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Maintain Contract 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:

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

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

. Control amendment activities

o Notify agent when agreement nears expiration

. Finally close the document

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

Step | Action

1 Log into Oracle
Home page -> Procurement.

LUCAS COUNTY
—_

JESSICA CHAPA e Accounting Supplier Portal

Share thoughts with your colleagues...

i

Budgetary Control Fixed Assets Financi ing Procurement
C

1 0 0

Conversations | Following Followers

0 Employee News E E

0 My Flags Purchase Purchase Purchase Orders My Receipts Suppliers
Requisitions Agreements

2 Click the Purchase Agreements icon.
3 Click on the Tasks icon.
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Click the Manage Agreements link.
Requisitions

* Process Requisitions

* Import Requisitions

* View Requisition Lines
Orders

¢ Manage Orders

* Create Order

e Generate Orders

* Import Orders

Agreements
* Manage Agreements

 Create Agreement

o

Click the Status list drop-down.

Click the Open status to select it.

Overview Manage Agreements X

Manage Agreements

Headers Lines

4 Search

** Keywords
Procurement BU  Lucas County |~
** Supplier Q

** Buyer CHAPA, JESSICA v

Search Results

Advanced Manage Watchlist Saved Search Al My Agreements ~
** At least one is required

** Agreement
Status | Open ~

** Catalog Administrator Authoring Enabled ~ \

Include Closed and Expired Documents No | v

Search | Reset Save...

Click the Search button.

Highlight the row of the Contract Purchase Agreement to be edited.

Overview ~Manage Agreements X

Manage Agreements

Headers Lines

» Search

Search Results

Actions v View v Formatv 4 B / X 7 & eeze " Detach
Agreement Description Supplier
D 13 Excavation Agreement J &M Excavatin
12 Monthly Garbage Service C &L Sanitation..

Agreement
Amount

650.00

500.00

Advanced = Manage Watchlist Saved Search All My Agreements v
Released Currency Status End Date Change Creation Date
Amount Order
000 USD Open 8/14/19
0.00 USD Open 8/14/19

Click the Actions menu.

Click the Edit menu.
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Create

Duplicate

Delete
Overvi Export to Excel *

Acknowledge

M Communicate B

ud Cancel Document

o Hold
Freeze
Finally Close

S ViewPDF
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11

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)

Yes | No

12

Click in the Description Field. This field is mandatory for the Change Order.

Enter a description to indicate reason for change. For example, ‘Add Start Date and update

price’.

Edit Change Order: 2

Change Order 2 Creation Date  8/14/19

N | Status | let
Description | Add Start Date and update atus - Incomplete

price |

Main  Controls ~ Contract Terms

4 General
Procurement BU  Lucas County Supplier J & M Excavating, Inc.
Agreement 13 * Supplier Site ' MAIN
Status  Open
Supplier Contact
* Buyer  CHAPA, JESSICA v

Commurication \on, |

Creation Date  8/14/19

Initiating Party Buyer
Initiator " JESSICA CHAPA

Type Intemal

Start Date  8/30/19 e

End Date m/dlyy (Y
Currency USD

Agreement Amount 650.00 [uSD <2

Minimum Release

Amount usb

Released Amount 0.00USD

Description Excavation Agreement

13

Click in the Start Date field and select a date equal to or greater than today’s date.

14

Click in the Agreement Amount field, and change the Agreement amount.

15

Click the Save button.

16

Click the Actions menu drop-down icon.

17

Click the Validate menu item.

18

Click the OK button.

19

Click the Actions menu.

20

Click Review Changes on the menu.

Validate
8/14/19 4:21 PM

Delete

Initiz Cancel Change Order

Review Changes

View Change Order History

20

Review the changes and click the Done button.
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Review Changes: 2

Currency = US Dollar

Change Order 2 Creation Date  8/14/19 Initiating Party  Buyer
Description Add Start Date and update price. Status  Incomplete Initiator  "JESSICA CHAPA
Type External
@ Main  Controls Contract Terms
4 General
View v Format v Freeze  w| Detach Wrap
Attribute Changed From Changed To
Amount Limit (USD) 650.00 750.00
Start Date 8/30/19
Agreement Amount (USD) 650.00 750.00

Job Aid PUR-024
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21

Click the Submit button.

