Swift entry of PT Work Order Shell, Encumbrance and
Work Order Signature Process in SWIFT

June 22, 2016
STEP 1
Creation of Work Order Shell
Swift Link below

https://portal.swift.state.mn.us/psp/por91ap/EMPLOYEE/EMPL/h/?tab=PAPP_GUEST 

Swift Help desk Phone – 651-201-8100

Purchaser Log into SWIFT
· Enter ID

· Enter Password

· Click on Financial Supply Chain Access
· Click on Supplier Contracts
· Click on Contract Entry

· Click on Add a New Value
· Click on Add
You are in an empty Contract Entry Shell, to process a work order (WO) do the following:

· Enter your Administrator/Buyer number

· Click on PO Defaults (under Order Contract Options)

· Enter Buyer number
· Click Ok

· Enter Origin (click on search button and enter – see PT Work Order)
· Origin – is the Program/Division who is issuing the Work Order (MPCA Project Manager Program/Division) 


· Click on OK (this will save and return you to Contract Entry)

· Enter Admin/Buyer number

· Click on Vendor ID Search by name or hour glass button (Will bring Look Up)

· Vendor ID – change to contains

· Enter Vendor ID off of our Vendor Cheat Sheet or look up in Swift  

· MPCA Vendor Cheat Sheet.xlsx (Ctrl & double left click)
· Click Look Up
· Verify it’s the correct vendor name and
·  Click on Vendor
· Change Begin Date to what is currently on the WO form.

· The date the Work Order shell is being created will default.  Change this date to the Work Order effective date (line 2 off the work order form).   
· Need to allow sufficient time for processing and encumbrance of the documents.  
· Discuss with the Project Manager if the date needs to be changed.  

· Enter Expire Date which is given on the WO form.

· The date is located off the Work Order (line 3 of the Work Order form).

· Enter Description (Should be the Div/Unit/Project Name; limited to 30 characters) – Refer to SWIFT Work Order Description Cheat Sheet 
· (use the cheat sheet – this information will show on the Agency approvers email as the title  - the program approvers will be looking for their unit work orders to approve.)
· Skip this Step.  When entering MPK on the details page this will autofill.
· MMD Contract Release Number/T-Number  
· Click Maximum Amount (enter dollar amount listed on WO Form, work order amount, (including contingency if applicable) 
· Go to Details (under Contract Items)
· Click Description box – Use Project Name only (this information forwards to the Purhase Order (the public will view this information) 
· Add to Comment box – certy under $25,000 
· Please do not use dates in the work order shell or purchase order.
· Click Return
· Click UOM always use EA
· Click Category enter information from Vendor Cheat Sheet  
· MPCA Vendor Cheat Sheet.xlsx (Ctrl & double left click)
· Click on Order by Amount
· Click Merchandise Amount  (enter work order amount including contingency)
· Click on Release Amounts
· Click on Fiscal Year. Make sure Fiscal Year is correct (this usually needs to be changed)
· Click Maximum Line Amount (enter work order amount including contingency) (one line only)
· Make sure if there is contenency funds –
· Click on save (bottom of page)
At this point Contract ID # has been assigned and work order shell can be saved
Copy Contract # from Swift shell to Work Order form

· On Contract Entry Page

· Click on Add a Document (top of page on right side)
· Click on Document Type arrow and select Professional/Technical Contracts
· Click on CPV Contract Indicator arrow and choose AGY
· Click in Contract Type and Enter MWK, hit enter

· Click on Statement of Purpose Statement of Purpose – provide a brief sentence of the scope of work.  (i.e., drilling, sampling, monitoring – follow Agency best practice -  limited to 200 characters) No personal data – 
· Guidance from Swift - Note: DO NOT INCLUDE INDIVIDUAL VENDOR NAME IN THE STATEMENT OF PURPOSE. The data in the field will be visible to the public on the Citizen’s Portal where the public can view budget, accounting and procurement information. Under certain circumstances this info is private data.
· Click on Sourcing Method 
Choose RFP for Work Orders 
· Click on Contract Manager 

Add Purchaser Name – Do not use Program Staff Name
· Click on Referenced MPK Contract ID # this is the Master Contract # use the find button to locate the master contract number – refer to the MPCA Master Vendor Sheet 

· Click Save
· Return to Contract Entry
· Set Status to Approved
· Click on Save
STEP 2

