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Mass Change of Contract 

 

1. Search for the Contracts that require change in the Personal Object Worklist (POWL) 

using any applicable criteria.  In the example below the Status field was used to search 

for Released Contracts.  Select the APPLY button. 

 

2. Select the applicable Contracts by selecting the first Contract then holding down the 

shift key on the keyboard and selecting the last Contract.  Next, select the MASS 

CHANGES link on the One Step toolbar. 
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3. The Mass Change Wizard will display.  On the first screen, select the NEXT button. 

 

The Define Mass Change screen will display.  Here you can select from a number of options to 

change.  It is not possible to do a Mass Price Change to a Contract at this time.  However, as you 

see by the lists displayed below there are a number of items you can change.  In the example 

below, we will demonstrate how to change the validity date on multiple contracts.  Keep in 

mind that the dates must be the same from what they are being changed from to what they are 

being changed to. 

 

 

 

 

 

 

4. Select the parameter that requires change. In this example we have selected Validity 

Period.  Entered the old value, then the new value has shown below.  Select the NEXT 

button. 
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5. This will take you to the Simulate Mass Changes display.  Select the START SIMULATION 

button 

 

6. This will simulate the change process.  Select the NEXT button. 

 

7. All items will disappear as shown below.  Select the START MASS CHANGES button. 

 

8. A message will display promptly, and display the screen shown below.  You can now 

select the CLOSE button. 
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9. Go back to the POWL and enter the Contract number(s) into the Number field(s) and 

select the APPLY button to rerun the search to ensure that the changes have been made 

to the Contracts as shown below. If your Contracts are still showing in the results, simply 

select the REFRESH link. 

 

To update the price on an escalated price contract, complete the following steps. 

10. Select Change Conditions. 
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11. Enter USD for Currency.  Select the Prices radio button. Enter the Value type that you 

desire.  In the example below, “Increase by percent” was selected.  So, “3” was entered 

for the percent to be increased by.  You can also select an Effective Date for the price to 

be increased on. 

 

12. Select the NEXT button. 

 

13. Select the START SIMULATION button. 

 

14. Select the NEXT button. 
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15. Select the START MASS CHANGES button.  Select the CLOSE button. 

 

16. Go back to the POWL and enter the Contract number(s) into the Number field(s) and 

select the APPLY button to rerun the search to see that the changes have been made to 

the Contracts as shown below.  Or, if your Contracts are still showing in the results 

simply select the REFRESH link. 

17. Open your contract to see the change in the pricing structure. 

 


