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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. Log in to your 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

m FY m

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

« View Receipts

Transaction Reports
Last 30 Days

PO Purchase Amount 58225 CAD

« 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 Ovgers

2 Requiring Attention Recent Activity
« Manage Ordars Last 30 Days
» Manage Schecuies Orders openad 3
o Acknowledge Schedules in Spreadsheet
2
>
Shipments -
« Manage Shipments 3 Transaction Reports
Last 30 Day
PO Purchase Amount 1324 CAD
]
4
« View Retumns W Orders 1o Acknowiedge
B Schedules 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

Search Oroers v Order Number 1
Tasks X o

Orders
2 Requiring Attention Recent Activity
« Manage Orders Last 30 Days
» Manage Schecuies Orders openad 3
« Acknowledge Schedules in Spreadsheet
>
Shipments ‘
« Manage Shipments 3 Transaction Reports
e Last 30 Day
PO Furchase Amount 1324 CAD
4
* View Retums W Orders 1o Acknowiedge
B Schedules Cverdue or Due Today
Delverables <

« 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
Sold 10 Legal Entity ‘ v Order
Bill-1R BU v Status v
Suppler Site v \ Include Closed Documents No v

L )
Search Results k
Adions v Vieww Fomaly 55 [ reeze 371 Detach Wy

Order Order Date  Description Supplier Site Buyer Ordered Currency Status CLy“cTe gﬁ:‘io"

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 | Advanced | Manage Watchlist | Saved Search | All Orders ~
Sold-to Legal Enlity‘ | v | 0rﬂer| ‘
Supplier Site ‘ | - | Include Closed Documents | No w
No i) e [
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 Purchase Orders.

ORACLE

Manage Orders @

Headers  Schedules

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

Search Results

Actions v View v Formatw ¥ “ 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 o se1
PUR-2664-2000386  5/6/721 SC Office 25.00 CAD Open e 5521

© PUR-2251-2000050 5. Skf' 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 , 4/1521 SC Office 510.72 CAD Open L L 73 ]

©  PUR-2430-2000007  4/15/21 SC Office 400.00 CAD Open oans2t
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
PUR-1021-2000006 4/15/21 SC Office 55,000 CAD Open 41521

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

Headers  Schedules

» Search Advanced || Manage Watchlist | Saved Search | All Orders v
Search Results
Actions w Fomaty ' 7 F " Detach
hi Lt o i t
( AL stie feond Description Supflier Site Buyer Ordered Currency Status Change Order Status CLy'::ele Creatic
Columns »
Show Al c cftice 3000 CAD Open o562
f q Ope 3 16/21
— v Order C Qffice 3500 CAD pen o 562
i o Cuder Dl C Cfffice 2500 CAD Open oSt
Sort N
[ B v Description C ffice 300.00 CAD Open Pending Approval L 5/
Reorder Columns
f v Supplier Site C (ffice 51072 CAD Open L S
Query By Example
PURCZIZZ000 TS RITNZY v Buyer C (ffice 51072 CAD Open 41521
© PUR2430-2000007 411521 | ¥ Ordered c ffice 400.00 CAD Open Pending Approval O oans21
N v Currency E
PUR-2251-2000048  4/15721 C Qpfice 31425 CAD Closed for Receiv 19 4/115/21
v Stalus )
PUR-2251-2000047 4/15/21 C Qpiice 900.00 CAD Open Hib 41521
« Change Order Status
PUR-1021-2000006 4/15/21 C (ifice 55,000 CAD Open ?;f 4115121
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. Torequest 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

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
e 50 f 5/5121 test for karen h SC Office 300.00 CAD Open 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 4/15721 SC Office 400.00 CAD Open Pending Approva 4

SC Office 31425

SC Office 900.00




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 || l 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

"“{g‘:"“; 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 requested in the
Description text box.

