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Managing Agreements/Contracts &
Deliverables in the Oracle Supplier Portal

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

Scope Agreement is the Oracle term for contract. This module (where permissible) will allow
the supplier to perform tasks relating to their contracted obligations.

Overview Through the Supplier Portal, the suppliers will have visibility over their
agreements/contract’s general information and terms. Likewise, they will be able to
perform tasks to search, review, acknowledge, accept, or reject agreements. When
required, they will be able to track and respond to contract deliverables.

Procedure 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 Portal > Apps: Supplier Portal.

e Under Tasks > Agreements, click Manage Agreements.
5 Search for the Agreement:

e Use Basic or Advanced search parameters.

e Make the necessary selections (Equals, starts with, contains etc.): Procurement BU
(SEW-AU), Supplier Site, Agreement (enter the contract number), Status. Populate the
relevant information or leave them as blank.

e Click Search.

e Select your requirement from the Search Results section.
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4 Advanced Search Manage Walchlist | Saved Sesrch | Al Agresnents v
Procuremsat BU | Equsis v - Status | Equals ) -
Supplier Site | Equais v - Inchuge Closed amd Expired Documents | Equals v || No v

Agresment | tar wmn v
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Search Results
sors v vy fomite F G 1 omacn
Agresment  Dascription Supplier Sits Buyer Agreement  Released Curancy Status EndDate Shange Creotion
o search candced
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From the search results, click the relevant Agreement no.

Search Results
Actons w View w Format w ] - 2 s Dwtnch
Agresment Description Supplier Site Buyer Agriinint n‘m Cumency Status End Date g':"ﬁ"' ;‘;‘:‘"’"
DEMO Mistes, Pri ane usSo Open t3dand
sam DEMO Mistea, Pray WS Open 1o Todandd
LT DEMO Mighea, Pras 100,000 00 D) USD P Si th-Jan-g

View the Agreement details from different tabs: Main, and Contract Terms.

4 Goneral
Prosuiemant BU LIS B i Supplier  TEAT LIWITED St Ciate
Agresmant  BIT14 Suppser fits  DER et Biate
Blatus  Cpen Bappler Comiet | M0 TEST Agreamant Amount 100 000,00 S0

Bugsr  Prasnest Usnes LA A Minimum Ralsass

Amaunt
Creation Date  17.450.5003 Communication
Mthod Faleased Amount usp
A .
haater Eontrast
Term  tates S AR
Raquirsd Ackrowiedgmant N Shipping Ma - R
Payriact Tare el 30 Frebgt Terme Bupe paps. Feghl

Actions Drop-down Menu:

Perform any of the relevant task from the Actions drop-down menu:

e 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.
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5 To Acknowledge Agreements:
Navigation: ERP home page > Supplier Portal > (APPS - Supplier Portal > Manage
Agreements.
- Search for the Agreement which requires Acknowledgement:
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.
Emwﬂmﬂﬂ Swved Search  AlAgeononts W
Procurement BU  Equals - Staluz  Equaly - w*
Supplier 5ie  Couais » ¥ Inciude Cloted and Expired Qocumants  Equals » ho v
Agreamant St with W B
Search  Resst  Save.. | AddFields v | Reoider
8 From the search results, click the Agreement no.
o ———— =
9 Review the Agreement Details:
o After reviewing the Agreement details, click Acknowledge.
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10 o Decide to either Accept or Reject the agreement using the respective buttons.
e Confirm the action by including a message in the Acknowledgement Note.
OoORACLE
Acknowledge Document (Blanket Purchase Agreement)
I Freignt Terms
1 Click OK to proceed with the action.
/. Warning x
The document will be accepted. Do you want to continue? (PO-2055013)
‘ cancel |
12 Once the Agreement is acknowledged the Status will change to Open.
F Search Agvencesi  Marage Wrichbak  Saves Ssarch A AgeeTani -
Search Results
famoss w wwew w Foman w4 ] Frease (o Ewtaci
[r— Besiription Buppiier £ Buyer Agreemant  Released oopers sian EndBue Shavge Crestion
D e DEMG naen Fras 100,000 03 008 usD Copean 1 TE-and
“LaF. DEMO RSN FYSE 100000 0 X S50 et i
To manage deliverables.
13
Navigation: ERP home page > Supplier Portal > Apps: Supplier Portal > Tasks >
Contracts and Deliverables > Manage Deliverables.
Comaracty i Dalivirabibes
» Manage Conbiacs
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.
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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

