R Update a Blanket Purchase Agreement
“Ameren | (ORG)

Applies to: Ameren Supplier

Description: Update a Blanket Purchase Agreement
Sub-Application Oracle Cloud ERP

Prerequisites None

Estimated Time to Completion FEENONGIIES

Introduction
This article can be used by Ameren Suppliers to update a Blanket Purchase Agreement pricing, description etc.

Complete these steps:

Step lllustration
1. Login to the Portal ‘ A

. “Ameren
NOTE: if you do not know your -
password click on the Forgot posEsg PeTARESGRAIB GRS
Password link, put in your Welcome? HIDE
username (your email address) e Forgot Password?
and the system will send you a
code to use to login)

2. Click on the Supplier Portal N2 @ NeedHelp?

“ \meren

Good morning, CAROL CARPUNKY

Supplier Portal Procurement Tools Others

Supplier Portal Timecard




Al
“ZAmeren

Update a Blanket Purchase Agreement
[ORG)

3.

Under the Agreements section
click on Manage Agreements.

_\\__L @ Need Help?
“ZAmeren S

Supplier Portal

Q

Tasks e

Orders

search ‘Omers v‘ Order Number ‘

Requiring Attention Recent Activity

« Manage Orders Last 30 Days

« Manage Schedules

« Acknowledge Schedules in Spreadshest

Agreements

« Manage Agreements

Contracts and Deliverables =

No data available

« Manage Contracts Transaction Reports

« Manage Deliverables Last 30 Days

Consigned Inventory
« Review Consumption Advices 1

Invoices and Payments
v B Guestionnaires.

No data available
”
« Create Invoice !

Click the Search button. This
will search for all Agreements.
You can also put in search
criteria to narrow down your
search.

Click the Agreement Number

that needs updating (This will
open the Agreement).

A
.1”../ [ =y

Manage Agreements @

Headers  Lines

4 Search Advanced | Manage Watchist | Saved Search | Al greements v

Status v

neudeCose anaExpneabocuments [ |

procurmanta [ <]

Suppe st =
==
Search Results

Actons v Vewv Fomaty  / §8 B 0 Frece &) Detach 1 Wro

Agreemen pogcripion Agreement  Released ¢ roncy Status

or Si Change
Procurement BU Agreement Supplier Site Buyer e oot StartDate  EndDate 'a9° Change OrderC
AMS BU AI000221 ) 7323 SMOKETESTINGAGREEM.. OITESTONLVERS ~ Ward logan 40000000 146389 USD open 123 3024

Click the Actions
dropdown and select Edit.

TimeCards Blanket Agreement: A1000222 @

Wain

4 Genoral

Procursment 18y Aussy Suppiir 17TEST SUPFUER | Sertvate 11

Agrosment A1000222 Suppir Sl DTTESTONLY ERS Enavate 724

sts Open agreementamount £

You will receive a Warning
letting you know you are
creating a change request. Click
Yes.

A\ Warning b4

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

No‘

|Yes|

Enter a Description of the
change in the Description box.

Edit Change Order: 8 @

[T T T

Change Order &

Creation Date 92123 Initating Party - Suppier

Sttus incomplte Iniiator TIFFANY PALLVE

Main_Cortact T




At the lines level click the
Actions dropdown select
Export to Excel or click the
Export icon.

Lines

Em View » Format «

Item

Cancel Line

2204152

10. All the Lines will then export to
an excel document. You will
need this information for the
upload. Click the document to

open.

export (46).xls
3.7 KE » Done

B

This is what a Time Card
Blanket Lines will look like,
Agreement type may vary what
populates.

Columns you will need to copy
to the spreadsheet you will
upload are

Time Card Blanket:

Line (Column C), Item (Column
F), UOM (Column J), & Price
(Column K)

Stock Blanket:

11.

