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Managing Agreements & Deliverables in the
Oracle Supplier Portal

Overview

Procedure

The purpose of this procedure is to demonstrate how manage agreements and
deliverables in the Oracle Supplier Portal.

To manage agreements and deliverables in the supplier portal, complete the following

steps.

Step

Action

To Manage Agreements:

Enter the User ID and Password in the Supplier Portal log in page.
Note: Keep User IDs and passwords confidential to prevent unauthorised access to your respective

supplier account.

Navigation: ERP home page > Supplier > Supplier Portal.
e Under Agreements, click Manage Agreements.

ey

Search for the Agreement:

e Use Basic search parameters > populate the relevant information > Search.

e Alternatively, use Advance search criteria > populate the search fields > Search.

e Use Add Fields drop down menu to select and increase the fields in the search parameters >
enter the information > Search.
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View the Agreement details from different tabs: Main, Contract Terms

Bl Date
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Agrewmant Amount 100 000000 LSO £
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Amount
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Actions Drop-down Menu:
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Perform any of the relevant task from the Actions drop-down menu:

o Edit — to make changes to the agreement. This results to a Change Order.
e Cancel Document — to cancel the document.

e View Document History — View past information of the document.

¢ View Change History — View change order history of the document.

e View Revision History — View any revision made in the document.

To Acknowledge Agreements:

Navigation: ERP home page > Supplier > Supplier Portal > Manage Agreements.

Search for the Agreement which requires Acknowledgement:

enter the information > Search.

e Use Basic search parameters > populate the relevant information > Search.
e Alternatively, use Advance search criteria > populate the search fields > Search.
e Use Add Fields drop down menu to select and increase the fields in the search parameters >
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Advanced Search
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8 From the search results, click the Agreement no.
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Review the Agreement Details:

After reviewing the Agreement details, Click Acknowledge.

Stats  Fonding Supss
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Suppiar Agresmant

Terms  Notes and Atiachments

=4 Document

16-Jan-2023

or Ackn:

L |
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10 e Decide to either Accept or Reject the agreement using the respective buttons.
e Confirm the action by including a message in the Acknowledgement Note.

e

O« Rk &

pt | [ Rejest

ViewFDF A

Start Date

End Date
owledgmen Agresment Amount  100,059.00 USD
Minimum Release (00
Master Gantract
Pay on raceipt

Payment Tems  Net 3D

Shipping Methed  LUPS

Freight Terms  Buyer pays f

wighl

Canfiming argsr

— ]

11 Click OK to proceed with the action.

/. Warning x

The document will be accepted. Do you want to continue? (PO-2065013)

‘ cancel |

12 Once the Agreement is acknowledged the Status will change to Open.
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To manage deliverables.

Navigation: ERP home page > Supplier Portal > Supplier Portal > Contracts and Deliverables >
Manage Deliverables.

COmRracs st Desliveiadi i

» Manage Conlbrads
= Marage Deliverabies

14

e Use the Search function to look up your deliverable.
e Fill out the relevant search parameters:

o Document Number field — enter the Contract Agreement Number
e Click Search.

Manage Deliverables (& m
4 Search Zaved Search My Deboerabies w
Deliversbls Nama Slarts with « Document Type [quals « -
Status Fquals v - Ducumen! Bumb-ed Stars with ~ | C 000 |
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Type Equals ~ -

[cm] et mem-
e Under the Search Results section, all the deliverables associated to the agreement will be
listed.
e Click the deliverable line which you intend to provide a response.

Search Results

hetons v Vieww Femalw

Dalverable Name: Status Delivaratio Type  Documant Tyse: Decument Humber DoeDate &% PartyName
Se investgation report Opea Comracted Contract Perchase Agr . C100021 non LMD ENGRIEERNG.
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o Update the Edit Deliverable window with the required information:
o Status
o Add comments under the Notes box.
o Add afile or link.
o Click Save and Close.
o Continue to work on all the deliverables which you wish to update at this stage.
Edit Deliverable: Site investigation report
@
Name Site investigation report ml
Type Contractual Descripion  Sul e investigation report
Responsible Party Type External on 31107z Y
External Party Name LAND ENGMEERING Notes | Please see the altached investigation Report
External Party Contact First Last
Internal Party Name  SEW-AU Y
Internal Party Contact Sourghali, Vahid
Requester Ferry, Ryan
Details  Attachments  Status History
Actions w  View w + X
éType Category *File Name or URL Title Description
Fle Miscelaneous v | Sile investigation report.pdf .l.lpdate.... Site investig ation reportp
< >
Rows Selected 1
[immers] oo

What happens
next?

following will occur:

1)
2)

deliverables.

Once you manage agreements and deliverables in the Oracle Supplier Portal, the

Agreements can be reviewed, amended, cancelled, accepted, or rejected.
South East Water can review the status and responses about the supplier
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