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How to Request Changes to an Agreement — Quick Reference Guide /—\EL

How to Request Changes to an Agreement

Why should | use this This guide provides information on how to request changes to an
|:/ guide? agreement.

&(‘L Who rgight use this Suppliers needing to update information on an agreement.
guide?

Login to the system
Navigate to the Supplier Portal tab.
2 Click on the Supplier Portal app.

Good afternoon, ERP XXXXXX

—_—

My Team @89| Supplier Portal Tools Others

—

Supplier Portal

3 From your Task bar, click on Manage Agreements.
essential
uyl
Supplier Portal
search | orders | Order Number Q
Tasks e
Requiring Attention Recent Activity Transaction Reports
« Manage Orders Last 30 Days Last 30 Days

45K AUD

« Manage Schedules Orders opened 2
« Acknowledge Schedules in Spreadsheet

Agreements nce Amount 0 AUD
: — ©)
Channel Programs . L

2K AUD

= Manage Programs

shipments

= Manage Shipments
« Create ASN
« Create ASBN
= Upload ASN or ASBN M Questionnaires

« View Receints
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‘ Step ’Action ‘

4
agreements will appear.

Highlight the relevant Agreement.
Click on the Pencil icon to edit.

5
6

ﬁ
essential
energy

Manage Agreements @

Headers  Lines

4 Search

o [ |

Feavma “[7]=

Supplier Site

Search Results

Actions v View v & iw' Detach
Agreement Description
raooooooss | c e e'onc nvento
2647 PS Tools power tools & consuma
26478 PS Tools power tools & consuma INV

Enter an Agreement Number and click on Search. Alternatively, click on Search and all your

[ Agvancea | Wanag watsnist | sovea seren | Al sgreaman -

EI=EC

Supplier Site Buyer Agreement  Released ¢ rancy  Status End Date  Shange Creation

Amount  Amount
Cleveland 11370347 AUD Open 6108721
Noninv Clevelan 16082863 AUD Open 30821
Cleveland 424570 AUD Open 30821

Click Actions and Edit.

ﬁ
essentla}

energ:

Blanket Purchase Agreement: 264’

Main  Contract Terms

4 General
Procurement BU  Essential Shared Services BU Supplier
Agreement 2647 Supplier Site
Sttws Opon Supplier Contact
suer I Supplier Agreement
Creation Date 308121 Communication Method E-Mai
Email

nR 4

=S =

Edit

Acknowledge

Cancel Document

View Document History

StartDate 30119 View Ghange History

End Date View Revision History

Agreement Amount 3

Minimum Release Amount

Released Amount  160,828.68 AUD

6)
—

Description P Tools power to0is & consuma

Master Contract

A waming change order message will appear.
To edit the document, click on Yes.

Warning

This action will create a change order on the decument. Do you want to cg

x

? (PO-2055113)

including effective date.

Enter a Description on the change. The description should include a clear justification for the change

Note: Please allow sufficient time between submitting the changes and the effective date for Essential
Energy approvals to occur and any other implementation requirements to be put in place.
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=~
essential
ey

nctons | [Save | =] [soomt | cance

Edit Change Order: 16 @

* Description —‘ Status  Incomplete Initiator ~ Accounts NA
)
4 General @
Procurement BU Essential Shared Services BU supplier | StartDate %0119 (0)
Aareoment 2647 pr— ] £nd pate
Creation Date 310821 Email Minimum Release Amount
10 Scroll down to the Lines section and update the relevant information. Example. Price
11 Include a justification / change reason for each line that is changed.
Lines
sv Vieww Formatv 4 B / X B & Free; T
5 Addition;
“Line ~ Type Edit Item * Description * Catogory Name  noPPler oy * Price Expiration Date Change Reason '“""m

I//) Goods. #  siaoo3t Peg Bakelite With Spring Suits Test Lamp. Pack of 5 Electrical charge sens | TM12776 | Each ‘ 12900‘ ‘nu‘mm;, E‘eH ‘ |

Note: It is not possible to attach any documentation to the change order in Oracle. If you have
spreadsheets or other documents showing justification for the price change, please email them
separately to the Essential Energy Buyer listed on the agreement.

12 Scroll back up to the top and click on Save then Submit.

13 Click on Ok to the confirmation message. At this stage the document will be sent to Essential Energy for
consideration.
+ Confirmation »®

Change order 16 for document (Elanket Purchase Agreement) 2647 was submitted for approval.
| K|
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