ORACLE r ¢ 2B

Edit Change Order: 3 ® Actions ¥ | | [ save | ¥

P AR St

Change Order 3 Status Incomplete Initiating Party  Supplier

. I ynn nes
Description [ This is a change request Amount Changed 0.00 CAD Siietor. :Lmndo

Main

4 General @

Enbridge Pipelines (Athabasca) Inc.
LP Ordered 510.72 CAD
Bill-to BU  Enbridge CA Business Unit * Supplier Site SC Office Description

Sold-to Legal Entity Supplier Enbridge Testing Ltd

Order Supplier Contact  Lynn Jones
Agreement
Status Open ENBRIDGE ACCOUNTS

Bill-to Location  p,yp( £ CA PO BOX

" Buyer
Default Ship-to CHEECHAM
Creation Date  4/15/21 Location
Terms  Notes and Attachments
Payment ey 60 DAYS FROM RECEIPT OF UNDISPUTED INVOICE Shipping Method

Terms
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 is a 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
B
uyer Default Ship-to

CHEECHAM
Creation Date  4/15/21 Location

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 Formatw 52 " 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 hdater 8| Each 6384 | 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 date agreed to for delivery of goods.

10|Page



Edit Change Order: 3 ®

Main

4 General ®

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

Bill-to BU  Enbridge CA Busine:

Order PUR-2524-2000144

Status Open

* Buyer

Creation Date  4/15/21

Terms  Notes and Attachments

Payment

Terms NET 60 DAYS FROM RECEIPT OF UNDISPUTED INVOICE

4 Additional Information

Contract Number

Lines  Schedules

Actions v View v Format w X » &y

Line Description

1 need to order 8 air heaters for project XYZ

Columns Hidden 15

Supplier Enbridge Testing Ltd.

* Supplier Site SC Office
Supplier Contact Lynn Jones

ENBRIDGE ACCOUNTS

Bill-to Location - puyag) £ CA PO BOX

Default Ship-to

Location CHEECHAM

Shipping Method
* Freight Terms  Hold for pick up

IncoTerms

Expeditor Name

2 kDelacn

- . 5 Requested Promised
Location Quantity UOM Delivery Date Delivery Date Change Reason
CHEECHAM 6| Efch 42021 63021 fe | |oe

Actions ¥ IH Save V¥ I Submit | ancel

e Kool

Ordered 383.04 CAD
Description

Agreement

Pay on receipt

Confirming order

Context Prompt

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.

Edit Change Order: 3 @

Main

4 General @

sold-to Legal Entity E;brdge Pipelines (Athabasca) Inc. -

Bill-to BU Enbridge CA Busine:

nit
Order PUR-2524-2000144

Status Open

* Buyer

Creation Date  4/15/21

Terms  Notes and Attachments

Payment
Terms

4 Additional Information

Contract Number
Lines

Schedules

Actions v View v Format w xX » &y

Line Description

1 need to order 8 air heaters for project XYZ

1l1|Page

NET 60 DAYS FROM RECEIPT OF UNDISPUTED INVOICE

Supplier Enbridge Testing Ltd

* Supplier Site SC Office
Supplier Contact Lynn Jones \

ENBRIDGE ACCOUNTS

Bill-to Location PAYABLE CA PO BOX

Default Ship-to

Location CHEECHAM

Shipping Method
" Freight Terms  Hold for pick up

IncoTerms

Expeditor Name

= Detach

* Location Quantity UOM

CHEECHAM 6| Each

Ordered 383.04 CAD
Description

Agreement

Pay on receipt

Confirming order

Context Prompt

Requested
Delivery Date  Delivery Date  Change Reason
420121 63021 (g | |Delayed



15. If you have reviewed all your changes and a ready to proceed, click Submit.

Edit Change Order: 3 @

Main

4 General @

Sold-to Legal Entity
Bill-to BU

Order

Status

" Buyer

Creation Date

Enbridge Pipelines (Athabasca) Inc. -
LP

Enbridge CA Business Unit
PUR-2524-2000144

Open

41521

Terms  Notes and Attachments

Payment
Terms

4 Additional Information

Contract Number

NET 60 DAYS FROM RECEIPT OF UNDISPUTED INVOICE

Supplier Enbridge Testing Ltd
* Supplier Site SC Office
Supplier Contact Lynn Jones

ENBRIDGE ACCOUNTS

Bill-to Location - sy € CA PO BOX

Default Ship-to

Location CHEECHAM

Shipping Method
" Freight Terms  Hold for pick up

IncoTerms

Expeditor Name

Ordered 383.04 CAD
Description

Agreement

Pay on receipt

Confirming order

Context Prompt

16. A Confirmation notification will appear on screen advising you that your Change
Order has been submitted for review and approval by Enbridge.

