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Create Purchase Order from Requisition, Add Special Terms and Utilize
DocuSign for Contract Execution

Audience: Purchasing

Purpose: You can create contract terms templates in the Contract Terms Library to insert
appropriate terms and conditions into contracts during contract authoring. You can apply the
templates manually while authoring contracts or the application can apply the templates
automatically using defaulting rules you set up.

After applying the Contract to a Purchase Order, you can utilize DocuSign to obtain necessary
signatures.

Contract terms templates:

e Contain sections and clauses from the Contract Terms Library.

e Are created in the Contract Terms Library separately. You cannot create them directly
from an existing contract.

e Are specific to one business unit.

e Apply to enterprise contracts of the contract types you specify in the template.

e Are specific to either sell-intent or buy-intent contracts.

e (Can default contract terms directly on purchase orders and sourcing documents, and on
enterprise contracts. For these documents, contact terms templates can also include
contract deliverables which can be used to track the completion of contractual tasks in
the contract.

This job aid will assist with creating a purchase order from a requisition, adding special terms
and utilize DocuSign for contract execution.

Step | Action

1 Log into Oracle. Home Page -> Procurement.

JESSICA CHAPA Ve Accounting Supplier Portal

Distribution
°°

Procurement Social Getting Started

Share thoughts with your colleagues...

1 0 0

Conversations | Following Followers

0 Employee News E

0 My Flags urct Purchase urchase Orders My Receipts
s reements
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Click the Procurement button.

Job Aid PUR-009a

w

Click the Purchase Orders button.

Click the Tasks icon.

Requisitions

e P

rocess Requisitions

e Import Requisitions

eV

iew Requisition Lines

Orders
¢ Manage Orders

Click the Process Requisitions link.

Highlight and select a requisition for processing.

4 Search

Overview ~ Process Requisitions x

Process Requisitions

Advanced =Manage Watchlist Saved Search All My Requisition Lines Requiring Action v

** At least one is required

** Requisitioning BU v ** Deliver-to Location Q
** Requisition ** Category Name Q
** Buyer CHAPA, JESSICA v ** Item Q
Search Reset Save.
Search Results: Requisition Lines
Actions v View v Formatw 52 5 &7 Detach Add to Document Builder ~Return  Reassign
Requisition  Line Line Description Requester Quantity UOM Price  Amount Currency
» 67 1 Moving Services AMANDA THO... 200.00 20000 USD °
» 65 1 Paper AMANDA THO. 1 Each 5.00 500 USD
» 65 2 Toner AMANDA THO. 1 Each 60.00 60.00 USD
» 65 3 Case of Paper AMANDA THO... 1 Each 100.00 10000 USD
» 63 1 CONSULTING SERVICES FOR THE MONTH "LILA SHOUSH 1 Each 4,20000  4,20000 USD
| » B 1 Anti-virus Software AMANDA THO. 200.00 200.00 USD

Click the Add to Document Builder button.

Add to Document Builder | Return Reassign

Click in the Supplier field.

Enter the Supplier into the Supplier field.

10

Select Supplier from the list.
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Search and Select: Supplier

4 Search

** Supplier CDW
** Supplier Number

** Alternate Name

Job Aid PUR-009a

Advanced

** At least one is required

Search Reset

Supplier Supplier Number D-U-N-S Number Alternate Name
CDW Government 100146
CDW-G Government, Inc. 100145
CDWG, INC 100147

OK |Cancel

11

Click the OK button.

12

Click the Create button.

<4 Document Builder

Requisitioning BU
Lucas County
Sold-to Legal Entity
Lucas County

Type

New Order

Source Agreement

Style

Purchase Order
Supplier

CDW-G Government, Inc.
Supplier Site

MAIN

Currency

uUsD
Your Document Builder contains 1 lines.
Recently Added Lines

Anti-virus Software 200.00 UsSD
Total 200.00 USD

13

Click the OK button.
© Information X

The document (Purchase Order) 26 was created.

Last Updated 12/5/2019



LUCAS COUNTY
OHIO ~—.

14 | Click in the Description field.

