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Agreements Inquiry

Audience: Supplier, Catalog Administrator, Procurement Agent

Purpose: Managing the supplier agreement life cycle enables all key stakeholders of the supplier
agreement; the procurement agent, the catalog administrator, and the supplier to track and
monitor the execution cycle of the agreement and initiate and manage changes to the agreement
including cancellations. This job aid will assist you with an agreements inquiry.
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1 Log in.
Home ->Procurement -> Purchase Agreements -> Tasks
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2 Click on Manage Agreements link.
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3 Use Basic or Advanced Search to narrow down your search. Type in the first few numbers
of the agreement in the Agreement field or use the Search by keyword.
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Click on to select the Agreement line, and click the Actions dropdown. Select Edit.

Search Results

Viewv Fomatv 4+ B / X F &F Freeze ' Detach Wrap
Agreement  Description Supplier Agreement  Released Currency Status End Date Shange  creation Date
10008 Bank Services Charges Fith Third Bank 10.000.00 000_UsD Open 5120120 520119
I 10007 MeKesson Medi 1000000 324756 USD Open 5128120 s20119 I
10006 Computer Supplies, Punchout Cow 000000 205650 USD ) 571920 512019
A 10005 Staples Inc 1000000 157329 USD Open §/1320 siang
10000 Compass Rose 49,0000 53800 USD Open 1212119 an2e

Columns Hidden 38

Click Yes if warning displays.

Warning x

No

This action will create a change order on the document. Do you want to continue?
(PO-2055113)

Note: If a change order is created, you must enter a description of the change being made.
Edit Change Order: 1

Change Order 1

* Description Change Agreement Amount

Main  Controls  Contract Terms

Click on Agreement Amount Life Cycle icon.

Main  Controls  Contract Terms

4 General
Procurement BU  Lucas County Supplier  McKesson Medical-Surgical Government Solutions, LLC surtbae 5290 G
Agreement 10007 . .
Supplier Site  MAIN v EndDate 52820
Status Open
Supplier Contact v Currency USD
* Buyer | Chapa, Jessica v Communication
Mathoq None | v Agreement Amount 10,00000 USD Y
Creation Date  6/29/19 letho

Minimum Release Amount usD

Released Amount 3,247.56 USD

The Agreement Life Cycle window is displayed. Click the Done button.

Agreement Life Cycle X

Agreed

Delivered
Invoiced
Ordered

Received |

0 4K 8K 12K
M Amount (USD)

Click the Cancel button to return back to the Manage Agreements page.

Highlight the Agreement and Click on Released Amount link.

Last Updated 12/5/2019



LUCAS COUNTY

OHIO ——

Manage Agreements

Headers  Lines

4 Search

Proc

Search Results

Keywords

urementBU  Lucas County

** Supplier Q
** Buyer Rath, Michael v

Actions v View v Formaty 4 H S X 7 " Detach - Wiap
Agreement  Description
10008 Bank Services Charges
10007
10006 Computer Supplies, Punchout
10005
10000

Columns Hidden 38
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Advanced  Manage Watchlist Saved Search Al My Agreements. v
** Atleast one is required
** Agreement 1000
status ~
** Catalog Administrator Authoring Enabled -
Include Closed and Expired Documents No |

Search Reset Save...

Supplier Agreement  Released Currency Status End Date Shang®  Creation Date
Fifth Third Bank 1000000 000 USD  Open 52020 s20r19
MoKesson Medi.. 10,0000 Wr3247.56 USD  Open 5128120 s20019
cow m’ 205650 USD  Open 510120 s12019
10,000.00

Staples Inc 157329 USD Open 513120 5419

Compass Rose ... 49,000.00 538.00 USD Open 1211219 412119
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Click on Life Cycle icon for each Order/Line/Schedule combination.

