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Document Revision History

Date Version Description

02/27/2018 0.1 Draft

08/16/2018 1.0 Publish

01/21/2019 2.0 Updated to include project date changes

03/31/2020 3.0 Updated screenshots to eliminate sensitive information.

11/11/2020 3.1 Updated to clarify importance of clicking Submit to
Buyer button

02/12/2021 3.2 Updated to include instructions for adding messages and
attachments

06/17/2021 3.3 Added information about the 240-character limit for the
Description field

10/13/2021 3.4 Updated to reflect rejection notification to supplier and
ability to request an attachment be added to the PO.

01/11/2022 3.5 Updated to include how to view Accepted and
UnAccepted items.

11/14/2022 3.6 Updated to include details about expired BPA.
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Oracle Create a Change Order

Overview

A supplier with an authorized change order role can create a change order via the iSupplier
portal and submit to a buyer for approval. The buyer will receive a notification that a change
order has been submitted. The buyer cannot act on the change order until the supplier submits

it.

Change orders can only be initiated by the supplier if a fee structure is in place for the
master agreement. If one is not in place or if the purchase order is created outside of an
agreement, the buyer must initiate the change.

The purchase order must have a fee option used upon creation of the PO. If the PO was
created without an authorized fee option, the buyer must make changes directly on the PO
themselves.

The PO must be in Approved status. If the PO is not approved, the supplier will not be able
to create a change order.

The BPA (blanket purchase agreement) must be active for the supplier to create a change
order and for the buyer to approve the change order.

Only one change order may be processed at a time. Multiple change orders are not
allowed.

While a change order is in a status of In Process, a supplier cannot make modifications to
it.
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Steps

Log into Oracle.

Expand the ATT iSupplier Portal External User — Purchase Order Change Request

Entry folder.

3. Select Home Page from the Main Menu.

Enterprise Search |A|I

|

Oracle Applications Home Page

Main Menu

B ATT i5u
Invoice Entry

Personalize

lier Portal External User -

EIG} ATT iSupplier Portal External User -
se Order Change Request Enfry

=l Home B

Custom Qg data extract

View Requests
Custom CRE AE Attachment Query

I:l.'iil'l' Sourdng Supplier ;-

4. The iSupplier Portal is displayed. Click the Projects tab.

Search |PD Number
=Y | Notifications

Subject

Mo results found.

I;L Orders At A Glance

PO
Number Description

|

o

Full List

Date

Full List

Order Date
13-Nov-2020
11:15:16
12-Nov-2020
14:15:51
12-Nov-2020
12:59:57
11-Nov-2020
21:55:27
11-Nov-2020
16:25:31

Home [ orders T stipments T Finance T projec~ |

Orders

& Purchase Orders
« Purchase Histo

Shipments

o Delivery Schedules
Receipts

s Receipts

o Returns
Invoices

o Invoices
Payments

s Payments
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Oracle Create a Change Order

Search for the Purchase Order

1. The Project Drilldown Details window is displayed. Search for the desired purchase order
by entering it in the Purchase Order field of the Project Drilldown Details section or by
using any of the additional search fields provided. You may have to clear other auto-
populated fields (i.e. Activity fields).

2. Click Go to execute the search.

3. Click the PO tab.
Home [ orders | shipments | Finance | projects | NN |

Project Drilldown Details

REM CRE Project Number Q, GEOLOC I Purchase Order I
REM CRE Project Manager Q RFQ Number Q Last Activity - From |
REM CRE Project Status @, RFQ Reference Number Q Last Activity - To |
|
Clear

RemCre Project Detaﬂj}
e, 4 ign g Conp Bldg Bld REI RE

4. The system displays a list of all purchase orders assigned to your company. Click E|
(Create CO) to the right of the purchase order. Only approved POs will have the icon
enabled.

