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Other Document Actions
Navigation: Supplier Contracts/Create Contracts and Documents/Contract Entry
These buttons are for actions you may need to user during the process as they will not all be available once the document has been sent for Signatures/Approval/Dispatched/Executed.
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This is used to send a copy of the contract information to an external user.  If available, attachments and related documents can be sent.

The document can be set to Checked Out and by default a copy is sent to the Administrator (This can be unchecked).

(Essentially this is an Ad-hoc version of external collaboration)

Refresh Document

Use the Refresh button when you want the content from the current generated version of the document to remain the same, but need to update changed bind variables, or wizard variables with their new values. 

If repeat or rule binds do not change, the resulting contract should remain the same as the prior version, with the exception of the bind value changes. If a repeating or rule bind variable changes, the entire section that contains that variable will be rebuilt.
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‘Selectthe desired versioning option and enter 3 bref descrition describing the changes. Select the OK button o iniate the process toreffesh the document.
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Click OK

Recreate Document

You can use the Recreate Document button to completely re-create the document. Re-creation is the same as creating a new document. Using re-creation, you can also change configurators to rebuild the document.
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‘Selectthe desired versioning option and enter a brief descripton describing the changes. Select the OK button to proceed and the process to generate the new document

willbe siarted.
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Compare Documents

Use this page to select which version of a document you want to compare with a current document. 

You use the Compare Against options to select which type of comparison you want to make.
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Deactivate Document

If the executed contract is complete and no amendments will be issued, the Supplier Contract Document may be deactivated.
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Click Deactivate Document
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Deactivating vl mark ths document as cosed. The document willthen be locked to further modifications.
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Enter any Comments

Click OK
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If necessary, the document may be reopened by clicking Reactivate Document.

The following are new roles for Supplier Contract Management Module
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