ORACLE

Manage Orders @

Headers  Schedules

4 Search
Sold-to Legal Entity
Bill-to BU

Supplier Site

Search Results
Actions v View v Format w

Order
Order Date

Columns Hidden 21

« Confirmation

The change order 3 for document Purchase Order number PUR-2524-2000144 was submitted for approval

X

K Search | All Orders v

OK

& k Detach

Description

Supplier Site

Include Closed Documents | No v

Buyer Ordered Currency

Review Change Order Request Status

Search || Reset || Save...

Change |
Order Ce

»

Status Change Order Status

17. Notification that Enbridge has approved or rejected a Change Order will be
provided through a Notification in the Supplier Portal and through an email. The
Notification can be viewed by clicking on the Bell icon or from the notification
tile within the Things to Finish section of en your Supplier Portal landing page.
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ORACLE

Good afternoon, Lynn Jones!

Supplier Portal Tools Others

Supplier Portal

Things to Finish

2 weeks ago X 1month ago

TRACY HC

,I O TRACY HOPE

Jocument (Supplier Change Order) PUR-2524-2000144 (Requisition REQ-2524-1000002) Changed Actions ¥
4 Details
Assignee Sold-to Legal Entity  Enbridge Pipelines (Athabasca) Inc. - LP
Order PUR-2524-2000144
Frem Lynn Jones
Assigned Date 5720121 3-25 PM Procurement BU  Global Enbridge Procurement Business Unit
Expiration Date  6/19/21 3:25 PM Buyer
Task Number 285443 Justification

4 Change Order Details

Change Order 3 New Order Amount 383.04 CAD
Description  This is a change request
Initiating Party Supplier

Creation Date  5/14/21 3:20 PM

4 Order Details

Supplier Enbridge Tesfing Ltd. Description

Supplier Site SC Office MNote to Supplier Time fo gef information up frent before starting work

Ship-to Location CHEECHAM Requisitioning BU CA - 2524 - Enbridge Pipelines (Athabasca) Inc. - LP

Supplier Order 12345 Requisition REQ-2524-1000002

Requester
Cost Center 401000
4 Attachments

PO_300000014263517_PUR-2524-2000144_3 pdf

18. To review a Change Order Status return to the Manage Orders screen and click

the Search button or filter your Search Results using the Search parameter
fields.
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Manage Orders

Headers  Schedules

4 Search Advanced || Manage Watchlist | Saved Search | All Schedules ~

Supplier Site | | - I \ Ship-to Location | Q|

o |

o]

Search E et| Save...

Search Results

Actions w View v Fomatw F Ey Freeze [y} Detach Wrap

Supplier Requested Promised Ship-to Schedule Ordered UoM Price
D

Order Supplier Site Line Line Description Jtern ey Date e Quantity

‘
Columns Hidden 43

19. The Search Results work area will display the Change Order Status and the
Change Order number. To review the approval flow of Change Order request,
click on the Change Order Status hyperlink.