FHome [ Orders | Shipments | Finance | Projects [ |

Project Drilldown Details

REM CRE Project Number Q GEQLOC Purchase Order
REM CRE Project Managear Q, RFQ Number Q, Last Activity - From
REM CRE Project Status Q RFQ Reference Number Q Last Activity - To
[eo] | clar
Projects | RFQ || PO
CRE PO Details
<) Previous |1—1E| .V Next 10 &
- —
Supplier Supplier Supplier |Creation oftal Create
PO# Description Project#Name Site Buyer Contact |Date Amount |Status o
02 ] 13-Jun-2019 APPROVED a
|
02 i 13-Jun-2019 APPROVED a
|
02 | 2 14-May-2019 APPROVED a
|
02 i 13-Jun-2019 APPROVED a
|
T
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Oracle Create a Change Order

Important! You cannot create a change order on a purchase order with an expired

agreement. If you attempt to do so, the system displays the following error
message:

ORACL_E isupplier Portal

n Navigator v
Home | Orders | Shipments | Finance | Projects

8 Error

STOP!! Supplier’s master agreement (BPA) has expired. A change order cannot be created against this purchase order. Contact the buyer for direction.
Project Drilldown Details

Create Change Order

1. The Change Order Supplier View window is displayed. Click Create New Change Order.

The button is only available if the purchase order is in a status of Approved. Only click the
button once.

(iiome [ orders | Shipments | Fnance | Projects
Projects = 1
Change Order Supplier View

PO BPA Supplier Site 02 Project De
PO Description Replacement of BPA Rev 1 PO Status APPROVED
main entrance Supplier Name Project Number
door & frame due
to severe rusting
and deterioration
PO Rev 1
View Order | | Create New Change Ordﬁ,q} | Online Communication Print Purchase Order
Line Details )

2. Click the radio button next to the service line to be modified. The fee options associated
with the PO display in the Change Request section. If you will be making changes to
multiple services lines, you'll take care of one service line at a time.
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Oracle Create a Change Order

3. Click the magnifying glass next to fee option and click ¥ next to the appropriate fee
structure (only applicable if more than one was added).

\wa“uWﬂ/\« TN ST

Line Details

Fee
Select Line# Line Description Category Amount Option Status
CRE.DEFAULT.GENERAL.CONSTRUCTION Cost Plus
Full Mgmt
Fee

Change Request

Fee Option : |Cost Plus Full Mgmt Fee ., "4

Cost Changes

1. Click Add a Row in the Change Request section.
I N T N O I e R T VN U N

Change Request

Fee Option : |Cost Plus Full Mgmt Fei x| ©
Changed Costs Break-up

<) Previous Il—lEl of 14 | V| Next 4 2

CostElements Fees

Direct Cost |I].|}I]
GC Direct Cost 0.00
General 0.00

Conditions

Management Fee |ﬂ-ﬂ'ﬂ ‘

Buyer Creation

Select Ttem# Description Amount Acceptance? Date ApprovalDate Profit ||].|}I] ‘
No results found. Cost Plus Fee 0.00
Add atow | Delete | Total (1] Other Fee |D.|}I] ‘

,\’HA\_MWM her Cogts 0.

2. A blank row is added to your screen. List the Item#, Description (reason for the change,
enter up to 240 characters), and Amount in the fields provided.

Select All | Select None
Select Ttem# Description Amount Buyer Acceptance?  Creation Date ApprovalDate
O |Change in Schedule Fees [ 450.00 11-Feb-2021  [E |
Add a Row | Delete | Recalculate | total 0
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Oracle Create a Change Order

3. Click Recalculate.

4. Repeat steps 1-2 if an added cost breakdown is required. Click Recalculate after each
added row. The fees will feed into the Changed Costs Break-up section to the right.

PN T N
Changed Costs Break-up

<) Previous |1-10 of 14 |V Next 4 &
CostElements  Fees
Direct Cost
GC Direct Cost 23.40
General Conditions 0.00

e A SISV G SENIIM VA e Ve S S S 2 S Vo

)
3
I

Management Fee
L | St
Select Item# Description Amount Buyer Acceptance?  Creation Date ApprovalDate Profit
R [Change in Schedule Fees [ 450 11 Feb2021 | (@[ Costlhes hecli 73°72
Other
Add a Row | Delete Recalenlate | rotg) 450 erree
M Other Costs
Project Cost 496.12
Renovation Tax

<) Previous [1-10 of 14 [V] Next 4 =7

W\WMMM

' Important! If multiple items/rows are included in the change order, the Buyer will
®  have the ability to Accept or UnAccept the individual items/rows.

5. Click Save. Verify the summary of the changes (to date) that appear in the Change
Summary section in the lower half of the screen.

