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Submitting a Purchase Order Change Request

Purpose This learning guide provides details of how a supplier initiates a
change order request within the Oracle Supplier Portal

Oracle Supplier Portal Landing Page

1. Logintoyour Oracle Home Page and click on the Supplier Portal application tile to be
directed to the Supplier Portal dashboard.

Good evening, Lynn Jones!

Supplier Portal

Things to Finish
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2. Infolets on your Supplier Portal dashboard show outstanding actions and recent
activity . Hyperlinks will take you directly to the activities  described.
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Search ‘Orders v| Order Number | Q

Tasks
Orders
Requiring Attention Recent Activity
« Manage OrdeE Last 30 Days
« Manage Schewdles Orders changed or canceled 1
« Acknov Schedules in Spr Orders opened "
Recs*ms 1

« Manage Shipments

« Create ASN

« Create ASBN

« Upload ASN or ASBN H

Transaction Reports
Last 30 Days

PO Purchase Amount 58225 CAD

« View Receipts

« View Retumns

M Schedules Overdue or Due Today
Contracts and Deliverables »

« Manage Contracts
« Manage Deliverables Supplier News

Negotiations

« View Active Negotiations
« Manage Responses

Qualifications

3. Use the Search bar at the top of the page to search by individual Purchase
Order number.

ORACLE

Supplier Portal

Search Ovoers

Tasks L3 0

Orders
2 Requiring Attention Recent Activity
« Manage Ordars Last 30 Days
» Manage Schecuies Orders openad 3
o Acknowledge Schedules in Spreadsheet
2
2
Shipments
« Manage Shipments 3 Transaction Reports
Last 30 Day
PO Purchase Amount 1324 CAD
]
4
» View Retums W Orders 1o Acknowiedge
B Schedudes Overdus or Due Today
Delrvarables <
« Manage Deliverables
Supplier News

Negotiations

o View Adtive NegoSations

« Manage Responses
Qualifications

* Mansge Queshonnares

o View Oualificabons

4. To view all your Purchase Orders , click Manage Orders to be directed to the
Manage Orders page.
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ORACLE

Supplier Portal

e \ O

Orders

Requiring Attention Recent Activity
Last 30 Days

« Manage Ordars

» Manage Schecues Orders opensd

w

o Acknowledge Schedules in Spreadsheet

Shipments ‘

Transaction Reports

« Manage Shipments 3
Create ASN Last 30 Day

« Craate ASBN PO Furchase Amount 1324 CAD

» Upload ASN or ASSN 3|
* View Recapes
* View Retums W Orders 1o Acknowiedge
B Schedules Cverdue or Due Today
Delrvarables *

« Manage Deliverables

Supplier News
Negotiations

o View Adive Negoations

« Manage Responses
Qualifications

« Mansge Quesbonnares

o View Oualificabons

Review Purchase Orders

5. From the Manage Orders screen you can filter search results by selecting  from
the search parameters . You can filter by Sold -to Legal Entity or Bill-to BU
(Business Unit ). Additional filters include Supplier Site and order Status .

ORACLE

Manage Orders @

Hoaders  Schedules

4 Search Advanced | | Manage Watchiist | Soved Seorch Al Orcers v
Soid-1o Legal Entity ‘ v Order
Bill-1R BU v Status v
Suppler Site v \ Include Closed Documents No v

search || Reset | Save... |

Search Results k
Adions v View v Fomaly 7 [F reese  3vi Detach Wyay
Order Order Date  Description Supplier Site Buyer Ordered Currency Status Life  Creation

Cycle Date
No search conductad
Columns Hidden 24
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Additional activities you can perform from the Manage Orders screen include Managing
Orders, Schedules and Deliverables or Acknowledging a Purchase Order. Please
review our Learning Guides on these topics.

6. Click the Search button once you have populated your search parameters or
leave the fields blank to include all Purchase Orders

Manage Orders

.

Headers  Schedules

4 Search |Aguanced Manage Watchlist | Saved Search | All Orders v

Sold-to Legal Emity‘ | v | 0rﬂer| ‘
Supplier Site ‘ | - I Include Closed Documents | No w
No sl e i
Yes ‘ Sear || Reset ‘L ve... ‘
Search Results
Actions w Vieww Fomatw FH Freeze lw' Detach Wrap

Order e e Change Life . =
Order Date Description Supplier Site Buyer Ordered Currency Status Order Cycle Creation Date -