Time Card Blanket Agreement Export Example:

Ll

) B ]

export

D Search (At-Q)

Fle  Home Insert  Pagelayowt  Formulas  Data  Review  View Developer Help  Acrobat

@ srorecroview e e e S ST - ving

AL - £
A B¢ o e F G H | IS L M N o 3 Q R
! i T Edit Description Category Name Supplier Item UOM Price Expiration Date Change F Additionsl information
) ine vpe it lem  Description Category Name Supplier item vice ExpirationDote ChangeReason | Rote Type ol Work Ty Rate Card Line Number
3 1 Timecard-Rate based Services | 510000009 TIMECARD HOUR 200 BLANKET 1 STRAIGHTTIME 1
4 x es | 510000010 TIMECARD HOUR 125 BLANKET 1 STRAGHTTIME 1
s SE0000001 TIMECARD HOUR 200 13/2¢ BLANKET 1 STRAGHTTIME 1
6 SE0000002 TIMECARD HOUR | 100 BLANKET 1 STRAGHTTIME 1
7 5E0000003 TIMECARD HOUR 100 BLANKET 1 STRAGHTTIME 1
s 5E0000004 TIMECARD HOUR | 100 BLANKET 1 STRAGHTTIME 1
B
10
AutoSave (@ 07) export (59 - Protected View v £ Search Titany Palme (3 E
File  Home Insert  Pagelayout  Formulas  Data  Review View  Automate  Developer  Help  Acrobat
S
U, PROTECTED VIEW  Be carefulfiles from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing

Al v b3
Line (Column C), Item (Column VA ; ; o # ) K L oM|N o] o Q
D) & Price (Colu m n |) ; Line  Item Description Category Name Supplier tem UOM Price Released Amount Expiration Date Status Details Type Revision Price Break Type Allow Price Override N
12 click Enable Editing to Copy 3 12204152 FLASHLIGHT,NM 4,AA SUPERVISOR ISSUE ONLY  MOBILE LAMPS AND LIGHTS EACH 61117 000 Open Goods Cumulative FALSE
column information.
13. Go back into the Blanket Lines
Purchase Agreement Actions M‘
dropdown and select Upload g o
Lines. .
Duplicate
Edit
Delete

Export to Excel

Cancel Line

Upload Lines

Review Changes




14. Click on the Download
Resources button.
This will download the
spreadsheet where you will
copy and paste what you want
updated on the line level of the
Blanket Purchase Agreement.

Upload Lines ®

TimeCards Blanket Agreement  A1000222

Change Order &

~ File [ Choose File | No file chosen

Primary Classification Domain

L

Apply mapping ||

Continue Editing After Successful Upload
Error Threshold E

R =1-!

—
Download Resources m

15. Open the zip file.

Recent Downloads

! CatalogResources (8).zip
1,523 B = Done

Ll

R MERE Extract
16. Pick Text Template document
and open it in Excel. B swn st e E
YOU May need to save |t to your Supply Chain Onboarding New Hire Materials ARCHIVE (items ,«.m;:’;\::; ed to SharePoint) i OSDisk EES
computer open Excel then 18> ThesC » Dourlosts » Cotloghecources 0
Deskto A Neme - Tpe Compressed size Password .. Size Ratio
open the document where you I L " ' L o
H EBS Reference Site [E] Text Template Text Document 1KB No 2KB 69%
saved it. @ | Emil attachments from Power meﬁa BT ™ o I
Expense Receipts
17. When opening the text ! Text Import Wizard - Step 1 of 3 ? >
dellmlted flle in EXC€'| you W|" |d The Text Wizard has determined that your data is Delimited.
. . . . . If this is correct, choose Next, or choose the data type that best describes your data.
get this window. Click Finish Original data type
H Choose the file type that best describes your data:
and the Excel document WI" @E\_Qelimite_q; - Characters such as commas or tabs separate each field.
O Fi dth - Fields are aligned in columns with spaces between each field. F

open.

Start import at row: 1 %| File grigin: Windows [ANSI)

[ My data has headers.