Purchase Order Encumbrance Setup
Purchaser encumbers the Work Order document in SWIFT (same step as if routing outside of Swift) – Purchaser follow Purchaser SWIFT QRG or MPCA process for creating an excumbrance.
Purchaser updates the Work Order documents with contract number and PO Number in Purchaser x drive under the Contract Managers name in a separate folder for each Project Manager within the Contract Manager folder.
STEP 3
Purchaser uploads documents into Swift.
Purchaser logs into SWIFT

· Enter ID

· Enter Password

· Click on Financial Supply Chain Access
· Click on Supplier Contracts
· Click on Contract Entry

Search for 

· Search for Contract Shell ID

· Click on the Contract ID line for the Work Order
· Set to open status
· Click Save
· Purchaser verify the dollar amounts (Line 5 & 6 off work order) before approving the Work Order Shell.

· Select Other
· The Change reason box will pop up – add note in box:  Uploading Work Order documents
· Click OK
· Click on Add Document 
· Click the Configurator Selector button.  Answer the questions
· Are you building your contract document in Swift electronically?

· Select - Yes
· Do you know what PT Document Template you need?

· Select Yes
· Please select from the list

· Select - Agency specific document
· What State Agency?

· Select - Pollution Control
· Please select your document
· Select - PCA Contract Work Order (Delegated PT Work Order)
· You will see in print – Configuator ID found: PCA_CONTRACT_WO, press Finish to complete selection.
· Click Finish
· Click the Create Document Button
· Click Edit Document Button
· Click yes, you want to open the document 
· Keep this document on one of your screens 
· Open the PM work order document.  
· Verify work order dates – to allow sufficient time for approvals – check with PM if needed.

· Go to Swift template and enable edits
· Go to Review and unable the track chanages
· Delete all content in the template
Use the Snippet Tool to copy the Work Order document from the x drive to the document template that opens.  
· Click new snipping tool pop-up box
· Screen will change to a faded look

· Drag cursor (red)  to the far left corner of the document and drag the cursor to the bottom of the document

· (you are snipping the complete document)

· Right click on the picture

· Select Copy

· Right click paste on the Swift template (that is blank)

· X out of the snippet work order template.
· Save this Swift document to the x drive.
· X out of the Swift document to close the document.

· Click the Check in button
· Click ok
· Find where you saved your document and check in the document by:
· Click browse and go to x drive to locate the document
· Click upload 
· Click on Return to Contract Entry link (located at the top right hand corner)
· Click on Save Click on Status arrow and change to Approved
One dialog boxes will pop up.  
· Click Ok 
· Click on Save
Onother dialog box pops up.
· Click Ok 
Upload and Attach other Documents into Swift for electronic signatures 
To add other files (workplan – includes the budget, checklist, 16C/16A if necessary, etc) (Do not need a copy of the purchase saved in Swift).
· Click on Maintain Document button (top right-hand side f screen)
· Click the Add Attachment and Related Documents link at the bottom of the Document Management page. 
· Click upload document attachments 
· Browse. Find the workplan, and other related documents (each document should be attached separately.  
· Click upload
· Continue to Browse until all documents uploaded
· Document attachments (A) include directly-related contract attachments, such as Work plan, Budget, Gantt Certifications ; they derive from outside SWIFT.  
· Add document titles to each uploaded document.  For examples, label Work Plan, Checklist, etc.

· Click the box (Allow email/dispatch) to designate if the documents are viewable to the Contractor for each attachment. The routing checklist, 16A/16C documents are for in-house review only and should not be sent to the Contractor.
· Click OK
· This will return you to the Document Management Screen
STEP 4
Setting up Work Order Document for Internal & External Signatures (following encumbrance and uploading documents)
NOTE: Do not make changes to any documents or screens during the approval process; this is not allowed and thus, it will cause errors and delays. If documents need amending the approval process must begin at the beginning, once the documents have been changed and revised documents upload or attached in SWIFT.

Setting up and Routing for Electronic Signature Approvals before PT approval process
Purchaser logs into SWIFT

Set up the electronic signature routing on the Documents Page. 