Search Results
Actions v View v Fomatw /2
Order Supplier

© 10094 McKesson Medi

5 Detach  Wiap
B Ordered

Line Line Description Schedule Quantity uom

Y First Aid Kit - Hard Case - Level 1 1 1 Each

3 Requested Promised Creation
Price Ordered Currency Status  Ship-toLocation  poil Pate Date
69.24 69.24 USD Open Support Services 81319 81119 2

12

Click on the Order Number hyperlink to display the details of the PO.

Purchase Order: 10093

Main

4 General

Procurement BU  Lucas Coun
Requisitioning BU ~ Lucas Count
Sold-to Legal Entity ~ Lucas Count

BilltoBU  Lucas Count

Order 10003

status Open

Funds Status  Liquidated
Buyer "Jessica Ch

Creation Date  7/30/19

Terms

Notes and Attachments.

Required Acknowledgment None

Payment Terms  Immediate

4 Additional Information

Lines  Schedules  Distibutions

ty Supplier
ty Supplier Site "MAIN
ty Supplier Contact

ty Communication Method ~ None
Billto Location  Auditor - Accounting

Ship-to Location  Support Services

apa

Shipping Method
Freight Terms  None

FOB Destination

Context Prompt

MeKesson Medical-Surgical
Govermmant Solutions, LLC

Order Life Cycle

O _
e _

Total Tax 0.00 USD o 200 400 600
W Amount (USD)

W2 Social Vnw POF m M

fil] .o m

Ordered  507.00 USD

Total 507.00 USD

Deseription
View Details
Requisition 1216
Source Agreement 10007

Supplier Order

Requires signature.

Pay on receipt

Confirming order

Actions w View v Format v Freeze 3] Detach - Wiap
Line_ltom Description Quantity_ UOM Price _Ordered Status __Funds Status __Details
13 Click on Requisition Number link.
Requisition Lines m
4 Advanced Search Basic  Manage Watchiist Saved Search ~All My Requisition Lines o
* Atleast one i required
Procurement BU Equals | v Lucas Counly | v ** Deliver-to Location Equals | v Q
** Requisitioning BU Equals | Lucas County | v Line Description Starts with ~
** Requisition Starts with v 1216 ** Category Name Equals F Q
** Buyer Equals | v v ** Negotiation Equals | v
** Requester Equals | v Q ** Order Equals | v| 10003
Search Reset Save.. AddFields ¥ Reorder
Search Results
Actions v View v Fomatw F8 L5 | Freeze [ Detach ' Wra
Line Line Description Requester Quantity yom Amount Currency Order Negotiation cl;ii?e

1216 1

Columns Hidden 21

First Aid Chair covered in Non-porous c/w Eye Lamp.

Chapa, Jessica 1 Each 507.00 507.00 USD 10093 ]
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Click the Done button.
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Click Source Agreement link to review Agreement Lines if applicable (Blanket).

Main

4 General

Procurement BU Lucas County
Requisitioning BU  Lucas County
Sold-to Legal Entity Lucas County
Bill-to BU  Lucas County

Order 10093

Status  Open

Funds Status ~ Liquidated
Buyer Jessica Chapa

Creation Date  7/30/19

Terms  Notes and Attachments

Supplier
Supplier Site
Supplier Contact

Communication Method

Bill-to Location

Ship-to Location

McKesson Medical-Surgical
Government Solutions, LLC

MAIN

None

Auditor - Accounting

Support Services

Job Aid PUR-002

Ordered 507.00 USD
Total Tax 0.00 USD

Total 507.00 USD

Description

Requisition 1216

Source Agreement 10007

Supplier Order

16

Click on Notes and Attachments. Review any notes or attachments.

17

Click on Actions -> View Document History. Drill down if applicable. Click Done.

18

Click the Done button.

19

Click on Actions -> View Change History. Drill down if applicable.

20

Click the Done button.

21

Click on Actions -> View Revision History. Drill down if applicable.

22

Click the Done button.

23

Click the Done button.
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