ORACLE

Manage Orders @

Headers  Schedules

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

Search Results

Actions v View v Formatw  # § & " Detach
Order g;‘::' Description Supplier Site Buyer Ordered Currency Status Change Order Status 8:‘::'99 CLy|(':I
PUR-2664-2000388 5/6/21 SC Office 30.00 CAD Open
PUR-2664-2000387 5/6/21 SC Office 3500 CAD Open
PUR-2664-2000386 5/6/21 SC Office 25.00 CAD Open
© PUR-2251-2000050 5/5/21 test for karen h SC Office 300.00 CAD Open Pending Approval 1
PUR-2524-2000148 , 5/4/21 SC Office 510.72 CAD Open
© PUR-2524-2000144 , 4115721 SC Office 51072 CAD Open Pending Approval \ 3
© PUR-2430-2000007 4/15721 SC Office 400.00 CAD Open - —
PUR-2251-2000048  4/15/21 SC Office 31425 CAD Closed for Receiv
PUR-2251-2000047 4/1521 SC Office 900.00 CAD Open
PUR-1021-2000006  4/15/21 SC Office 55,000 CAD Open

20. The name of the Enbridge approvers will display on the screen. Click Done to
return to the Manage Orders page.
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Ol LE

Change Order Histo!

Supplier  Enbridgs Testing Lid

Supplier Site  SC Office
Order PUR-2251-2000047 Status Pending Approval

Description  Request new delivery date

View w Format w [ Detach
Action Performed By Action Date Additional Information
Submit Lynn Jones 72121 6:33 PM

Amend a Supplier Submitted Change Order Request
21. From the Manage Orders screen, select the Purchase Order line and then click

the Change Order hyperlink text to view and amend a previously created
Change Order request.

ORACLE

Manage Orders @

Headers  Schedules

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

Search Results

Actions v View v Formatw  # § & " Detach

Order g;‘::' Description Supplier Site Buyer Ordered Currency Status Change Order Status 8:‘;:{92 CLy'::‘l
PUR-2664-2000388 5/6/21 SC Office 30.00 CAD Open
PUR-2664-2000387 5/6721 SC Office 3500 CAD Open
PUR-2664-2000386  5/6/21 SC Office 2500 CAD Open

© PUR-2251-2000050 5/5/21 test for karen h SC Office 300.00 CAD Open Pending Approval 1
PUR-2524-2000148 , 5/4721 SC Office 510.72 CAD Open k

© PUR-2524-2000144 , 411521 SC Office 51072 CAD Pending Approval 3

© PUR-2430-2000007 4/15721 SC Office 400.00 CAD Pending Approval 4
PUR-2251-2000048  4/15/21 SC Office 31425 CAD Closed for Receiv
PUR-2251-2000047  4/15/21 SC Office 900.00 CAD Open
PUR-1021-2000006  4/15/21 SC Office 55,000 CAD Open %

»

22. The Change Order screen will appear with the Change Order number
referenced.
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ORACLE