Click on Electronic signatures setup link

Click user ID – select hour glass to select person
Enter User ID in shell of the vendor contact who will sign the contract. (Note only one vendor signature can be obtained.) or Click the Look Up and Choose which Vendor contact you would like to have electronically sign the document.  Refer to the MPCA Vendor Cheat Sheet.xlsx for the User Id to use. 
Internal Signator Setup 

This Page is where you can add additional signers or change the default signers.  Refer to the Program Cheat Sheet.  Use the Authorized Representative for the program listed by Unit and Division.  Example:  REM PR1 = Don Milless
· Verifyr Position Title must be entered.  Use Document Signer. 
· For internal signers (PCA and Admin), SWIFT defaults the required signers by role (R). 
· The Encumbrance Verification Signer and the State Agency Signer are both required signers on all contracts. P/T contracts will also default the MMD signer. 
· For encumbrance verification, select “R” rather than ”U”.    (This allows back up for the Purchasers.  The Purchaser who created the work order sheel and encumbrance should also be the approver, unless back up is need if the Purchaser is out of the office or unavailable.)
· Purchaser who is sending the Work Order for signatures should be the encumbrance approver.  
· Click (hourglass) next to the Type box.
·  Choose the Project Mangers –Supervisor (User not Role) for the person who will approve the Work Order. 
· Enter position title of Signer – PCA Signer
· For MPCA Signature, change R to U and select specific authorized representative based on the Work Order Appproval Cheat Sheet.  
· Use the MMD signer for Work Orders over $100,000 (add Jayne or Cathy Moeger if Jayne is unavailable) Cathy cannot sign for MPCA and Admin.  Delete this approval role if not over $100,000. 
· Enter position title – Admin delegated Approver
· For Master Contract Work Orders that don’t require Admin’s signature, remove their role and route.
When all signer details are entered, 
· Click the Validate Signer Data Button then 

· Click the Route for Electronic Signature Button

Purchaser will approve the 1st two approvals – notification will be received through email from Swift.  

· Click Approve to approve the document. SWIFT opens the Document Approval Status page. (Purchaser)
· Click the Approve button again to confirm approval. (Purchaser). 
· Click Save (When this step is completed the PT Coordinator receives a notification from SWIFT to approve.)
Purchaser checks email to and opens email and clicks on link.  Once the Purchaser approves the 1st and 2nd approvals – Swift notifies the next approver that a document is pending their approval.  
Yes, this is duplicative, however, you are approving as the Contract Administrator and as Contract Manager. The Contract Manager is not in Swift and has approved through Tempo.  

After Purchaser wait for PT approver and receipt of notification in SWIFT.

Purchaser - When all approvers have approved the document, SWIFT updates the Document Approval Status page to show the result for each approver. SWIFT also changes the document status to “Approved.’  Contract Administrator (Purchaser) is notified.
· Purchaser Click the Dispatch Button

· Switch the Delivery/Method to Manual 

· Click Ok

· Click on the external Contacts Signers Link

· Click the Update from Vendor Contacts button

· Click Ok

· Click the Electronic Signature Setup Link

· Click the Validate Signer Data Button then 

· Click ok

· Click the Route for Electronic Signature Button

· Click ok

· Click return to document maintain

· Click preapprovals
· Submit for approvals 

· Click save

To double check if the document was dispatched click on the Electronic Signature Details Link
In the External Signers box under the Sign Status column it should say pending.  This means it was sent to the contractor for approvals. 
After Vendor signs it will notify the internal signers based on sign order to sign the document.
Purchaser receives notification in SWIFT that all approvals have been received. Once notification is received the Work Order can be executed and will continue routing electronically for final interal approvals. 
STEP 5
EXECUTING THE Work Order DOCUMENT –Purchaser
When all signers have signed the contract document, SWIFT updates the Signature Status to “Signed. 

Purchaser Logs into SWIFT – Purchasing module – Purchasers can decide if this step is needed.
· Search for Work Order document
· Click on new work order (Purchase Order) to go to the original purchase order
· Uncheck the “hold from further processing” and the purchase order can then be dispatched
· Click Save   (This will enable vendor to see any PO info in the supplier portal.) Once all signatures have been obtained the Purchaser
· Once PO is dispatched, etc., you can now execute the contract 

· Click Execute Contract

· Work order is considered “executed” when the last signature is obtained, but this step is required to complete the process
· Go back to contract entry tab 
UPON EXECUTION:  Click link in the email from Swift
· Return to maintain page link

· Click Maintain Document link
· Click Send to Contacts button
· Note that there is no auto-notification to vendor when executed.  Be sure to send contractor an electronic copy once fully signed.  
· Verify the box that “in the files to be sent area” the box send to copy to administrator is checked.  When that box is checked the Purchaser will receive an email automatically.  
· This will be the version you down load into Tempo and lock into on-base
· Purchaser to make sure all documents that need to be down loaded into on-base include – (certification form, 16A/16C, in-house memos, etc.) Some of the documents that the Contractor does not receive.
· Selct xml document from the “send as File Type” drop down box.  