22

Confirmation message is displayed. Click the OK button.

« Confirmation X

The change order 2 for document Contract Purchase Agreement number 13 was submitted for
approval.

OK

Change Order must be approved by the buyer before updates can be viewed
and navigate to the Notifications icon (Bell)

. Login as Buyer

Select notification link to approve change order.

Notifications

More Details

Pending Notifications

Enter search terms Q

@ Action Required: Document (Contract Purchase | 2 minutes ago .~
Agreement) 13 Change Submitted by JESSICA
CHAPA

JESSICA CHAPA Approve Reject

Click the Approve button.

Document (Contract Purchase Agreement) 13 Change Submitted by JESSICA CHAPA  Actions ¥ Reject

Enter any reasons for rejection, questions, or approval notes in the comments region
4 Details

Assignee JESSICA CHAPA Procurement BU  Lucas County

Agreement

3
From  workflowsystem

Assigned Date  8/14/19 4:23 PM Buyer JESSICA CHAPA

Task Number 201264 Justification

4 Change Order Details

Change Order 2 New Agreement Amount 750.00 USD
Description  Add Start Date and update price.
Initiating Party Buyer

Creation Date  8/14/19 4:14 PM

View Change Order

4 Agreement Details

Supplier J & M Excavating, Inc. Description  Excavation Agreement
Supplier Site  MAIN Note to Supplier
Supplier Agreement Start Date  8/30/19
End Date
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23

Navigate back to the Mange Agreements link.

Click the Manage Agreements link.
Requisitions
* Process Requisitions

« Import Requisitions

* View Requisition Lines

Orders
* Manage Orders

o Create Order
* Generate Orders

e Import Orders

I|Il Agreements
* Manage Agreements

* Create Agreement

Click Search.

24

Highlight the same Contract Purchase Agreement row. Notice the updated Amount Limit.

Manage Agreements

Headers  Lines

b Search Advanced Manage Watchlist Saved Search All My Agreements v
Search Results
Actons v View v Formatv 4 B / X 7 ¥ Freez " Detach
- - Agreement  Released Change .
Agreement  Description Supplier Amount Amount Currency Status End Date Order . Creation Date
I 13 Excavation Agreement J & M Excavatin. 750.00 0.00 USD Open 8/14/19 I
12 Monthly Garbage Service C &L Sanitation 500.00 0.00 USD Open 8/14/19

Columns Hidden 38

25

Click on the Agreement number that was updated.

26

Click the Actions menu.

27

Click the View Change History menu.

Edit E

Delete O
\

Acknowledge

Communicate

Start Date  8/30/19 Cancel Document IIIl
End Date Hold
Agreement Amount 750.00 USD ¢ 2 Freeze
Minimum Release Finally Close
Amount
Released Amount  0.00 USD Withdraw

Description  Excavation Agre View Document History

View Change History

View Revision History

28

Click the Description link.
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Overview

Manage Agreements X

Contract Pu

Change History: 13

Currency = US Dollar

rchase Agreement: 13 X Contract Purchase Agreement: 13 X

Job Aid PUR-024

Actions v View v Formatw 2 [y 7! Detach
Change - Resulting ~ Creation Initiating - Agreement Amount
Order Description Revision Date Party Initiator Type Changed Status
2 Add Start Date and update price. 1 814/19 Buyer JESSICACHAPA  External +100.00 Processed
1 Added Description 8114/19 Buyer JESSICACHAPA  Internal 0.00 Processed
Review Changes: 2 @
Currency = US Dollar
Change Order 2 Creation Date  8/14/19 Initiating Party Buyer
Description  Add Start Date and update price. Status  Processed Initiator  "JESSICA CHAPA
Type External
@ Main  Controls Contract Terms
4 General
View v Format v Freeze |w' Detach
Attribute Changed From Changed To
Amount Limit (USD) 650.00 750.00
Start Date 8/30/119
Agreement Amount (USD) 650.00 750.00

30
Change Order History: 2

Buyer

Click the Status link to view the status of the Change Order.

