9 SUPPLIER Purpose: This job aid provides the steps
for making changes to your agreements
in the Supplier Portal. Agreements refer

MAKE AG REEM ENT to CPAs or BPAswith Republic. MSAs
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PORTAL

[nitiate Changes to Agreementsin Supplier Portal

Update Supplier Products and Services Information

Initiate Changes to Agreements in Supplier Portal

1. Fromthe Oracle Homepage, click Supplier Portal.

Supplier Portal Tools EPM Others

+

Supplier Portal

2. Click Manage Agreements from the Tasks List.

Agreements

I- Manage Agreements I
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3. Search for the Agreement by entering the known parameters and clicking Search.

Manage Agreements @

Headers  Lines

4 Search | Agvancea | Manage watchiist | saved searcn ‘AHAgreemenls v‘

Procurement BU Status | v|
Supplier Site ‘ | - ‘ Include Closed and Expired Documents

Agreement ‘ |
Reset | save.. |

4. Click the correct agreementnumber from the Agreement columnin the Search Results section.

Search Results
Actions w View v Formatw o B m D

Agreement Description

40000267

Columns Hidden 30

5. Click Actions and then Edit.

EREW, . Edit

Acknowledge

Cancel Document

View Document History

It Date View Change History
i Date View Revision History
mount %
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6. Click Yesin the Warning pop-up.

% Warning

This action will create a change order on the decument. Do you want fo continue? (PO-

2055113)

o] .

7. Maketheedits totheLines Section.
a. Click the plus signicon toadd additionallineitems.
b. Select arowand click the Duplicateicon to duplicatealine.
c. Select arowand click the Delete icon to deletelineitems.

Lines
Actions w View w Format v /‘Bﬁ F Freeze [y Detach Wrap
* Line * Type Edit Item * Description
I Goods Order £ /\ Test for price update
2 Goods Order E # RS1036971 NEW ALT MM4g
Columns Hidden 13

8. Add a descriptioninthe Description field.

Edit Change Order: 2 @

Change Order 2

* Description
P

9. Click Submitintheupper right. An approver from the buying organization approvesthe change order.

[T s
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Update Supplier Products and Services Information

1. Fromthe Oracle Homepage, click Supplier Portal.

Supplier Portal Tools EPM Others

Supplier Portal

2. Click Manage Profile inthe Tasks list.

Company Profile

« NManage Profile

3. Click Editin the top right.

A=y

4. Click Yes in the Warning pop-up.

A Warning b4

POZ-2130390Making edits will create a change request for the profile. Do you want to confinue?

o
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5. Click the Products and Servicestab.

Organization Details  Tax |dentifiers  Addresses Contacts Paymenis  Business Classifications § Products and Services

6. Make edits to the Categories of your Products and Services.
a. Click theSelectand Addicon to add more. Inthe pop-up, select the correct category and click
Apply, then OK.
b. Select arowand click the Delete icon to deletearow.

Organization Details  Tax |dentifiers  Addresses  Contacts  Paymenis  Business Classifications  Products and Services

Actions w View w Format w m iz} Detach

Category Name

27000000

7. Onceyouhavemadeall of yourchanges, click Review Changes.

Delete Change Request | Review Changes ‘ Save and Close

i

Review Changes

4 Products and Services

View v Format v Detach

Category Name Description

9. Acategory manager for the buying organization approvesthe changes.
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