· Leave delivery method as email
· Change the subject line  - (Executed work order “Project Name” work order contract ID number 000000000000xxxxxx)

· Edit message box to be specific regarding the document – (Executed work order.  Please retain for your records).
· Check the attachments box in the Files to be sent area.
· Click ok
· On the document management page 
· Click Execute Contract ( on the left side of screen)

· Click Send to Contacts button 
When this button is executed an email goes to the Contractor and Purchaser

· Click OK
Purchaser opens Outlook
· Click on email from that was sent from Swift (this email contains the executed Work Order and Workplan/budget documents, etc.)

· Open the x drive documents in the Contract Manager – Project Manager specific folder.  

STEP 6
Uploading Work Order documents into Onbase – See specific instructions created by Mary E.
Use the following steps to assist with Troubleshooting

Please note theses are for informational purposes only.  Questions, ask Jayne.

Contract Administrator (= Purchaser) - identified on the Contract Entry page. May or may not be the person sending the contract document for approval. If it is, workflow is set to self-approve and the Approve or Deny buttons are available on the Document Management page. If it’s not, Contract Administrator is notified via email and can access the document in their worklist.

Contract Manager (SWIFT) (= Purchaser) – this person is identified on the Create Document page. It is a required field. This should be the same person as the Contract Administrator.

· If you need to go back and change the CM to the Purchaser, you will need to: Return to Contract Entry. Change status to Open.  Save.  Go to Maintain Document. Go to Document Details. Change CM. Save.

Additional Approver – also identified on the Create Document page. This field is optional. If no Additional Approver was identified, SWIFT skips this approval step.  SKIP THIS STEP unless work order is over $100,000.  If Work Order is over $100,000 insert Jayne Stilwell Lamb, if Jayne not available insert Cathy Moeger.

Contract Coordinator – person at the agency responsible for reviewing P/T contracts before they are sent for signature 
NOTE:  Troubleshooting Vendor ID:  If the vendor’s User ID or Name are missing or not correct, you can check their Vendor Contact info as follows:

· Go back out to Main Menu and click on Vendors.  
· Under Name 1, select ‘contains’ from the dropdown menu, enter the Vendor name and click the search icon.  Select appropriate vendor from the search results by clicking on their name.  
· Then click Search button at bottom of page.  
· Select Contacts tab at top of page and then click on View All on right side of blue bar labeled Vendor Contact. Locate the individual and ensure they have the following information in place:
· Authorized to Sign Contracts box is checked, as well as Allow Document view Access box. 

· They have their own distinct Vendor User ID with no one else’s name listed next to it.

· If the name or ID is not correct you will need to contact the vendor and have them refer to the vendor instructions to update their contact information.  

· Note that the contract cannot be routed for signatures until this info is correct.
CANCELLING APPROVAL

Navigation: Supplier Contracts>Create Contracts and Documents>Document Management

1. Click the Approval Details link to open the Document Approvals Status page.

2. On the Document Approvals Status page, click the Cancel Approval Process button.

3. Click Return to Document Management to complete the cancellation.

4. From the Document Management page, click the Approval Details link. When you cancel the approval, SWIFT updates the Document Approval Status page to indicate that approval was terminated. 

5. If all else fails, try to click on Edit Document and check it out.  Then cancel the check out.  That should take it out of the approval status.

MANAGING THE DOCUMENT SIGNATURE PROCESS
Navigation: Supplier Contracts>Create Contracts and Documents>Document Management

Note: Technically documents can be added during the signature process up until the contract is in executed status.  However, this ability should be used very sparingly and should NEVER change the terms and conditions of the contract or attachments (e.g., 16C to show that no work has been done prior to execution when start date has passed; renaming an attachment in SWIFT - not on the attachment itself; attaching the RFP.) 

Troubleshooting:

a) If the vendor can find the document, but can’t sign it (e.g. the button for them to accept or deny is gray and they are unable to click) that means that it was Dispatched and routed to a different contact from the company OR it was Dispatched and not routed for signatures. Click the “Route for Electronic Signature” button on the Electronic Signature Setup page.

b) If the vendor can find it, but can’t see any of the documents or attachments… that means it was routed for signatures but not Dispatched.

c) If the vendor can’t find it at all… it was probably the Update from Contacts button. One other cause may be the Browser Cache.  See SWFT guidance on how to clear Browser Cache.  
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