O N P N e W VU o NI s NI N W e WP
Change Summary

Original Contract :

Present Contract : Submit To Buyer Sawe ' IEI
This change Order : 496.12 “TIP (Please dick on Submit toi}yer button to
New Contract Total : submit the CO for Buyer's approval)

%Cumulative Change Over Time : 17.00
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Oracle Create a Change Order

Date Changes

Modifications to project dates provided in the RFx bid can be made in the Project Dates
Details section of the change order.

1. Populate the revised dates in the appropriate field of the Consultant & Contractor Dates
column.

2. If you want to explain why the dates are changing, do so in the Comments field provided.

Mw‘ﬂ/hwwwﬂwh‘fw

Consultant & Contractor Dates

1 Design Start Date I—
< Design Dev Completion Date I—
Design Docs Completion Date I—

Construction Doc Completion Date I—

Construction Start Date |

Substantial Completion or Occupancy
J"«--u

3. Click Save.

Comments

B E & & &= &

Including Messages and Attachments

To add messages and attachments to your change order:
1. Click Online Communication in the Change Order Supplier View.

ome | orders | shipments [ Finance | projects | |

Projects =

(i) Information
Change Request details are saved. Please click on Submit to Buyer button to submit the change request to buyer.

Change Order Supplier View

PO BPA Supplier Site Project Description
PO Description BPA Rev PO Status APPROVED
Supplier Name Project Number
PO Rev N
| Online ConmsNEsation | Print Purchase Order |

g

g DEL ™ ren o e N e N i gf ettt
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Oracle Create a Change Order

2. The system displays the Online Discussion Summary window. Click New Message.

ome | orders | stipments | Frnance | projec: I |

Projects = Change Order Supplier View =
Online Discussions Summary

I Cancel I | Change Order Supplier View |

Messages

Hew Message
Subject b Message Sender Receiver Date Reply
Mo results found.
5% Indicates the message has been replied by collaboration team member.

| Cancel | | Change Order Supplier View |

3. The system displays the Create New Message window.

Adding a Message
1. Enter Subject and Message.

2. If you want to include any attachments to the message before sending it, see Adding an
Attachment.

3. Click Next.

Home | orders | shipments | Fnance [ projects [

Projects > Change Order Supplier View > Online Discussions Summary >
Create New Message

* Indicates required field o

* Subject |Message subject must be entered here

* Message [Message details/content must be entered here.

 Attachment

Add Attachment...
Title Type Description Category Last Updated By Last Updated Usage Update Delete

No results found.
o ; ke

4. Click Send.

MW%

3 | Change Order View
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Oracle Create a Change Order

5. The system displays the Online Discussions Summary window. To return to the Change
Order, click Change Order Supplier View in the lower right corner.

-I\\"‘- bl
{ Cancel | Change Order Sialier View |
AT

Adding an Attachment

1. Click Add Attachment in the Attachment section if you wish to add a File, URL, or Text
attachment.

NN TSN T T T e A e p

Attachment

Add Attaglunent... |

Title Type Description Category Last Updated By Last Updated Usage Update Delete
No results found.

Cancel | Send | Change Order Supplier View |

2. The system displays the Add Attachment window. Enter Title, Description. , and
Category (To Supplier) in the Attachment Summary Information section.

[ Home  orders  shipments | Finance | projects | N |

Projects > Change Order Supplier View >  Online Discussions Summary = Create New Message >

Add Attachment
Cancel | Add Another | Apply |

Attachment Summary Information

Title |Supp|ierAttachment

Description  (plaase take a look

Category ITo Supplier .
“TIP Title should be less than 30 characters. For notes to AP
Team, only use the site name in the Title.

W\’“W‘MW
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Oracle Create a Change Order

3. Inthe Define Attachment section, select Type.
o For File, click Browse and select file.
o For URL, enter URL.
o For Text, enter text.

4. Click Apply or click Add Another (if you have additional attachments to add to the
communication).

/—-l-""-v\r\r"‘_"“—'\l-\__n—-—\r-ﬂ N\Mw. e n W’\/‘“\Jﬁw\fﬂ\mﬂ
Define Attachment

Type @ File C:\Users\ma947\Downloads\Training-071921 csv Browse. ..
CJURL
O Text

“TIP Select text radio button to add notes to AP team.

“TIP File name should not exceed 50 characters.

Cancel | Add Another | App

5. The system returns to the Create New Message window with a confirmation that the
attachment has been added successfully. You can update the Subject and Message, and
add more attachments, if needed.

