment for making changes that are being tracked.

SetlD SHARE Contract ID  00DD0000300000000001 45347

OTHER Q
W
Other. Updated line for FY20 LR

[ use Same Reason Code
| OK | Cancel Refresh

2. Onthe 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.

Contract
SetlD SHARE Contract Version
Contract ID  0000000000000000000145347 Version 1 Status  Cumrent
['status | Approved | New Version Approved Date  D/21/2018

You have successfully edited an existing supplier contract shell.
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