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Apply Terms Template to Purchasing Document

Audience: Procurement Managers, Procurement Contract Administrators, Buyers

Purpose: Terms templates reside in the Terms Library, and can be used to insert boilerplate terms
and conditions into contracts during contract authoring. Contract Expert rules are made up of
guestions and responses that drive clause selection, terms template selection, and business
policies and standards. This job aid will assist you with applying a terms template to a purchasing
document, updating variables, deliverables, running the Contract Expert, and taking required
action.

Action
Step

1 Log into Oracle. Home Page -> Procurement.

Share thoughts

0 Employee News

0 My Flags

N

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

Requisitions
* Process Requisitions

o Import Requisitions

s View Requisition Lines
Orders

e Manage Orders
e Create Order

* Generate Orders

il .o

o Import Orders

Agreements
« Manage Agreements

« Create Agreement

o Import Blanket Agreements

o Import Contract Agreements
e Initiate Retroactive Price Update

1 * Generate Approved Supplier List Entries

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

* Style Contract Purchase Agreemel w

6 Click into the search fields and enter search criteria. In this example, we entered “abc” into the
Supplier field, and clicked Search.
7 Click the Supplier from the list.
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Search and Select: Supplier x

4 Search Advanced

** At least one is required

** Supplier abc

** Supplier Number

** Alternate Name \

Search  Reset

Supplier Supplier Number D-U-N-S Number Alternate Name
l ABC Appliance, Inc. |100006
ABC Movers, Inc. 102490

OK Cancel

o

Click in the Supplier Site field.
9 Select a Supplier Site from the drop down.

Supplier Site [ORDERINGO1 v

10 | Click the Buyer field. Accept Default Buyer.
11 | Click the Create button.

Create Agreement x

* Style Contract Purchase Agreemel w

* Procurement

Lucas County | v

BU
Supplier ABC Appliance, Inc. Q
Supplier Site | DRDERINGO01 v
Supplier Contact v
* Currency USD v
* Buyer THOMASSON, AMANDA v

Create | Cancel

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

16 | Click the Save button.

Ovarview Edit Document (Contract Purchase Agreement): 190001 x

Edit Document (Contract Purchase Agreement): 190001

Main  Controls  Contract Terms.

il] .o m

4 General

Procurement BU - Lucas County Supplier ABC Appiiance, Inc. Q Start Date 9/5/19 (& Example:
Agreement 190001 915119
Supplier Site ' ORDERINGO1 v EndDate | 93021 [
Status  Incomplete
. Supplier Contact v *Cumency USD v
Buyer ' THOMASSON, AMANDA v
Creation Date  9/5119 Communication Method None | Agreement Amount 10000000 USD

Minimum Release Amount usD

Description  Agreement for Appliances
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Click the Contract Terms tab.

Overview Edit Document (Contract Purchase Agreement): 190001 x

Edit Document (Contract Purchase Agreement): 190001 w W mmm

Last Saved /519 1:55 PM

Main  Controls  Contract Terms|

There are no contract terms. ~ Add Contract Terms.

18

Click Add Contract Terms.

19

Select Authoring Party: Internal, Contract Source: Terms Template, Contract Terms
Template: Services Agreement.

Add Contract Terms x

* Authoring Party Intemal | v
* Contract Source Terms Template ~

* Contract Terms Template Services Agreement

OK Cancel

20

Click the OK button.

21

Click the Run Contract Expert icon .

Overview  Edit Document (Contract Purchase Agreement): 190001 x

Edit Document (Contract Purchase Agreement): 190001 [ Actions v W save | + | submit | cance |

Last Saved /519 1:55 PM

Main  Controls ~ Contract Terms

Terms Actions.
Authoring Party _Inteml Don'tprint contract terms amendments
Contract Source  Terms Template
Contract Terms Template ~ Services Agreement
Clauses  Deliverables Documents
Acions v Viewv S X Contract Expert Last Run 9/5/19 2:02 PM Pending Variables 11 @  Nonstandard Clauses 0 )
> e THIS AGREEMENT, “County -
 made the of [ Run Contract Expert }4o. Lucas County, Ohio, by and between the Board of County Commissionars, Lucas County, Ohio, hereinafter called "County” and ABC Appliance, Inc.
hereinafter called the "Service Provider”

» i Signatures

» i Insurance Requirements

WITNESSETH
« WHEREAS, the County and the service provider mutually desire to contract with each other for the purpose of

Now, Therefore, for and in consideration of the mutual promises, covenants and agreements hereinafter set forth, the parties to this Agreement, with intent to be legally bound, agree as follows:

ARTICLE ONE: BID SPECIFICATIONS / SCOPE OF WORK

The "Service Provider” agrees to for ddressed in for and incorporated harein as Exhibit B.