Change Order: 3 G

lAcknoMedge [ View POF Actions ¥ H Done

d S AL

Change Order 3

Description  This is a change request

Creation Date  5/14721

Main  Contract Terms

4 General

Sold-to Legal Entity
Bill-to BU

Order
Status

Buyer

Creation Date

Enbridge Pipelines (Athabasca) Inc. -
LP

Enbridge CA Business Unit

PUR-2524-2000144

Open

M52

Terms  Notes and Attachments

Payment Terms

23. To continue to amend a Change Order, select the Actions drop down menu.

ORACLE

Change Order: 3 ®

Change Order 3

NET 60 DAYS FROM RECEIPT OF
UNDISPUTED INVOICE

Description This is a change request

Creation Date 5/

Main  Contract Terms

4 General

Sold-to Legal Entity
Bill-to BU

Order

Status
Buyer

Creation Date

1421

Enbridge Pipelines (Athabasca) Inc. -
LP

Enbridge CA Business Unit

PUR-2524-2000144

Open

41521

Terms  Notes and Attachments

Payment Terms

NET 60 DAYS FROM RECEIPT OF
UNDISPUTED INVOICE

Status

Supplier
Supplier Site

Supplier Contact

Bill-to Location

Ship-to Location

Shipping Method
Freight Terms

FOB

Status

Supplier
Supplier Site

Supplier Contact

Bill-to Location

Ship-to Location

Shipping Method
Freight Terms

FOB

Pending Approval

Enbridge Testing Ltd
SC Office
Lynn Jones

ENBRIDGE ACCOUNTS
PAYABLE CA PO BOX

CHEECHAM

Hold for pick up

Pending Approval

Enbridge Testing Ltd
SC Office
Lynn Jones

ENBRIDGE ACCOUNTS
PAYABLE CA PO BOX

CHEECHAM

Hold for pick up

Initiating Party  Supplier

Initiator  Lynn Jones

© Ordered 383.04 CAD

Description

Agreement

Supplier Order 12345

Pay on receipt

Confirming order

Delete
Initia
Acknowledge
Withdraw

Cancel Change Order

Review Changes

View Change Order History

© Ordered 383.04 CAD

Description

Agreement

Supplier Order 12345

Pay on receipt

Confirming order

4 Additional Information

24.If your Change Order request has not been submitted, you can choose to Edit or
Delete the Change Order by selecting the task from the Actions drop down
menu. You will be able to edit your Change Order as highlighted in Steps 10-16.
Selecting Delete will delete the proposed Change Order.
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ORACLE

Change Order: 3 @

Change Order 3 Initiati

Status Pending Approval
Description This is a change request Acknowledge

Creation Date  5/14/21 Withdraw

Cancel Change Order
Main  Contract Terms

Review Changes

4 General View Change Order History

ridge Pipelines (Athabasca) Inc. -
Sold-to Legal Entity E;D dge Pipelines (Ahabasca) 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
Agreement
s 2 ENBRIDGE ACCOUNTS
Status  Open Bill-to Location  p4vap £ CA PO BOX Supplier Order 12345

Buyw Ship-to Location CHEECHAM

Creation Date  4/15/21

Terms  Notes and Attachments

NET 60 DAYS FROM RECEIPT OF

PaymentTerms ;0 SPUTED INVOICE

Shipping Method
Freight Terms  Hold for pick up

FOB
Pay on receipt

4 Additional Information
25. If a Change Request has been Submitted but is Pending Approval you can

choose to Withdraw the change order by selecting Actions > Withdraw from
the Change Order screen.

This will remove your Change Request from the approval workflow and you will
need to resubmit a new Change Request if required. Once the Change Order is
resubmitted, the approval process will restart.
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OR =

Change Order: 3 | Acknowtedge | | View POF
Chuige Oeder 13 Status  Pending Approval Initiag
Description  This is a change request Acknowledge
Creation Date  5/14/21 Withdraw
Cancel Change Order
Main  Contract Terms
Review Changes
4 General View Change Order History

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

Supplier Enbridge Testing Ltd © Ordered 383.04 CAD

Billto BU  Enbridge CA Business Unit Supplier Site  SC Office Description
Order PUR-2524-2000144 Supplier Contact Lynn Jones
Agreement
ENBRIDGE ACCOUNTS
States: Open Billto Location - puyap| £'CA PO BOX Supplier Order 12345

Buyer Ship-to Location  CHEECHAM

Creation Date  4/1521

Terms  Notes and Attachments

NET 60 DAYS FROM RECEIPT OF .
UNDISPUTED INVOICE Shioping Memod

Freight Terms  Hold for pick up

Payment Terms

£oB — Pay on receipt

— Confirming order

4 Additional Information

26. You will be prompted to enter your Reason for withdrawing your Change Order
request. Click OK to return to the Manage Orders screen.

Withdraw Change Order x

Reason | Withdraw Change Ordes
2

27. A Confirmation notification will confirm that your Withdraw request has been
completed.
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Headers ~ Schedules

4 search + Confirmation x

Business
Sold-to Legal Entity Unit “Your changes were saved.
Bill-to BU ~ ‘ oK ‘

All Orders hd

Include Closed Documents

‘ Advanced H Manage Watchlist | Saved Search

[‘Sewr et seve. |

Search Resulis

Aclions ¥ View v Fomat v §1 [ [« Detach
Order g:::r Description Supplier Site Buyer Ordered Currency Status Change Order Status Change Life Creation Date

Order Cycle

Columns Hidden 21

28.To cancel an approved Change Order return to the Change Order edit screen
and select Actions - Cancel Change Order.