Edit Document (Purchase Order): 26

Job Aid PUR-009a

Main  Contract Terms

4 General

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

Order 26

Status  Incomplete
Funds Status

* Buyer CHAPA, JESSICA

Creation Date  8/12/19

Terms  Notes and Attachments

Required

Acknowledgment \O"®

Acknowledge Within

Payment Terms _ Immediate

4 Additional Information

Supplier CDW-G Government, Inc. @
Supplier Site ' MAIN v

Supplier Contact v

Communication [
Method

Bill-to Location  Auditor - Accounting v

Default Ship-to

Location Support Services Q

Shipping Method v
Freight Terms  None v

FOB Destination v

* Currency  USD v
Ordered 200.00 USD
Total Tax 0.00 USD

Total 200.00 USD

Procurement Card

Description

Requisition

@

Agreement

Requires signature

Pay on receipt

Confirming order

15

Enter a description for the Purchase Order into the Description field.

Edit Document (Purchase Order): 190495

Main  Coniract Terms

4 General

Procurement BU  Lucas County
Requisitioning BU Lucas County
Sold-to Legal Entity ~ Lucas County
Billto BU
Order 190495
Status  Incomplete.
Funds Status
*Buyer | Rath, Michael

Creation Date  11-252019

Tems  Notes and Attachments

Acknowledge Within Days

Payment Terms  Immediate

4 Additional Information

Required Acknowledgment  None v

Click the Requires Signature Checkbox.
I ey K I

Supplier Q
Supplier Site v
Supplier Contact v

Communication Method  None [v/|

Billto Location v
Dofault Ship-to Location Suppt Svcs - Purchasing Q
Shipping Method v
Freight Terms _ None v

FOB  Destination v

fiil] O m

“cumency USD | v

Ordered 10.00 USD

Total Tax 000 USD

Total 10.00 USD

Procurement Card

Description

Requisition 1198

Agreement

Confirming order

17

Main |Contract Terms]

4 General

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

Order

Status

Click Contract Terms tab.

Lucas County
Lucas County
Lucas County
Lucas County
26

Incomplete

Supplier

Supplier Site

Supplier Contact

Communication
Method

Bill-to Location

CDW-G Government, Inc. Q

MAIN v

v
None v
Auditor - Accounting v

18

Select Add Contract Terms.
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Main  Contract Terms!

There are no contract terms. | - Add Contract Terms

19

Select Authoring Party = Internal.
Contract Source = Terms Template.

Add Contract Terms X

*Authoring Party Internal | v

* Contract Source Terms Template ~

* Contract Terms
Template

Services Agreement

OK Cancel

20

Search and select Contract Terms Template = Services Agreement.

Search and Select: Contract Terms Template

Search Name v serv|
View v Format v Freeze Wrap
e . Expert .
Name Type Description Instructions Language Preview

Enabled

Services Agr... Structured Purchasing 201... o )

OK | cancel

21

Select OK.

22

Additional Contract Terms may be added by selecting the + icon.

23

From the Terms Actions Drop Down List, Select Run Contract Expert.

Overview  Process Requisitons X Edit Document (Purchase Order): 190495 X

Edt Document (Purchass Ordr): 190495 I ) e i K

Main  Contract Terms

Terms Actions

Authoring Party _Intemal

Edit Variable Values

Doritpint contractterms amendments
Contract Source  Terms Template

Contract Terms Template ~ Services Agreement

Clauses  Delverables

Donnload Addin for Microsoft Word
Contract Expert Last Run 11252019 1221PM @  Pending Variables 10 @  Nonstandard Clauses 0 4

Upload Contract
THIS AGREEMENT, madethe ______of in Toledo, Lucas County, Ohio, by and between the Board of County Commissioners, Lucas County, Ohio,hereinafer caled"County” and herel ook Gontract Terms

» equirements WITNESSETH Review Contract Deviatons
WHEREAS, the Courty forthe purpose of

‘Check for Clause Updates
Now, Therefore, for Setforth, he parties o tis Agreement, with nent 0 be egally bound, agree as folows
ARTICLE ONE: BID SPECIFICATIONS | SCOPE OF WORK Ghange Corlrad! Souce