ARTICLE TWO: SCHEDULE OF PAYMENTS
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Enter Variable Values. Click Next.
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Run Contract Expert x
Enter Variable Values  Answer Questions
Run Contract Expert: Enter Variable Values
View v Format Freeze Wrap View All variables v
Name Description Value Clauses
~
Agreement C... Agreement Commencement Date 9/5/19 fe =
Agreement D... Agreement Day Thursday =]
Agreement E... Agreement End Date 9/30/21 fe i~
Agreement ...  Agreement Month September =]
Agreement P... Agreement Purpose ppliance Service =]
W
EBack | Next Save and Close  Finish  Cancel
23 | Answer Questions, if applicable. Click the Finish button.
Run Contract Expert x
o
Enter Variable Values Ans Review Suggested
Clauses
Run Contract Expert: Review Suggested Clauses
View v Format w Freeze Wrap
Insert Clause
into Clause Title Description Section :
Details
document
No data to display.
Back Next Save and Close Finish | Cancel
24

Click the Refresh icon *

to populate the variables into the clauses.
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Overview ~ Edit Document (Contract Purchase Agreement): 190001 x

Edit Document (Contract Purchase Agreement): 190001 m mmm

Last Saved 0/5/19 1:55 PM

Main  Controls ~ Contract Terms

Terms Actions

Authoring P internal
uthoring Party - Intemal Don'tprint contract terms amendments
Contract Source  Terms Template

Contract Terms Template ~ Services Agreement

Clauses Deliverables  Documents A/

Actions v Vieww 4/ % Contract Expert Last Run 9/5/192:21PM @  Pending Variables 0 @  Nonstandard Clauses 0

> WmE=R THIS AGREEMENT, made the Thursday of September, 2019 in Toledo, Lucas County, Ohio, by and between the Board of ounty Gommissioners, Lucas Gounty, Ohio, hereinalter caled "County” and ABC Appliance, Inc.

hereinafter called the "Service Provider”

» il Insurance Requirements

WITNESSETH
WHEREAS, the County and the service provider mutually desire to contract with each other for the purpose of Appliance Service

Now, Therefore, for and in consideration of the mutual promises, covenants and agreements hereinafter set forth, the parties to this Agreement, with intent to be legally bound, agree as follows:

ARTICLE ONE: BID SPECIFICATIONS / SCOPE OF WORK
The "Service Provider” agrees to provide services for Support Services as addressed in the specifications for Appliance Services and incorporated herein as Exhibit B,
ARTICLE TWO: SCHEDULE OF PAYMENTS
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Select Deliverable tab and click the + icon to add a deliverable.

Clauses  Deliverables Documents

Actions v View v Format v Frecze =" Detach "

Deliverable Name Deliverable Type  Responsible Party Type Party Name Contact Print Sequence

No data to display.
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Enter the following:

Name: Review Terms

Description: Review Contract Terms

Type: Contractual

Responsible Party Type: External

External Party Contact: (Search and select a contact)
Fixed Date: (Select a date greater than today’s date)
Click OK.

Create Deliverable
*Name Review Terms Description Review Contract Terms

Type Contractual v

Responsible Party Type External v Comments

External Party Name "ABC Appliance, Inc.

External Party Contact Joe Smith Q

Internal Party Name  Lucas County
Internal Party Contact THOMASSON, AMANDA Q

Requester

Details  Attachments

Due Date Notifications

@) One-time deliverable ' Repeating deliverable Prior to due date
On status change
® Fixeddate  g/g/19 fe /| When deliverable is overdue

Relative date Escalate after due date
) Additional Information

OK Create Another Cancel
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Click Save.

28

View the PDF and see that the Clause(s) is added and contains Variable information.
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