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Attach Externally Authored Contracts

Audience: Procurement Managers, Procurement Contract Administrators, Buyers

Purpose: This job aid will assist you with applying externally authored contracts to purchasing
documents.

Action
Step

1 Log into Oracle. Home Page -> Procurement

AMANDA THOMASSON

Share thoughts with your colleagues

0 0

ollowing Followers

0 Employee News

0 My Flags

Click the Purchase Agreement icon.
3 Click the Create Agreement under the Tasks icon.

Requisitions
* Process Requisitions

N

« Import Requisitions

« View Requisition Lines
Orders

e Manage Orders

* Create Order

* Generate Orders

o Import Orders

E @l -o[m]

Agreements
® Manage Agreements

« Import Blanket Agreements
« Import Contract Agreements
e Initiate Retroactive Price Update

1 « Generate Approved Supplier List Entries

Click the Style list.
5 Click the Contract Purchase Agreement list item.

N

* 8tyle Contract Purchase Agreemel w

6 Click in and enter information into the Supplier field.
Click the Supplier from the list.
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Search and Select: Supplier

4 Search

** Supplier abc
** Supplier Number

** Alternate Name

Supplier Supplier Number D-U-N-S Number
ABC Appliance, Inc. 100006
ABC Movers, Inc. 102490

x

Advanced

** At least one is required

Search  Reset

Alternate Name

OK Cancel

Job Aid PC-011

Click in the Supplier Site field.

Select a Supplier Site from the drop down.

Supplier Site [ORDERINGO1 v

11

Click the Buyer field. Accept the Default Buyer.

12

Click the Create button.
Create Agreement x

* Style Contract Purchase Agreemel w

*
Procurem;nl} Lucas County | v

Supplier ABC Appliance, Inc. Q
Supplier Site | DRDERINGO01 v
Supplier Contact v

* Currency USD v
* Buyer THOMASSON, AMANDA v

Create | Cancel

13

Click the Select Start Date button. Enter appropriate start date.

14 | Click the Select End Date button. Enter appropriate end date.
15 | Click in and enter information into the Agreement Amount field.
17 | Click in and enter information into the Description field.

19

Click the Save button.

Ovarview Edit Document (Contract Purchase Agreement): 190001 x

Edit Document (Contract Purchase Agreement): 190001

Main  Controls  Contract Terms.

4 General

Procurement BU  Lucas County

Agreement 190001

Supplier Site ' ORDERINGO1 v

Status  Incomplete

. Supplier Contact
Buyer ' THOMASSON, AMANDA v

Creation Date ~ 9/5/19 Communication Method None

Supplier ABC Appliance, In. Q

StartDate 91519 (& Example:
a/5/19
EndDate | 93021 (i

*cumency USD v

- Agreement Amount 100,000.00 USD

Minimum Release Amount usD

Description  Agreement for Appliances

il] .o m
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20

Click the Contract Terms tab.

Overview Edit Document (Contract Purchase Agreement): 190001 x

Edit Document (Contract Purchase Agreement): 190001

TR— Comracﬂems/

There are no contract terms. ~ Add Contract Terms.
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21

Select the Documents tab.

Clauses  Deliverables Documents

4 Contract Documents

Actions v View w

Type Category * File Name or URL
No data to display.

4 Supporting Documents

Actions v View w e

Type Category * File Name or URL
No data to display.

Title

Title

Description Attached By Attached Dz

Description Attached By Attached Dz

22

Click the + icon to Add Contract Documents. Select Type: File and click the Browse button

under File Name or URL to select a file.

* File Name or URL

Browse... = No file selected.

Enter a Title and Description as applicable.

4 Contract Documents

Actions v View v 4=

Type Category * File Name or URL Title Description Attached By Attached Date
File | v Contract v | Purchasing 2019 Contract - Services Agreement.docx U| Purchasing 2019 Contract Contact Documents i{| AMANDA THO...  9/5/19 3:05 PM
Rows Selected 1
23 | Optionally add Supporting Documents.
4 Supporting Documents
Actions v View v + X
Type Category * File Name or URL Title Description Attached By Attached Date
File | v Supporting D| v Contracts and Negotiation Templates.xisx Update... Contracts and Negotiation AMANDATHO...  9/5/19 3:11 PM

Rows Selected 1

24

Click Save.

25

Submit for Approval.
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