The "Senvice Provider”agrees o as addressed inthe specifcations for______ and incorporated herein as Exnibit . Remove Contract Terms

ARTICLE TWO: SCHEDULE OF PAYMENTS

il] .o m
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24 | Enter Appropriate Values in the Values column.
Run Contract Expert x I
© ©, :
Enter Variable Values  Answer Questions Revi
Run Contract Expert: Enter Variable Values
View w Format v Freeze Wrap View All variables ﬂ
Name Description Value Clauses
HEIECIIIEIII | = . Ayrssinenn vay £aul _I‘
~
Agreement E... Agreement End Date 11-25-2020 [ig - =]
Agreement. .. Agreement Month MNovember =]
Agreement P Agreement Purpose 'urchase of ERP =1
| =]
Agreement Y... Agreement Year 2019 =1
| v
Back MNext Save and Close Finish Cancel
ARTICT EFTWA- SCFUHENIN ENE DAVMENTC
Select Next.
25 | Select Finish.
Run Contract EKPEI‘I x
R
© g ©
it Enter Variable Values Answer Questions Review Suggested
Clauses
Run Contract Expert: Review Suggested Clauses
View v Format w Freeze Wrap
Insert
into Clause Title Description Section SIatUﬁe
= documeni etalls
No data to display.
a ]
Back Nex Save and Close Finish | Cancel
v
26 | Select OK.
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) Information *

Mo clauses were
inserted.

27

Click the View PDF button.

Open PDF and Review Contract Document.

28

Click the Submit button to complete the process.

29

Click the OK button.

I + Confirmation b4 I

The document (Purchase Order) 190495 was submitied for
approval.

..........

30

Click on Manage Orders from the Taskbar.
]

Requisitions
+ Process Requisitions
+ |mport Requisitions
+ View Requisition Lines

rders
+ Manage Orders

+ Create Order
' + Generate Orders

+ |mport COrders

31

Query the Purchase Order which was submitted.
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Manage Orders [ oone |

Headers  Schedules

[ Isearch Advanced  Manage Watchiist | Saved Search Al Orders

<]
il O [m@

Search Results

Adons v Vieww Fomaty @ 4 X F 5 rwe & Detach

ord Description Supplier Ordered Currency ~Status Life Cycle Change Order Creation Date

100495 Compassion He. 1000 USD Pending Signat 11252010

32 | Click on the Purchase Order Number link and the Purchase Order page will display.

Oveview  Process Requisiions X  Manage Orders X Purchase Order: 190495 X

Purchase Order: 190495 m m W
Eat

Main  Contract Terms

Delete

4 General Acknowiedge

@l .o m

Prepare for Signature.
Procurement B Lucas County Supplier  Compassion Health Toledo

Ordered 10.00 USD Communicate il
Requisitioning BU  Lucas County. Suppler Site "MAIN b
Total Tax 0.00 USD Cancel Document
Soldto Legal Entity ~ Lucas County ‘Supplier Contact
Close.
BilltoBU  Lucas County Communication Method None Total 10,00 USD
rder Description Reopen
Order 190495 Billto Location  Auditor - Accounfing
Hold
atus ~ Pending Signature Preparation Requisition 1198
Status - Pendng Signalure Preparal Ship-t0 Location ~ Suppt Svcs - Purchasing o
Source Agreement t feeze

Funds Status  Reserved
Supplier Order Withdraw.
Buyer "Michas! Rath
View Document History
Creation Date 11252019
View Change History
Tems  Notes and Attachments

View Revision History

Required Acknowledgment ~ None Shipping Method / Recuites sonature
Payment Terms  Immediate Freight Terms  None.
FOB  Destination Pay on receipt

33 | From the Actions Menu List of Values select Prepare for Signature.
] il
Eal

w1}

Ackrerrisdige
I"\-n;nl-:r‘.".l;!ﬂnl
||1||

].0

Ciasfuiad Duptasraid

i

ey (TR IR
ara: Chumgas oy

ey Mrviieon Hiobory

34 | The DocuSign Prepare for Signature screen will open
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Prepare for Signature

< sign Purchase Order 190495,

Gl 198% (]