ORACLE

Change Order: 3 @

Chi Ord 3 Initiatl Delete
i Status  Pending Approval -
Description This is a change request Acknowledge
Creation Date  5/14/21 Withdraw

Main  Contract Terms

4 General

Sold-to Legal Entity
Bill-to BU

Order

Status
Buyer

Creation Date

Enbridge Pipelines (Athabasca) Inc. -
LP

Enbridge CA Business Unit

PUR-2524-2000144

4ns21

Supplier
Supplier Site

Supplier Contact

Bill-to Location

Ship-to Location

Enbridge Testing Ltd
SC Office
Lynn Jones

ENBRIDGE ACCOUNTS
PAYABLE CA PO BOX

CHEECHAM

Revi

w Changes

View Change Order History

© Ordered 383.04 CAD

Description

Agreement

Supplier Order 12345

Terms  Notes and Attachments

NET 60 DAYS FROM RECEIPT OF

Payment Terms ) \DiSPUTED INVOICE

Shipping Method
Freight Terms  Hold for pick up

FOB
Pay on receipt

Confirming order

4 Additional Information

29. You will be prompted to enter your Reason for cancelling your Change Order
request. Click OK to return to the Manage Orders screen.

19|Page



Cancel Change Order x

Reason [ Cancel Change Order
2

==

View an Approved or Cancelled Change Order
30.From the Manage Orders screen or the Recent Activity infolet in the Supplier

Portal dashboard, click on the hyperlink to view Open, changed or cancelled
orders.
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ORACLE

Supplier Portal

Search | Orders w | Oroer Nember

Tasks o

[edilo) ]
Reguiring AtbEntian Recent Activity

Transaction Repors

PO Purisggg Ameunt RIS CAD

: ]

# Wirw Refum
B Schedules Dverdes or Due Toda

Conracls and Delfwabisi k "

Supplier Mews

Megotulions

& Walrw At Nisonatess

31. To view Changed or Cancelled Change Order select the search option from the
Saved Search drop down list. To review the Purchase Order details, click the
Purchase Order hyperlink.

ORACLE

Manage Orders @

Headers  Schedules

» Advanced Search Basic Managewnchml Saved Search | Changed or Canceled in the Last 30 Da',-svl

Search Results

Actions v View v Formal w /S 8B B Detach {}j
Order " Change Life i
Order Date Description Supplier Site Buyer Ordered Currency Status Change Order Status Order Cycle Creation Date

PUR-2524-2000144 Ba/1521 SC Office 383.04 CAD Open ans

©  PUR-2430.2000007 4/15721 SC Office 40000 CAD Open Pending Approval K ans

Columns Hidden 21

32. Select Actions—> View Change History to review the Change Order request
details.
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ORACLE

Purchase Order: PUR-2524-2000144 @ Acknowteage | [ view PDF | “Actions ¥ | [ Done

Main  Conlract Terms Cancel Document

View Document History

4 General
View Change Hislory
Enbridge Pipeiines (Athabasca
1d-1 ] Ly A 1 Te
Sold-to Legal Entity E0"9%¢ Supplier  Enbridge Testing Ltd. Orderod 3830|  Vicw Acwisan Fitory
Billto BU  Enbridge CA Business Unil Supplier Site  SC Office 400
Description
1 y n
Order Supplier Contact Lynn Jones Sercs it
Status Open Bill-to Location  SHERIDGE ACCOUNTS Supplier Order 12345
BLE CA PO BOX
View Details
Buyer

Ship-to Location CHEECHAM
Creation Date  4/15/21

Terms  Notes and Attachments

Required
Acknowledgment Shipping Method
RECEIPT

INVOICE

Payment Terms  he Freight Terms  Hold for pick up Pay on receipt

IncoTerms Confirming order

4 Additional Information

Contract Number Expeditor Name
Lines  Schedules
Aclions ¥ View ¥ Fomal ¥ v Detach 3
Additional Informati
Line Item Description Quantity UOM g:zg Price  Ordered Status Maximo Gis
Deliver to Coordinates PO Insp
Location
1 need to order § air heater & Each 63.84 63.54 383.04 Open

