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View Contract Purchase Agreement

Audience: Buyer, Procurement Manager

Purpose: You can view the Document History page. Open the page from the Purchase Orders
work area, Manage Orders task, or the Purchase Agreements work area, Manage Agreement
task. In the search results, click the document's Status link. On the document view or edit pages,
click the document's Status link, or select the View Document History action.

Use the Document History page to view a comprehensive audit trail of all actions taken, changes
proposed, and changes implemented on the document. You can also view action details for the
document. This job aid will assist you with viewing a contract purchase agreement.

Step | Action

1 Log into Oracle. Home page -> Procurement

JESSICA CHAPA

Share thoughts with your colleagues.

0 Employee News

0) My Flags

2 Click the Purchase Agreement icon.
3 Click the Tasks icon.
4 Click the Manage Agreements link under the Tasks icon.
Requisitions
* Process Requisitions
* Import Requisitions
1 « View Requisition Lines
H E Orders
+ Manage Orders
C>\  Create Order
| — * Generate Orders
« Import Orders
I||. Agreements
=

o Create Agreement

o Import Blanket Agreements

* Import Contract Agreements
 Initiate Retroactive Price Update

1 « Generate Approved Supplier List Entries

5 Click the Advanced button.
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Manage Agreements

Headers  Lines

4 Search

** Keywords

Job Aid PUR-043

** Atleast one is required

** Agreement

Procurement BU  Lucas County | v status v
** Supplier Q ** Catalog Administrator Authoring Enabled v
** Buyer CHAPA, JESSICA v Include Closed and Expired Documents No
Search  Reset  Save...
Search Results
Actions w_View v _Format w o« B & Freeze [ Detach

Click on the Status Field list of values drop down.

Select the Equals -> Open list item.

o AL
** Agreement
Status ~

** Catalog Administrator Authoring Enabled
Canceled

Include Closed and Expired Documents | Finally Closed
Incomplete
On Hold

Pending Approval

Click on the Buyer Name field. Remove the Buyer name.

** Buyer v

Click in the Agreement Field drop-down list. Select Starts With.

Click in the next field. Enter a partial number to search for any agreements that begin with the
numbers you entered.
Manage Agreements @

Headers Lines

4 search Advanced  Manage Watchlist Saved Search Al My Agreements ~

** Atleast one is required

** Keywords. ** pgreement 1
Procurement BU Lucas County | v status v
** Supplier Q ** Catalog Administrator Authoring Enabled v
** Buyer CHAPA, JESSICA v Include Closed and Expired Documents No | v

Search Reset Save...

Search Results

Acionsw Vieww Fomatw o 5 & % T [% Ey " Detach

11

Click the Search buttonv.

12

Click the View drop-down menu.

Search Results

Actions w Format v <= [E

About This Record

: el
Revi: Columns >
1 nty
Detach
0 nty
Sort 2
<

Reorder Columns...

Query By Example
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13 Select Sort -> Advanced menu item.

Job Aid PUR-043

14

Click in the Sort By drop-down list and select Document Type from the drop-down list.

Advanced Sort x
Sort By Ascending
Document Type v @ Descending
Then By Ascending
Agreement v 'ov‘ Descending
Then By @) Ascending
v Descending
OK Cancel

15

Click the Descending Radio button.

16

Click on the Then By drop-down list and select Agreement from the drop-down list.

17

Click the Descending Radio button.

18

Click the OK button.

19

Highlight a Contract Agreement row where Released Amount is greater than 0.00.

Search Results

Acions v View v Fomatvy 4 H / X 7 & eeze Detach

Procurement e . Released | Agreement Change . Acknowledgment
BU Agreement  Description Supplier Amount Amount Creation Date

Currency  Status Start Date End Date Revision Ordor Due Dato

Amount

Lucas County 13 Excavation Agreement J &M Excavatin. 20.00 750.00 USD Open 819119 2 814119

20

Click the Released Amount link.

21

Highlight row 1 of the Releases.

22

Click on the Life Cycle icon for the Standard Purchase Order.
Lif
Cy:c‘lee

23

Click the Receipts number link.

Overview Manage Agreements X Manage Orders X Purchase Order: 46 x

Schedule Life Cycle: 1 @

Soldto Legal Entity  Lucas County Schedule Life Cycle
Order 46
Supplier J & M Excavating, Inc. 20

Supplier Site "MAIN

W Ordered
i

Line 1

Line Description ~ Excavation Services
Ship-to Location

Ordered 20.00 USD

Funds Status  Reserved

4 Receipts

Actions w_View v Fomatw 72 7 =" Detach
Receipt Receipt Date Delivered  Invoiced Open to Invoice
2021 819119 2000 0.00 0.00

‘Columns Hidden 2

24

Click the View Transaction History button.
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Overview Manage Agreements X Manage Orders X Purchase Order: 46 x

Receipt: 2021

Summary
Supplier J & M Excavating, Inc. Packing Slip
Shipment Waybill
Shipped Date Bill of Lading
Shipping Method Note

Number of Supplier Packing Units Attachments None

‘Supplier Site "MAIN

» Additional Information

Lines

Actions v View v

Item Document Quantity

tem . Document Type
Description Number Ordered Retumed  Net Received Rejecte

Excavation Serv... Purchaseorder 46 20 0 20

UOM Name

d

0

usD

Currency

Job Aid PUR-043

e (—

Recipt Date

8/19119 10:14 AM

25 Click the Transaction Type Expand icon.

Transaction History: Receipt 2021

Actions v View v 57

Transaction

Transaction Revision Transaction ID  Subinventory  Locator

Amount

Quantity Tm;sm:non

ol
4 Excavation Se 0
2003

» Receive 20.00

Transaction
Date

Currency

8/19/19 10:14 AM

Deliver-to
Location

Suppt Sves - Pu..

26 Click the Done button.

27 Click the Done button.

28 Click the Done button.

29 Click the Done button.

30 Click on Agreement Number link.

Released
Amount

Agreement
Amount

Supplier Currency Status

BU

Lucas County 13 Excavation Agreement J & M Excavatin. 20.00 750.00 USD Open

Start Date

819119

Change
Order

Acknowledgment

End Date Due Dato

Revision Creation Date

2 8/14/19

31 Click the Controls tab.

32 View Order Processing and Notification Controls.

Overview Manage Agreements x Contract Purchase Agreement: 13 x

Contract Purchase Agreement: 13

4 Business Unit Access

Actions v View v Formatv 1 [F ceze [ Detach

Requisitioning BU Order Locally ~ Purchasing Site Ship-to Location

MAIN

Lucas County

Order Creation Options

 Enable automatic sourcing
— Punchout requests only
/' Automatically generate orders
¥ Automatically submit for approval
¥ Group requisitions.
¥ Group requisition lines
Uso requestad date
— Use ship-to organization and location

Allow ordering from unassigned sites

<! Detach

View v Format v

Condition Reminder Days Percent Amount Start Date End Date

No data to display.

Bill-to BU

Lucas County

Bill-to Location Enabled

Auditor - Accounting v

33 Click the Done button.

34

Click on the Home icon.
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