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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. 

 Step Action 

1 Log in. 
Home ->Procurement -> Purchase Agreements -> Tasks 

 
2 Click on Manage Agreements link. 

 
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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4 Click on to select the Agreement line, and click the Actions dropdown. Select Edit.  

 
 

5 Click Yes if warning displays. 

 
6 Note: If a change order is created, you must enter a description of the change being made. 

 
7 Click on Agreement Amount Life Cycle icon. 

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

 
9 Click the Cancel button to return back to the Manage Agreements page. 
10 Highlight the Agreement and Click on Released Amount link. 
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11 Click on Life Cycle icon for each Order/Line/Schedule combination. 

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

 
13 Click on Requisition Number link. 

 
14 Click the Done button. 
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15 Click Source Agreement link to review Agreement Lines if applicable (Blanket). 

 
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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