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Mass Change of Contract 

 

This procedure is used to make changes to multiple contracts or multiple line items at one time. 

 

1. To locate the Contract, search for the Contracts that require change in the Personal 
Object Worklist (POWL) using any applicable criteria.   

2. Select the Apply button. 
3. To make changes to a Contract, select the applicable Contracts and select the Mass 

Changes link on the One Step toolbar. 
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4. The Mass Change Wizard will display.  On the first screen, review the information and 
select the Next button. 

  

The Define Mass Change screen will display.  This screen provides you with several options to 
choose how the contract is to be changed.  In the next few steps, we will demonstrate how to 
change the validity date on multiple contracts.  Keep in mind that the dates must be the same 
for all contracts. 
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5. In this example we will select Validity Period from the Header Data Parameters to revise 
the validity period for the contract.   

• Entered the Old Validity Date Period (current), then the New Validity Period 
(revised).   

• Select the Next button. 

  

6. This will take you to the Simulate Mass Changes display.  This is the step that allows us 
to simulate the change to make sure that everything that was done so far will allow for 
the change.  Select the Start Simulation button 

7. This will simulate the change process.  Select the Next button. 
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8. The process for making the changes will now begin.  Select the Start Mass Changes 
button. 
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9. A message will display promptly, and display the screen shown below.  You can now 
select the Close button. 

  

10. Rerun the search to ensure the changes have been made to the Contracts, display the 
POWL and enter the Contract numbers into the Number field. 

11. Select the Apply button.  
• If your Contracts are still showing in the results, simply select the Refresh link. 

12. Display the Contract and review the information to verify the changes took. 
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To update the price on an escalated price contract, complete the following steps. 

1. From the Item Data Parameters, select Change Conditions. 

  

2. When the Change Conditions screen displays, enter USD for the Currency.   
3. Select the Prices radio button to change the pricing.  
4. Enter the Value type that was established in the creation of the Terms and Conditions.  

In the example below, “Increase by percent” was selected.  
5. Enter the amount by which the pricing will increase.  Since Increase by percent was 

selected, “3” was entered for the percent to be increased by.  You can also select an 
Effective Date (sometime in the future) for the price to be increased. 

6. Select the Next button. 
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7. To simulate the change, select the Start Simulation button. 
8. Select the Next button. 

  

9. To complete the changes, select the Start Mass Changes button.   
10. Select the Close button. 
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11. Rerun the search to ensure the changes have been made to the Contracts, display the 
POWL and enter the Contract numbers into the Number field. 

12. Select the Apply button.  
a. If your Contracts are still showing in the results, simply select the Refresh link. 

  

13. Display the Contract and review the information to verify the change in pricing 
structure.   

 


