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Maintain Blanket Purchase Agreements Including Change Orders

Audience: Procurement Agent, Catalog Administrator, Supplier

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.

Supplier Agreement Life Cycle Tasks include:

e Open agreement for release once approved and accepted
e Track agreement execution status

e Reassign agreement ownership from one agent to another
e Control downstream activities

e Control amendment activities

o Notify agent when agreement nears expiration

e Finally close the document

This job aid provides steps to maintain blanket purchase agreements, including change orders.

Step | Action

1 Log into Oracle. Home page -> Procurement.
LUCAS COUNTY
~——

JESSICA CHAPA e Accounting Supplier Portal

Distribution
Share thoughts with your colleagues...

1 0 0

Conversations | Following Followers

i

Budgetary Control xed Assets Financic ing Procurement
C

0 Employee News E

0 My Flags Purcl Purchase Purchase Orders My Receipts Suppliers
isitions Agreements

2 Click the Purchase Agreements icon.

Click on the Tasks icon.

4 Click the Manage Agreements link.
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Requisitions

* Process Requisitions

* Import Requisitions

* View Requisition Lines
Orders

¢ Manage Orders

o Create Order

¢ Generate Orders

 Import Orders

Agreements
* Manage Agreements

o Create Agreement

Click the Search button.

Search Reset = Save...

Highlight the Agreement row and click the Agreement Number link for the Blanket Purchase
Agreement in Open Status.

Overview Manage Agreements X

Manage Agreements @

Headers Lines

b Search Advanced Manage Watchlist Saved Search Al My Agreements v

Search Results

Actons v View v Fomatv,/” & B X F & Freeze [u Detach Wrap

Agreement  Released
Amount Amount

Change

Order Creation Date

Agreement // Description Supplier Currency Status End Date

D 12 Monthly Garbage Service C &L Sanitation. 500.00 0.00 USD Open 8/14/19

Click the Actions menu and select Edit.

Overview  Manage Agreements X Blanket Purchase Agreement: 12 X

Blanket Purchase Agreement: 12 View PDF m @

Main  Controls ~ Contract Terms

Delete
Acknowledge
4 General o
Communicate
Procurement BU  Lucas County Supplier C & L Sanitation Inc. Cancel Document
Agreement 12 Supplier Site  "MAIN Hold
Status  Open Suppller Contact Agl Freeze

Buyer "JESSICA CHAPA Supplier Agreement NV Finally Close

y Communication
Creation Date 8/14/19 Method PNt R Withdraw

Enable Catalog Administrator Authoring

View Document History
Terms  Notes and Attachments

View Change History

View Revision History

Required Acknowledgment None Shipping Method
Message displays. Click the Yes button to continue.
£\ Warning x

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

Click in the mandatory Description field and enter a description for the Change.
For example,” Make an update to Line item price.”
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Overview ~Manage Agreements X  Blanket Purchase Agreement: 12 X Edit Document (Blanket Purchase Agreement): 12

Eait Change Order: o e IR e e

Last Saved 8/14/19 2:20 PM

Change Order 1 Creation Date  8/14/19 Initiating Party Buyer

* Description | Make an update to Line item Status  Incomplete Initiator  "JESSICA CHAPA
i price] Type Internal

