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View Blanket Purchase Agreement 

Audience: Buyers, Procurement Managers 

Purpose: This job aid will assist you with viewing a blanket purchase order.  

 Step Action 

1 Log into Oracle. From the Home page, navigate to Procurement > Purchase Agreements. 

 
3 Click on the Tasks icon. 
4 Click the Manage Agreements link. 

 
5 Click on the Status field list of values. 
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6 Select the Open list item. 

 
7 Click on the Buyer Name field. 

Remove the Buyer name. 

 
8 Click in the Agreement Field. 

Enter xxxx number to search for any agreements that begin with the number xxxx. 

 
9 Click the Search button. 
10 Highlight an Agreement row. 

 
11 Click the View menu. 
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12 Select the Reorder Columns menu item. 
13 Select the Released Amount column. 
14 

Click the Move Up arrow .  

 
15 Click the OK button. 
16 Highlight row for Agreement.  
17 Click on the Agreement number link. 
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18 View Blanket Agreement Lines section. 

 
19 Highlight row 1 of Lines section. 
20 

Click on the Details icon . 
 

21 Upon viewing, click the Done button. 

 
22 Click the Controls tab. 
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23 View Order Processing and Notification Controls. 
24 Click the Done button. 
25 Highlight row for Agreement number where Released Amount is greater than 0.00. 
26 Click on the Released Amount. 

 
27 Highlight a row. 
28 Click on Life Cycle icon. 

 
 

 
29 Review Receipts and Invoices sections by clicking the links. 
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30 Receipts 
Click on the Done button. 

 
31 Invoice 

Click on the Done button. 

 
32 Click the Done button. 

 