Preview of file C:\Users\e81188\0neDrive - AmereniTraining\OTTCWSupplier P AT ext Template bt

BENCODINGUnicodelittleUnmarked

1
2
3 Language Sectionen-US
4
5

[File SectionTitleDateSourcelDescription

]
i
Einish |'

18. A blanket Excel document will
open with only the headers.
You will then copy and paste
the information from the

spreadsheet in step 11.

ap Text e
A . . . - oo
M A . a8 5 ot ¢

» p v

X . < 1o . f e " . ) « . M N o . alnl sp
NGOG ettt
2
3 lunguge secion envs
& i secion e owesouesow

7 em section

s | —

action




19. Time Card Blanket Agreement:
Fill in the following columns:
Line Number (Column C)

Line Type (Column D)
Description (Column G)
Supplier Item (if in the
spreadsheet exported in step
11.) (Column 1)

UOM (Column Q)

Price (Column R)

Stock Blanket Agreement:

Fill in the Following Columns:
Action (Column B) Must have
SYNC on each line

Line Number (Column C)

Line Type (Column D) Must
have Goods on each line
Interna Item Number (Column
K) This comes from Column D in
Step 11)

Price (Column R)

20. Save the document as a
Unicode Text file.

Time Card Blanket Agreement:

& B C D E F 4 H J K L [ N 0 : QR

1|eNocoNG  Uniodeltlebnmard

2

3 |Language ecton s

4

3 |FilSecion  Tite De ure Descption

6

7|temsection ~ Adion UneNumaer LineType Trumbnalnzge Imege Cescrctan Category Name Sucplirlzam Suppier R Ausliary et Interral ke Number ExptaionDate egotated Reviion Meruscturer ManufacurerPart UOKY Prce F
8 1 Timzcard-Raz based Services. ADIINISTRATOR-HON-EEN=T 5L0002009 FOJR 300
9 2 Timacard-Racz based Senices ADI/INISTRATOR-NOK-EEN=-T 50002020 FOR 150
1 * TinscardRasbesedSevies ARVERAEGITIE {00 CLSE000: Fos: 250
n 4 Timzcard-Raz based Services. AR MOVZRAIEGATIVE-2,200 CL SED000I02 FOJR 150
2 £ Timsesrd-Raz bsed Sevices. ANALYZER-BATTERY-TIMECARI SED000203 FOJ 175
3 £ Timacard-Racz based Senices ANALYZER-CABLE-TIVEGER )+ SED000204 FOJR 155

Stock Blanket Agreement:

| A [ c D E F G H J K L M N o P a R
#ENCODIN UnicodelLittleUnmarked

1

2

3 |Language en-Us

4

5 |File SecticTitle Date Source Description

6

7 |tem SectiAction  Line NumLine Type Thumbnailmage  Descriptic Category [Supplier I Supplier IiInternal tem Number Expiration Negotiate Revision ManufactiManufactUOM  Price  Rc
8 SYNC 1 Goods 1256038 0.79
s SYNC 2 Goods 4103033 32
10 SYNC 3 Goods 4103037 45
n

21. When you are ready to upload
the lines. Go back into the
Blanket Purchase Agreement
(follow steps 1-6 if needed).
Under the Lines Actions
dropdown click the Upload
Lines and you will be on this
Page. Click the File Type of
Tab-delimited Text.

2
“ Amerer

Upload Lines @

I

nrFro @

TimeCards Blanket Agreement  A1000222
Change Order 8

_CIF ~

CIF

File Type

* File lchosen

Oracle X
Tab-delimited Text

=
Tab-delimited Text

Apply mapping []

Primary Classification Domain

Continue Editing After Successful Upload

22. Click Choose File and then go
to where you saved your
spreadsheet in step 19.

Upload Lines @

Download Resources

TimeCards Blanket Agreement  A1000222

Change Order 9

'iﬂ Cheose File I o file chosen
Primary Classification Domain -

Apply mapping [ |

Continue Editing After Successful Upload
Error Threshold I:




23. Click Submit

2
AIIC

Upload Lines @

I

3

A1l

TimeCards Blanket Agreement  A1000222

Change Order &

File Type | Tab-delimited Text v

File A1000222 Blanket Update et ‘ Update... ‘

Apply mapping ()
Continue Editing After Successful Upload

ne o

Download Resources [l Submit | Cancel

24. You will get a Confirmation
that your upload has been
submitted this does not mean
that the change has been
submitted to Ameren. You will
still need to go into your
Blanket Purchase Agreement
and submit the change

request. Click OK

& confirmation

Process 2352130 was submitted for draft TimeCards Blanket Agreement A1000222. Change Order 8. Check the upload status column for its status

25.
26.