4 3

Columns Hidden 22

7. The Search Results work area displays an overview of your Purc hase Orders .

ORACLE

Manage Orders @

Headers  Schedules

b Search Advanced || Manage Watchlist | Saved Search | All Orders v
Search Results
Actions v View v Formatw # §E ¥ “ Detach L3
Order g;f:' Description Supplier Site Buyer Ordered Currency Status CLyit’:eIe Creation Date s:::{:;”
PUR-2664-2000388 5/6721 SC Office 30.00 CAD Open e e
PUR-2664-2000387 5/6/21 SC Office 3500 CAD Open 5621
PUR-2664-2000386  5/6/721 SC Office 25.00 CAD Open e 5521
© PUR-2251-2000050 5 :k: test for karen h SC Office 300.00 CAD Open L Se1
PUR-2524-2000148 , 5/4721 SC Office 510.72 CAD Open 5/421
PUR-2524-2000144 , 4/15/21 SC Office 51072 CAD Open oAns
© PUR-2430-2000007 4/15/21 SC Office 400.00 CAD Open Lo
PUR-2251-2000048  4/15/21 SC Office 31425 CAD Closed for Receiv s
PUR-2251-2000047  4/15/21 SC Office 900.00 CAD Open ans21
00006 4/15721 SC Office 55,000. CAD Open L

To ensure you can view the Change Order fields, cust omize the fields that display in
the Search Results area. Click View A Columns A and select the Change Order
Status and Change Order fields.
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Manage Orders @

Headers  Schedules

b Search | Advanced | Manage Watchlist | Saved Search | All Orders v|
Search Results
Actions v Fomatvy S T F " Detach
hi Lt o i "
( AL stie feond Description Supflier Site Buyer Ordered Currency Status Change Order Status CLy'?Ie Creatic
Columns »
Show All £ (fice 30.00 CAD Open o se1
f C Qffice 3500 CAD Open s 561
Detach v Order
P & Order Die C Cfffice 2500 CAD Open e LT
Sort N
(i B v Description C ffice 300.00 CAD Open Pending Approval L 5/
Reorder Columns
f v Supplier Site C Qfice 510.72 CAD Open S
Query By Example
ForczozazovoTssarrozr—| ¥ Buyer c ffice 51072 CAD Open Troansn
© PUR-2430-2000007 411521 | ¥ Ordered c dfice 40000 CAD Open Pending Approval O oans2t
v Currency .
PUR-2251-2000048  4/15/21 C fice 31425 CAD Closed for Receiv Lroans
v Status )
PUR-2251-2000047 4/15/21 C Qrfice 900.00 CAD Open W 41521
« Change Order Status
PUR-1021-2000006  4/15/21 C (ifice 55,000 CAD Open .‘;_' 415121
Change rirder
) S »
Columns Hidden 22 v Life Cycie
+ Creation Date
v Reference Number
Payment Terms

Supplier

Acknowledgment Due Date

Submit a Change Order Request

8. To request a change to a Purchase Order , select the Purchase Order line and
then click on the hyperlink in the Order field to be directed to the Purchase
Order Details screen or highlight the Purchase Order and section Edit from the
Actions drop down menu. Note: The Purchase Order must have a Status of
Open to initiate a Change Request .

Manage Orders @

Headers  Schedules

p Search Advanced | Manage Watchlist | Saved Search | All Orders v

Search Results

m View v Format S B B * Detach
Edit Order at SR Change Life
‘ Date Description Supplier Site Buyer Ordered Currency Status Change Order Status Order Cyel
Export to Excel
‘ B8 g 5/6121 SC Office 30.00 CAD Open
| Cancel Document
| 187 || 516121 SC Office 3500 CAD Open
Acknowledge
‘ 86 | 5/6/21 SC Office 2500 CAD Open
View PDF
s 50 f 5/5121 test for karen h \ SC Office 300.00 CAD Open Pending Approva 1
PUR-2524-2000148 , 5/4/21 SC Office 51072 CAD Open
PUR-2524-2000144 , 4/15:21 SC Office 51072 CAD Open
© PUR-2430-2000007 4/15/21 SC Office 400.00 CAD Open Pending Approva Kl
SC Office 31425 CAD Slosed for Receiv

SC Office 900.00 CAD




9. A notification Warning will appear advising you that you are about to create a
Change Order on the document . Click Yes to continue.

A Warning X

This action will create a change order on the document. Do you want to continue? (P0-2055113)

()]

10. The Edit Change Order screen will display and will indicate the Change Order .

ORACLE ‘ >

Edit Change Order: 3 @ Actions v || [ save | v |[ submit | cancel |

Change Order 3 Status  Incomplete Initiating Party  Supplier

" Description || I Amount Changed 0.00 CAD Initiator  Lynn Jones

Creation Date  5/14/21

Main  Contract Terms

4 General @

Sold-to Legal Entity

f;””"" Pipstines (Atabasca) inc. - Supplier Enbridge Testing Ltd

Ordered 510.72 CAD

Bill-to BU  Enbridge CA Business Unit " Supplier Site SC Office Description
4
Order PUR-2524-2000144 Supplier Contact Lynn Jones
P o Agreement
tatus n ENBRIDGE ACCOUNTS
: LY Billto Location - p,vgi e cA PO BOX
Buyer
Default Ship-to
4 CHEECHAM
Creation Date  4/1521 Location

Terms  Notes and Attachments

"“{‘e":"“; NET 60 DAYS FROM RECEIPT OF UNDISPUTED INVOICE Shipping Method

- — Pay on receipt
Freight Terms  Hold for pick up

IncoTerms — Confirming order

4 Additional Information

Contract Number Expeditor Name Context Prompt

Lines Schedules

Actions v View v Formatw = Freeze = Detach Wrap
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11. Please provide a detailed Description of the change request ed in the
Description text box .

