Create Rate Card BPA Change
Orders via Supplier Portal

O Timeto Completion: 6 minutes

Users will learn to create rate card changes.
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Step1

Select Supplier Portal.

Good morning, David Welch

Supplier Portal Procurement Tools Others

Supplier Portal Timecard

Things to Finish

6 days ago

Assigned to Me FYl

Document

7 7 (Renuester
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Step 2

Select Manage Agreements.

Manage Agreements
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Step 3

In the Agreement field, type A1003203.

je Agreem... @

5 Lines
zarcl
Procurement BU
Supplier Site ‘ | - ]
Agreement ‘ |
1 Res...
ans v Vieww Forn & E Freeze |m| Detach Wra|
Agreement Description Suppl

h conducted.
nns Hidden 31
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Step 4

Select Search.
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Step 5

In the Search Results section, select A1003203.

“Amerer

Manage Agreem... @

(LS L e LSy ) [EyyLer]

b Searcl
Search Res...
Actions v View~v Forn # #F E Freeze |m| Detach Wra|
Agreement Description

A1003203]

Columns Hidden 31
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Step 6

View Agreement.

Make sure to review all of the details of the agreement.

Main
4 Genera
Procurement BU AMS BU [
Agreement A1003203 Supp
Status Open Supplier
Buyer Tiffany Pallme Supplier Agr

Creation Date 1/5/23 Communication

Terms MNotes and Attachments

Required Acknowledgment Document Shipping
Payment Terms NET 30 Freigt
4 Additional Informat
Policy Deviation Associat
Document Type BLANKET Original Agreement /
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Step 7

Select Actions.

Acknowledge J View PDF | Actions v m

plier Start Date 1/2/22
IRS End Date 12/31/23
Agreement Amount I

Minimum Release Amount

Released Amount g oo USD
Description

Master Contract

— Requires signature

¥ Pay on receipt

— Confirming order
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Step 8

In the Actions drop-down list, select Edit.

Acknowledge J| View PDF m

Edit ‘

Acknowledge

Cancel Document

View Document History
plier Start Date 1/2/22

ZRS End Date 12/31/23

View Change History

View Revision History

Agreement Amount I

Minimum Release Amount

Released Amount g oo USD
Description

Master Contract

— Requires signature

¥ Pay on receipt

— Confirming order
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Step 9

Select Yes.

A Warning *

This action will create a change order on the document. Do you
want to continue? (PO-2055113)
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Step 10

In the Description field, type Test.

Edit Change Ord... @

Change Order 5

Creati

* Description

p
Main Contract Terms
4 Genera

Procurement BU AMS BU |
Agreement A1003203 Supp
Status Open Supplier
Buyer Tiffany Pallme Supplier Agr

Creation Date 1/5/23

Terms Notes and Attachments
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Step 11

Select Add Row.
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Step 12

View Lines.

After selecting Add Row, you can add a new line to the Blanket Purchase Agreement
(BPA).

Actions¥ Viewv Forn &= B # ¥ B E | Freeze [giDetach  Wrap

* Line * Type Edit Item * Description
B s q|

1 Timecard-Ral o "SVL100000 ACCOUNTANT-SENIOR-HOUR-REAL ESTATE SERVICES

2 Timecard-Ral #* SVL100001 ADMINISTRATOR-PROGRAM-BENEFIT-1-HOUR-NUCLEAR MAINTENANCE AND
3 Timecard-Ral o SVL100002 ADMINISTRATOR-PROGRAM-BENEFIT-2-HOUR-NUCLEAR MAINTENANCE AND
4 Timecard-Ral 4 SVL100003 ADMINISTRATOR-PROGRAM-BENEFIT-3-HOUR-NUCLEAR MAINTENANCE AND
5 Timecard-Ral o SVL100004 ADMINISTRATOR-PROGRAM-BENEFIT-4-HOUR-NUCLEAR MAINTENANCE AND
6 Timecard-Ral o "SVL100005 ADMINISTRATOR-PROGRAM-BENEFIT-5-HOUR-NUCLEAR MAINTENANCE AND
7 Timecard-Ral 4 SVL100006 ADMINISTRATOR-PROGRAM-NON-BENEFIT-1-HOUR-NUCLEAR MAINTENANCE
8 Timecard-Ral o SVL100007 ADMINISTRATOR-PROGRAM-NON-BENEFIT-2-HOUR-NUCLEAR MAINTENANCE

Columns Hidden 16
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Step 13

Select Delete.

The Delete button will delete a selected line.
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Step 14

Select Yes.

£ Warning x

The selected record will be deleted. Do
you want to continue?
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Step 15

In the REAL ESTATE SERVICES row, select Edit.
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Step 16

Clear the Price field.

EELl MNex Actions ml

UoM HOUR
* Price | 1.00 |USD
[ ] Allow price override
Price Break Type
Expiration Date ‘ m/dfyy iy ‘
Minimum Release Amount : usD
Agreement Amount : usD

Released Amount 0.00UJSD

Agreement Quantity S:}

Released Quantity

Change Reason ‘

Change Status
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Step 17
In the Price field, type 2.00.

EELl MNex Actions ml

UoM HOUR
* Price | |usD
[ ] Allow price override
Price Break Type
Expiration Date ‘ m/dfyy iy ‘
Minimum Release Amount : usD
Agreement Amount : usD

Released Amount 0.00UJSD

Agreement Quantity S:}

Released Quantity

Change Reason ‘

Change Status
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Step 18

View Expiration Date.

If applicable, you can enter the rate's Expiration Date here.

Bl Nex Actions v mE

UoM HOUR

[ ] Allow price override

Price Break Type
Expiration Date | my/dfyy iy ‘
Minimum Release Amount : usb
Agreement Amount : usb

Released Amount 0.00JSD

Agreement Quantity S i

Released Quantity

Change Reason |

Change Status
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Step 19

View Additional Information.

If you want to change any of your Descriptive Flexfields (DFF) attributes such as Rate
Type Code, Work Type, or Local, contact your sourcing analyst.

Do not change Document Type.

soument e [ser

Local [1 =
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Step 20

Select OK.

Back

UOM HOUR

[ ] Allow price override

Expiration Date | my/d/yy e ‘
Released Amount 0.00JSD

Agreement Quantity S:}

Minimum Release Amount usD

Agreement Amount usD

Released Quantity

Change Reason

Change Status
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Step 21

Select Submit.

Initiating Party Supplier
Initiator David Welch

plier Start Date 1/2/22
RS End Date 12/31/23

Currency USD

Agreement Amount

Amount Limit

-~
e

Minimum Release Amount

Released Amount Q.00USD

Description

Master Contract
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Step 22

Select OK.

Supplier Gas Material Supplier
Supplier Site  QOKALAUPAPA - ERS

Supplier Contact Welch, David A

[¢ Confirmation X Minimur

The change order 5 for document TimeCards Blanket Agreement number A1003203 was submitted
for approval.

Shipping Method CHR
Freight Terms Collect Shipment

FOB Destination
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Step 23

Select Home.

This will be reviewed by your sourcing analyst and they will get back to you when it's
approved.

[Agvancnd " Manage Watchlist ] Saved Search | All Agreements ~

Status | w

Include Closed and Expired Documents

[Search | [meset [save.r |

Agreement Released Currency Status End Change Creation
Amount Amount Y Date Order Date
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