Repeat Steps 3 & 4

You will see that your Change
Request is in INCOMPETE
status. Click on the Agreement
Number to open the
Agreement up to submit the
change request to Ameren for
approval.

RA
“Ameref
Manage Agreements @

Hoaders  Lines

» search

Search Resulls

Actors v View v

Fomty /PG Fee

= ocn o wiap

AOmen pocrpiion wrtency Staus
Date | Doscrpt Curtoncy St

s swokeTes

Worg, Logan 000 uso

M2 SMOKETeS

Wad logsn 40000000 146359 USD

Start Dato

[Revances | Fnage Wt | sove sec [ Agrsmar

» CHaNGE  Chango Grder Dato|CHANGS Order
EngDato 149 Chango Ordor Dato |5

s

e

nrFRo @

foation Acknowledgment Closed
ate - Duo Dato Date

27. If the upload was successful,
you will see blue dots next to
the lines that were changed,
and the change will show.

If the upload was not
successful, you will see a
triangle with an exclamation
point in it. You can click the
Actions dropdown and select
view errors to see what needs
to be fix. Repeat steps 20 —25
until you have blue dots next to
the lines you updated.

28. Click the Actions dropdown and

select Edit.

$L0000009

$L0000010

1
2

3 SE0000001
4 sE0000002
5

SE0000003

SE0000004

Al
4 Ame

Change Order: 8 @

Change Order &

Description  update pricing

Main

4 General

T2

1T:3PROGRA UR

AIR MOVER-NEGATIVE-1,000 CUBIC FEET PER MINUTE-TIMECARD-HOUR

AIR MOVER-NEGATIVE-2,000 CUBIC FEET PER MINUTE-TIMECARD-HOUR

ANALYZER BATTERY-TIMECARD-HOUR

ANALYZER-CABLE-TIMECARD-HOUR

Creation Date  9/21723

Status  Incomplete

Category Name
TIMECARD
TIMECARD
TIMECARD
TIMECARD
TIMECARD

TIMECARD

uom

HOUR

HOUR

HOUR

HOUR

HOUR

HOUR

Acknowiedge || View PDF I Actions ¥ m

Edit

Delete

Acknowledge

Cancel Change Order

Withdraw

Review Changes

View Change Order History




29. Click Submit.

Edit Change Order: 8 @

Creation Date 9121723

Change Order 8

* Description | update pricing
4

Status  Incomplete

Initiating Party  Supplier

Initiator  TIFFANY PALLME

30. You will get a Confirmation
statement that the change
request has been submitted to

Ameren for Approval. Click OK.

+ Confirmation

Change order & for document (TimeCards Elanket Agreement) A1000222 was submitted for approval.

x

You will now see that your
Change request is in Pending
Approval Status.

31.

K2
“ZAmeren

Manage Agreements @

Headers  Lines

» Search | Agvancea | Manage watcniist | savea searcn | w1 agreements v
Search Results
Actions v View v Formaty /' F Detach L
rocurement BU Agreemes Agreemen’ pecription uppler Ste er Agreement  Released 1o, s artDate  En Change  Change Order Date Shange Order  Creatio
P XBU Agreement  AJIEC™™ Descrip Supplie Si Buye rooment . Releose y St SartDate  EndDate 5" Change Order Date Shnd Sreat
© amseu 000222 323 SMOKETESTNGTIWECAR . OITESTONLCERS  Ward ogan 000 USD  Open ) w8 a1z Pendng Approval 71323

Version Control

Number |Date

Purpose / Changes Author(s)

1.0 09/28/2023

Document Creation

Tiffany Pallme