ORACLE

Edit Change Order: 3 @

Change Order 3 Status Incomplete Initiating Party  Supplier

N I ynn Jones
Description | This is a change request Amount Changed 0.00 CAD — X do

Main

[ .

4 General @

Sold-to Legal Entity E;D'\d;e Pipslines (Athabasca) Inc. - Supplier Enbridge Testing Ltd

Ordered 510.72 CAD

Bill-to BU  Enbridge CA Business Unit * Supplier Site SC Office Description
Order PUR-2524-2000144 Supplier Contact Lynn Jones
Agreement
Status Open ENBRIDGE ACCOUNTS

) Bill-to Location - pyag) £ cA PO BOX
er
Buy! Defauit Ship-to

CHEECHAM
Creation Date  4/15/21 Location

Terms  Notes and Attachments

Payment

Terms NET 60 DAYS FROM RECEIPT OF UNDISPUTED INVOICE Shipping Method

o Pay on receipt
Freight Terms  Hold for pick up

IncoTerms Confirming order

12. Line elements of the Purchase Order that can be changed will be open for
editing. These include the Supplier Item , Quantity , and Price fields. Note: The
Price cannot be edited if there isa Blanket Purchase agreement in place for an
agreed upon price.

You will need to provide a detailed description for the Change Reason in the text
box provided.
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Edit Change Order: 3 ®

4 General @

Sold-to Legal Entity

Enbridge Pipelines (Athabasca) Inc. -
LP

Supplier Enbridge Testing Ltd Ordered 510.72 CAD

Bill-to BU Enbridge CA Business Unit * Supplier Site  SC Office Description
Order PUR-2524-2000144 Supplier Contact Lynn Jones
Agreement
Status Open ENBRIDGE ACCOUNTS

Bill-to Location PAYABLE CA PO BOX

* Buyer
De(aul: Ship-to CHEECHAM
Creation Date  4/15/21 ocation
Terms  Notes and Attachments
Payment  NET 60 DAYS FROM RECEIPT OF UNDISPUTED INVOICK Shipping Method
" Pay on receipt
Freight Terms  Hold for pick up
IncoTerms Confirming order
4 Additional Information
Contract Number k Expeditor Name Context Prompt
Lines  Schedules
Actions v View v Fomatv 585 ¢ =" Detach
e— i . ’ “ Base . - . Malimo
Line " Description Supplier Item Quantity UOM Price Price  Ordered ~ Location Note to Suppfler Change Reason Delver to
Lodation
1 need to order 8 air hiater 8| Each 63.84 63.84 510.72 CHEECHAM
»

13. To request changes to delivery dates, click the  Schedules tab. You can update
the Promised Delivery Date in the field provided or request to revise the
Quantity . You will need to provide a Change Reason in the text box provided.

For services Requested Delivery Date = start date of work to be performed,

Promised Delivery Date = end date of work to be performed. For materials
Promised Delivery Date = contractual dat e agreed to for delivery of goods.
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Edit Change Order: 3 @ actions ¥ | [ save | v || submit |[ cances

e Kool

Main X

4 General ®

Sold-to Legal Entity E;Dndqe Pipelines (Athabasca) Inc. -

Supplier Enbridge Testing Ltd Ordered 383.04 CAD

Bill-to BU  Enbridge CA Business Unit * Supplier Site SC Office Description
Order PUR-2524-2000144 Supplier Contact Lynn Jones
s o Agreement
tatus pen ENBRIDGE ACCOUNTS
. Bill-to Location - puyag) £ CA PO BOX
Buyer
Delaul: Ship-to CHEECHAM
Creation Date  4/15721 ocation
Terms  Notes and Attachments
Payment e 60 DAYS FROM RECEIPT OF PUTI /
Terms NET 60 DAYS FROM RECEIPT OF UNDISPUTED INVOICE Shipping Method
- Pay on receipt
Freight Terms  Hold for pick up
IncoTerms Confirming order
4 Additional Information
Contract Number Expeditor Name Context Prompt
Lines  Schedules
Actions v View v Format v x » & ? kDelacn
Line Description * Location Quantity Jom  Requested Promised Change Reason

Delivery Date Delivery Date

1 need to order 8 air heaters for project XYZ CHEECHAM 6| Egch 42021 63021 fe

Columns Hidden 15

14. To Save a draft of your change request and Submit at a later date. Click the drop
down arrow on the Save button and select Save and Close.
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