Actons v Vieww Femalw

Dslrverasle Nams Status. Dovarabia Typs  Documant Tyss. Document Humber Duslate & Party Name
e invesigaton rport Opes Comractesl Conact Purchass Agr . C1008021 o LMD NG EERIG.
Debvary Safety Raprt L Opea Contacteal Conteact Perchasa Agr 1008021 1eaz LMD ENCEERmIG
Deaggs documents Opea Contacteal Conteact Parchana Agr . 1008021 soazs LMD EnGRIEE G
e Deberane Opea Conbactsl Contract Parchass Agr_ 100021 50823 LMD ENGIEERNG
Debvery Safety Repart Open Convactsdl Comract Perchase Agr_ 1000021 182 LMD ENGREERNG
Desiga ducumsnty Ogen Convactsl Contract Perchass Agr_ 1009021 50923 LMD ENGREERNG
Debvary Safety Rapert Ogen Contacteal Coact Perchame Agr . 1030621 1oz LMD ENCEERmIG
feangn docments Goen Contacteal Cobact Perchame Agr . 1030621 suz LMD ENCEERSIG
Detvary Saseny Repent pen Comacts Compact Percnase g G099G21 ma LD ERGE G
Desgs documanty Ogen Conbactal Comact Perchase Agr . G2 wna LMD ERGH TG
Debvery Safety Repsit Ggen Conactel Conteaet Perchase Age 1008021 1223 LMD ENGHEERSIG
Desaga documents apen Commactel Comact Perchase Agr_ CB0G2 a3 Lano EnGaiEERSNG
Dekvary Safety Ragsrt Open Contacteal Conteact Parchans Agr 1008021 ez LMD ERGRI G
Dekvary Safety Ragr Opan Contacteal Conteact Parchans Agr 1008021 oo LD ERGRI RS
Debvery Safety Repart open Conbacheal Comact Perchase Agr_ 1000021 1oz LMD ENGIEERNG
Dsbvary Safety Rapart Ggen Contacteal Conteact Parchasa Agr 1008021 ey LMD EnCEESmG
Debvary Safety Rapart Ggen Contacteal Conteact Parchasa Agr . 1008021 ey LMD EnCaEERmG
Debvary Safety Repart Open Convachal Contesct Perchass Agr 1000021 1oeze Lano NG EERmG
Debvary Safety Repart Open Conbactl Contract Perchass Agr C1008021 oz LMD ENGEERG

e Update the Edit Deliverable window with the required information:
o Status
Add comments under the Notes box.
Add a file or link.
Click Save and Close.
Continue to work on all the deliverables which you wish to update at this stage.

15

o O O O

Created: 19/10/2023 Page 5|6 DOCUMENT NUMBER BS3068
Reviewed: 19/10/2023
Branch: Strategic Procurement This document is uncontrolled in printed form




South East ..::%
Water ;::2'¢

Edit Deliverable: Site investigation report

Name Site investigation report
Type Contraciual
Responsible Party Type External
External Party Name LAND ENGINEERING

External Party Contact First Last

Status Submitted v
Description  Submit Site |n.\'esﬁgatinn report

')
LS

on 310723

4

Notes | Pleaze see the attached investigation Report

Internal Party Name SEW-AU A
Internal Party Contact Sourghali, Vahid
Requester Ferry, Ryan
Detais Attachments  Status History

Actions v View v + X
Type Category “File Name or URL Title Description

Fie Miscelaneous v | Sile investigation report.pdi Update... Site investig ation repori.p

L4 2>

Rows Selected 1

Save and Close | Cancel |

What happens
next?

Revision status

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

following will occur:

1) Agreements/contracts can be reviewed, amended, cancelled, accepted, or

rejected.

2) South East Water can review the status and responses about the supplier

deliverables.

The following table provides a record of changes made to this document, by whom and

when.

Date of change

Description of change

IAuthor initials

Approver initials
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