Columns Hidden 18

33. Review the Change History on the screen or select the appropriate line and click
on the hyperlink under Status to review a workflow of the Change Order
approval process

ORACLE

Change History: PUR-2524-2000144

Currency = Canadian Dollar

Actions w View v Format w [ v Detach
Change Resulting Creation Initiating Proposed Amount Amoul
1! r
Order Description Revision Date Party Initisto Change Changdg Status
3 Fhis is a change request 1 5114121 Supplier Lynn Jones -127.68 -127.4 Processed
2 because 511221 Supplier Lynn Jones 0} Canceled
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ORACLE

Change Order History: 3

Buyer Supplier Enbridge Testing Lid k
Procurement BU Global Enbridge Procurement Business Unit Supplier Site "SC Office
Sold-to Legal Entity Enbridge Pipelines (Athabasca) Inc. - LP Status Processed

Order PUR-2S.

00144

Description  This is a change request

View v Format w Detach

Eatemad Oy

ction Action
Party Name
Submit Supphier 5/141213:22 PM
Approve Approver 52021227 PM
Approve Approver 52021324 PM
Imnlement Revision 1 Anolication 52021324 PM This is a chanae raauest

34. Click Done to return to the Change Order History screen and Done to navigate
back to the Purchase Order Details screen.

ORACLE

Change Order History: 3

Buyer Supplier Enbridge Testing Lid
Procurement BU  Giobal Enbridge Procurement Business Unit Supplier Site "SC Office
Sold-to Legal Entity  Enbridge Pipelines (Athabasca) Inc. - LP Status Processed

Order PUR-2524-2000144

Description This is a change request

View w Format w Detach X
Performed By
Action Action Date Additional Information
Party Name

Submit Supphier 5/14721322PM

Approve Approver 5120121227 PM

Approve Approver 52021324 PM

Implement Revision 1 Appiication 520121324 PM This is a change request

ORACLE

Purchase Order: PUR-2524-2000144 @ Acknowtedge | [ view POF | [ Actons J | [oore ] I |

[ S

Main  Contract Terms

4 General

Sold-to Legal Entity ENbfidge Pipelines (Athabasca Supplier Enbridge Testing Ltd Kordered 38304 CAD

Inc - LP =
BilltoBU  Enbridge CA Business Unit Supplier Site  SC Office e

Order PUR-2524-2000144 Supplier Contact  Lyan Jones Source Agreement

Status Open Bill-to Location ShoraCE ACCOUNTS Supplier Order 12345

PAYABLE CA PO BOX

View Details

Buyer Ship-to Location CHEECHAM

Creation Date  4/15221

Terms  Notes and Attachments

Required

Acknowledgment Document Shipping Method

{ET 60 DAYS FROM RECEIPT

o, N Pay on receipt
Payment Terms ¢ |NDISPUTED INVOICE 3

Freight Terms  Hold for pick up

35. Select Done to return to the Manage Orders screen and Done again to return to
the Supplier Portal Dashboard.
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ORACLE

Manage Orders @

Headers  Schedules
Basic || Manage Watchlist | Saved Search | Changed or Canceled in the Last 30 Days V¥ |

» Advanced Search

Search Results

Actions v Vieww Fomatw J 7 [§ Detach
Order Order Description Supplier Site Buyer Ordered Currency Status Change Order Status Change Life Creation Date
Date Order Cycle
PUR-2524-2000144 | 415221 SC Office 383.04 CAD Open a2
SC Office 400,00 CAD Open Pending Approval K Uoans
»

© - PUR-2430.2000007  4/15/21

Columns Hidden 21

ORACLE

Supplier Portal

Search | Ordecs v | Order Number 2
Tasks

Ovders
Requiring Attention Recent Activity

000 ¢ N Spreadiner

Shpments
\J

B Schecvies Overdee o Due

Supplier News

24| Page