Main  Controls ~ Contract Terms

4 General
Procurement BU  Lucas County Supplier C & L Sanitation Inc. Start Date  8/14/19 r‘e
Agreement 12 * Supplier Site  MAIN v —— %
Status Open
Supplier Contact v Currency USD
* Buyer CHAPA, JESSICA v
Croation bate 8114110 Commurieabon Print | Agreement Amount 500.00 USDZ2
Minimum :ﬁ:iﬁ:\ﬁs UsD
10 Navigate to the Lines area and highlight the Line.
Lines
Acions v View v Formatv <= [H 4 X 7 5 [0l Freeze [ Detach <l Wrap
* Line * Type Edit Item * Description * Category Name ﬁ::‘plier uom * Price Expiration Date Change Reason
1 AmountBa... & Garbage Pickup for the Month of Septem... 988 300.00
11 Click in the Price field and change the price.
12 Click the Save button.
13 Click the Submit button.
14 Message displays. Click the OK button. .
« Confirmation X
The change order 1 for document Blanket Purchase Agreement number 12 was submitted for approval.
15 Click the Done button.
16 Click the Search button to re-query the Agreements.
17 Highlight the changed Agreement row and click on Agreement Number line.
Manage Agreements m
Headers Lines
P $earch Advanced Manage Watchlist Saved Search All My Agreements v
Search Results
Actions v Viewv Fomatv 4 B / X F F Freeze [ Detach
Agreement Description Supplier Agr::‘r:::: R:I':aosuenc: Currency Status End Date g'r‘::rge Creation Date
o 124/ Monthly Garbage Service C &L Sanitation, 500.00 0.00 USD Open 1 8/14/19

Columns Hidden 38

18

Note: A Change Order must be approved before you can review changes. Click the Actions
menu.

19

Note: A Change Order must be approved before you can review changes. Click on View
Change History. Review the Change Orders that have been created.
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Overview

Manage Agreements X

Blanket Purchase Agreement: 12 X

Blanket Purchase Agreement: 12

Main  Controls ~ Contract Terms

4 General

Procurement BU  Lucas County

Agreement 12

Status Open @
Buyer JESSICA CHAPA

Creation Date  8/14/19

Terms  Notes and Attachments

Required Acknowledgment None

Payment Terms  Immediate

Supplier C & L Sanitation Inc.

Supplier Site  "MAIN
Supplier Contact
Supplier Agreement

Communication
Method Pt

Shipping Method

Freight Terms  None

Agi

Job Aid PUR-023

Edit
Delete

Acknowledge

Communicate

Cancel Document

Hold

Freeze

Finally Close

Withdraw

Enable Catalog Administrator Authoring

View Document History

View Revision History

— Pay on receipt

20

Click the Done button.

Change History: 12

Currency = US Dollar

Actions v View v Formatv 7 5 Freez
Change -
orae®  Description
1 Make an update to Line item price.

=] Detach

Resulting  Creation
Revision Date

8/14/19

Initiating -
Party Initiator
Buyer JESSICA CHAPA

Agreement Amount
Type Changed Status
Internal 0.00 Processed

21

Click the Actions menu.

22

Click on View Revision History. Note that not all Change Orders create Revisions.

Revision History: 12

Currency = US Dollar

Actions v View v Formatv 7§ Freeze || Detach
Revision Change Order  Description
0 Monthly Garbage Service

Creation Date

8/14/19 Buyer

Initiating Party

Initiator Agreement Amount
Changed

JESSICA CHAPA +500.00

23

Click the Done button.

24

Click the Actions menu.

25

Click on View Document History.

Overview Manage Orders X Manage Agreements X

Document History: 12
Buyer

Procurement BU  Lucas County

Agreement 12

Blanket Purchase Agreement: 12 x

JESSICA CHAPA

Description  Monthly Garbage Service

Performed By

View v Format v Freeze = Detach
Action
Party
4 Change Order 1 Buyer
Submit Buyer
Approve Approver
Implement Internal Chan ~ Application
» Original Document Buyer

Name

JESSICA CHAPA

JESSICA CHAPA

JESSICA CHAPA

JESSICA CHAPA

Action Date

8/14/19 2:18 PM

8/14/19 2:25 PM

8/14/19 2:31 PM

8/14/19 2:32 PM

8/14/19 1:53 PM

Blanket Purchase Agreement: 12 X

Supplier C & L Sanitation Inc.

Supplier Site  "MAIN

Status  Open

Additional Information

Make an update to Line item price.

Make an update to Line item price.
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Click the Expand button

" for each Change Order as applicable.
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Click the Done button.

28

Click the Home icon.
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