Purchase Order 190495

LUCAS COUNTY

Tax Exempt ID: 34-6400806

Micnael Ratn - se
Q Search Fields x
Standard Fields ~
B 2 soaure
L] DS initial
Purchase Order# | 190495
ol B oo s Order Date 11-25-2019
Change Order
2 Name Change Order Date | 11-25-2019
= Revision 0
& Emel Ordered $10.00 USD
B company Buyer Name Michael Rath
& e Buyer Email dar.com
T Text
oneckoox Sold To: Lucas County
[E oropdown 1 Government Center
Toledo, Oh 43604
® Radio
I Payment tem
a 2 20 ~dAdAEDO

Table Tools

Supplier: Compassion Health Toledo
1638 Broadway St.

Toledo, Oh 43609-3240

N

@ ACTIONS v | RECIPIENT PREVIEW SEND,

L]

~  Documents

PO_300000005960... A
Pages: 11

=

35

Select the Recipients Drop Down List and select Edit Recipients.

Prepare for Signature

< Sign Purchase Order 190495.

[]

Michael Rath

Michael Rath

Edit Recipients

'-;' L’ Signature

36

Add aIIilARecipients and set Signing Order.

Edit Recipients

envelope.

Set signing order

As the sender, you automatically receive a copy of the completed

Import a bulk list. Send copies of this envelops to many people at once. ()

T ADD FROM CONTACTS

Name *

# NEEDS TO SIGN v

| Michael.Rath

Email *

| michael rath@sierra-cedar.com

Name *

# NEEDS TO SIGN v

| Ruth Ashford

Email *

| rashford@co lucas oh.us

*4 ADD RECIPIENT

m/

T= SIGNING ORDER

MORE

MORE ¥
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When done Select Done.
37 Select Custom Fields to be added to the Contract Document

Prepare for Signature

< Sign Purchase Order 190495
Michael Rath hd
Q) Search Fields x
[  Custom Fields + A
L]
[}
?

Z
o
o

Attormey Signat...

GCommissioner...

o)
[=3
3
3
[
n
g
=1
2

Commissioner_

Date Signed

" Department He

Department He..

38 [ T S S ¥

I

g
el
o
=
E
o
3
I
o

% %

am Department He...

& Department He. .

; Department He...
T' Department Na...
T Department Na..

T' Department Na... v

38 Select:che first Recipient and Drag Fields associated to the recipient to the Contract.
39 | Asthe Custom Fields are applied to the Contract they will be auto placed, select
Apply for each field.

AutoPlace Fields

Placing this field will AutoPlace it near every instance of "ATTEST1".

Are you sure you want to continue?

APPLY CANCEL

40 | Tags will be placed in the appropriate area of the document based on the Custom
Tags applied.
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Prepare for Signature m
Michael.Rath - @ 82% v | B3 »

Q search Fieids
s A~ Documents &*

D/ Commissioner 2 Signature
# Commissioner 3 Signature
rg [ owesines

# Department Head 1 Signature SERVICE PROVIDER:

#. Department Head 2 Signature

#. Department Head 3 Signature sign
2. Department Head Name 1 ¥
& Depar Signaturel  ——

& Department Head Name 2

Name: '£,17 Name

Title: Titie

41 | Select the next Recipient from the List and Drag appropriate Custom Fields
Prepare for Signature =
v APPROVED AS TO CONTENT: = R . o L.A

PO_300000005960...
Pages: 11

sign

Approved Signature (Dept)  ——

& Department Head Name 1
Printed Name: 477 Name

2 Department Head Name 2

& Department Head Name 3

T Department Name 1

T Department Name 2

T Department Name 3

Department Name:
v

T Senice Provi

@EnonUS) v | PowersdbyDocuSign | CortactUs | TemacfUse | Privacy. e Y siorrcuts | reebmack

42 | Continue adding Recipients and Custom Fields as needed.

43 | When all Recipients and Custom Fields have been added, select Send.

The document will be sent for signature.

44 | Upon execution by all parties the document will be returned to Oracle in an Open
status. If the Purchase Order communication method is set to Email, the final
executed Purchase Order and Contract will be email to the supplier form Oracle.
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