JESSICA CHAPA

Supplier J & M Excavating, Inc.

Procurement BU

Lucas County

Supplier Site  "MAIN
Agreement 13 Status Processed
Description  Add Start Date and update price.
View v Format v ceze = Detach
Performed By
Action Action Date Additional Information
Party Name
Submit Buyer JESSICA CHAPA 8/14/19 4:23 PM
Approve Approver JESSICA CHAPA 8/14/19 4:30 PM
Implement Revision 1 Application 8/14/19 4:30 PM Add Start Date and update price.
31 Click the Done button.
32 Highlight the Change Order row.
33 Click the Actions menu.
34 Click the Compare to Original menu.
Change History: 13 @
Currency = Us Dolar
m\m- fomaty § [F * Detach
Export to Excel ::3:::::‘; g::!ion ::!ir:/ling Initiator Type Agveememc :’::;:; Status
Review Changes
d update price. 1 8/14119 Buyer JESSICA CHAPA External +100.00 Processed
View POF
warto Buyer JESSICACHAPA  Intemal 000 Processed

View Change Order History

Compare to Original

35

Compare the Changes made.
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Review Changes: 2
Currency = US Dollar

Change Order 2

Description  Add Start Date and update price.

@ Main  Controls

4 General

View v Format v
Attribute
Description

Amount Limit (USD)
Start Date

Agreement Amount (USD)

| Detach

Creation Date  8/14/19

Status  Processed

Job Aid PUR-024

Initiating Party ~ Buyer
Initiator  "JESSICA CHAPA

Type External

Changed From Changed To

Excavation Agreement

650.00 750.00
830119
650.00 750.00

36

Click the Done button.

37

Click the Done button.

38

Click the Actions menu.

39

Click the View Revision History menu.

Overview ~ Manage Agreements X  Contract Purchase Agreement: 13 X Contract Purchase Agreement: 13 X

Revision History:

Currency = US Dollar

13

Actions v View v Formatv 5% [¥

Revision Change Order  Description

1 2

0

Detach

Add Start Date and update price:

Excavation Agreement

il .o m

Creation Date Initiating Party Initiator Agreement Amount

Changed
8/14119 Buyer JESSICA CHAPA +100.00 I|II
8/14119 Buyer JESSICA CHAPA +650.00

40

Notice that the Revision is not the same as the Change Order.

41

Click the Done button.

42

Click the Actions menu.

43

Click the View Document History menu.

Overview Manage Agreements X  Contract Purchase Agreement: 13 X Contract Purchase Agreement: 13 X

Document History: 13

Buyer "JESSICA CHAPA

Procurement BU  Lucas County

Agreement 13

Description  Excavation Agreement

View v Format v Fi " Detach
Action
Party
4 Change Order 2 Buyer
Submit Buyer
Approve Approver
Implement Revision 1 Application
» Change Order 1 Buyer
» Original Document Buyer

Performed By
Name

JESSICA CHAPA

JESSICA CHAPA

JESSICA CHAPA

JESSICA CHAPA

JESSICA CHAPA

Action Date

8/14/19 4:14 PM

8/14/19 4:23 PM

8/14/19 4:30 PM

8/14/19 4:30 PM

8/14/19 4:08 PM

8/14/19 4:05 PM

Supplier J & M Excavating, Inc.
Supplier Site  "MAIN

Status  Open

Additional Information

Add Start Date and update price.

Add Start Date and update price.

Added Description

44

Click the Expand icon to view the Approval Details.

Drill down to the details.

45

Review the document history.

46

Click the Done button.

47

Click the Done button.

48

Click the Home icon.
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