6. Click Next.
[Home | Orders | Shipments | Finance | Projects I

Projects > Change Order Supplier View = Online Discussions Summary =

D Confirmation
Supplier Attachment attachment has been added successfully.

Create New Message

* Indicates required field weg |
N.fi{:. 1

* Subject IMessage subject must be entered here
* Message

Message details/content must be entered here.

Attachment

Add Attachment... |

Title I'I']rpe|Dmc:riplion |Categor1f |Last Updated By |Last Updated |Us.age Update Delete
Supplier Attachment File Please take a look To Supplier 24-Sep-2021 One-Time & i
Supplier Attachment File Please take a look. To Supplier 24-Sep-2021 One-Time 4 i
Cancel | HNext |
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Oracle Create a Change Order

7. The system displays the communication attachments in the lower portion of the window.

Click the Send to PO checkbox(es) if you are requesting the attachments be added to the
purchase order.

8. Click Send.

Last

Update Last
Title Type Description Category Name Updated Usage
Supplier File [Thisis animportant To 24-Sep-  One-
Attachment attachment. Supplier 2021 Time
Second attachment Fjle  here it is To 24-Sep-  One-
to buyer Supplier 2021 Time

Cancel _&ﬁj Change Order View |

9. The system displays the Online Discussions Summary window. To return to the Change
Order, click Change Order Supplier View in the lower right corner.

{\\‘-‘- L L
if Cancel | Change Order Sialier View |

Submit the Changes

1. Click Save.
2. Click Submit to Buyer.

Submii o Buyer | : /
i “TIP (Fluse dlick on Submit to Buyer button to submit the CO for Buyer's

approval)
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Oracle Create a Change Order

3. The system asks if you'd like to submit the submit this to your supervisor appears. Always
click No.

Home I Orders I Shipments I Finance I Projects _

/4 Warmning
Do you want to submit to your supervisor?

Important! The Buyer cannot act on the change order until Submit to Buyer has
been clicked. If the Change Order has a Status of New, the supplier has not yet
submitted it to the buyer.

If you navigate away from the CO form, you must click the Select radio button for
the service line and select Save again. Then navigate to the Submit to Buyer
button.

4. The change order is submitted to the Buyer for approval and the change order status is IN
PROCESS.

I Home I Orders I Shipments I Finance I Projects
Projects =

(i) Information

Change Order has been submitted to buyer for approval

Change Order Supalier View
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Oracle Create a Change Order

Approval or Rejection of Change Order

Once the buyer has reviewed the CO and approved or rejected it, you will receive notification
of the decision in your Worklist. Click the notification to view the Buyer action.

Logged In As

Worklist

Full List (5}

é Subject Sent = IT'fpe |me |Due
11-1Jan-2022 Sourdng
Megotiation

Bu*.-'er DRB29F has taken action on the 11-Jan-2022|Cust CO WF

Change Reuue;t*::r PO

If the CO has been rejected, the rejector’'s name and rejection reason will be displayed.

Oracle Applicabons Home Page »
Buyer has taken action on the Change Request for PO

From
To s

Sent 22-Sep-2021 15:08:09
D 153285900

Buyer has taken action Rejected on the Change Request for PO

Reject Reason: mssng the new dates due to materal delyys

Action H
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Oracle Create a Change Order

Viewing the Change Order Details

This notification does not display details on the individual items/rows in the change order that
the Buyer has Accepted or UnAccepted.

1. Locate the purchase order. See Search for the Purchase Order.

2. Click I in the Create CO column.

3. The system displays the purchase order. In the Line Details section, click the radio button
next to the service line that was modified.

Line Details
Line Fee h =
Select Line# Description Category Amount Option Status Change Order Creation
1 i |Other SOA_APPROVED
Fee 1. Click on Create New

Change Order Button.
2. Select radio button of the
N line for which you want to
1} create the Change Order.

WMAI\W

4. The system displays the service line items in the Change Request section. Review the
Buyer Acceptance? Value for each item/row.

IR VAR W\mwﬁwuﬂmw\f

Change Request

Fee Option :

Select All | Select None

Select Item# Description AmounllBu]rer Acceptance? |Creation Date ApprovalDate
O | | | | |
O | | | | |
O | | I | |
Recalculate | Total 30.00
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