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Acknowledging Change Orders

Purpose

This learning guide provides details of how to acknowledge a change
order issued by Enbridge within the Oracle Supplier Portal.

Eligible Invoices for Purchase Orders

1. All suppliers are encouraged to submit invoices through the Supplier Portal. Please
note, the Supplier Portal will not accept the following types of invoices:

Invoices without an associated Purchase Order

Invoices for Enbridge Gas Inc

Invoices with Carbon Tax

Invoices with Miscellaneous Charges (a charge that is not listed on the Purchase
Order eg. storage fees, environmental fees)

Holdbacks

Credit memos

Account statements

For Invoices referencing a closed Purchase Order, email these invoice types to the
applicable Accounts Payable email address found using the Enbridge Invoice
Submission Matrix.

Email Change Order Notifications

1. An email notification from Enbridge and a corresponding notification within the
Oracle Supplier Portal will be issued when Enbridge initiates a Change Order. There
are two ways to acknowledge the Change Order: 1) from the email hyperlink and 2)
from the Purchase Order screen within Oracle.

Acknowledging a Change Order by email

1. When accepting through an email notification, the user must be logged into
Okta prior to acknowledging the Change Order. Select the Review and
Acknowledge hyperlink from the email. Direct replies to the email message are not
permitted.
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From: Doe, John <john.doe@enbridge.coms

sent: Tuesday, April 27, 2021 1:57 PM

To: jane.smith@supplier.com

Subject: Document Purchase Order PUR-4050-2000012

Attachments: PO_300000003505409_PUR-4050-2000012_0 Zipr) PUR-2664-2000020 Requires Acknowledgment

This message is from an EXTERNAL SENDER - be CAUTIOUS, parficularly with links and attachments.

ACTION REQUIRED: You are required to acknowledge this Purchase Order before performing any fulfillment. Please open the attached PDF and review the details of the purchase order. Please reply within 24 hours by first lgging into your
Enbridge Okta account at https://enbridgesuppliers.okta.com/ and dicking on the Oracle Cloud icon. Once iquld into Oracle Cloud, then open the "Review and Acknowledge™ hyperlink provided below. Do not reply directly to this message.

Document (Purchase Order) PUR-2664-2000020 Requires Acknowledgment

Details

Assignee Bruce Wayne Sold-to Legal Entity Enbridge Pipelines Inc. - LP

From CANTACIOIU, ALKA Order PUR-2664-2000020

Assigned Date  4/20/21 4:19 PM Buyer ALKA CANTACIOIU
Due Date  4/22/21 419 PM Ordered 4.00 CAD

Task Number 243888

Recommended Actions

of Review and Acknowledge

Order Details
- - Req 10734 - complete vibration testing and balancing/overhaul
Supplier PROMORTH ENVIRONMENTAL SERVICES Description on 5 EAE Booster Pump Mators
Supplier Site  STURGEON COUNTY Note to Supplier
Ship-to Location REGINA WAREHOUSE Requisition
Supplier Order Requester Yalagam Rao

2. The hyperlink will open the Acknowledge Change Order screen within the Oracle
Supplier Portal. Acknowledgement of the Change Order is required before any fulfilment
activities occur. A response is expected within 24 hours of receiving the notification.
Refer to the Acknowledge Change Order section of this document.

Log into Okta

1. To acknowledge the Change Order directly from the Oracle Supplier Portal, log
into Okta using the Okta link: https://enbridgesuppliers.okta.com

2. Access the Oracle Supplier Portal from the Okta Dashboard. Remember accessing
the Oracle Supplier Portal should always be initiated from this landing page. Click on
the Oracle Supplier Portal application to go to the Oracle Supplier Portal
dashboard.

ENBRIDGE Q, Search your apps
Dashboard < My Apps
# My Apps @ Work

Work

Add section

<)

A Motifications 1

Oracle Supplier
Portal

2% Add apps

(@ Add section
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https://enbridgesuppliers.okta.com/

Oracle Supplier Portal Landing Page

1. From the Oracle Home Page, click on the Supplier Portal application tile to be
directed to the Supplier Portal dashboard.

ORACLE

Good evening, Lynn Jones!

Supplier Portal ools Others

APSS

-

Supplier Portal

2. The system will redirect the user to the Supplier Portal dashboard. Click on the
Orders tile to go to the Manage Orders landing page.
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Search for the Purchase Order

1. The Manage Orders landing page will appear. To search for a specific order that
requires the Change Order acknowledgement, enter the Purchase Order number
into the Order title box and click Search. The Purchase Order will show up under the
Search Results at the bottom of the screen.

ORACLE

Manage Orders @

Headers  Schedules

4 Search | Advanced H Manage Watchlist | Saved Search ‘ PO to Accept v

Sold-to Legal Entity ‘ | v | [ Order \:I ]
Bill-to BU Status | Pending Supplier Acknowledgment w
Supplier Site \:'z‘ Include Closed Documents
) ==

Search Results

Actions v View v Formatv  7E B {=" Detach )
a
Order Order Date Supplier Site Buyer Ordered Currency  Status Life Cycle Creation Da
v
< S EEEEEEEEEEEE——— >
Columns Hidden 25

2. The Search Results work area displays an overview of the Purchase Orders.
Choose the View the Change Order Status and Change Order number fields by
clicking View - Columns > and check the Change Order fields.

ORACLE

Manage Orders @

S 0

Headers  Schedules

b Search Advanced H Manage Watchlest i Saved Search  All Orders v

Search Results

Actions vm Famaty 4 B F Freeze =l Detach Wrap
|
i

Abous This Récord } _ Description Supplier Site Buyer Ordered Currency  Status CL:S. g::m"
Columns »
= Y 7. A Opes ~ 152
i ] Show Al SC Ofcs HOPE, TRAC 510.72 CAD Open % 1521
SC o8 0 Y 4 10 C Op b "
— Ad | Infoem. > C Ofice HOPE, TRAC 50000 CAD pen 2 A5
etach s or
{ B Reteronce Number SC Otce HOPE, TRACY 31425 CAD Opsn o ansR
Son —
ey " ment SC Office HOPE TRACY 40000 CAD Pending Su 41521
Robitei Conitias Sourcs Agreement g
F1y Requred Adomowledgment SC Otice HOPE, TRACY 55,000.00 CAD Pending Su a5
Query By Example
Columns roswer-zw Procursment Card

Decument Style
Pay on Recept
Freignt Terms
FOB

Shipping Mehod
Ravision

Revision Date
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3. Change Order hyperlinks will appear in the Change Order and Change Order
Status fields. Change Orders that require acknowledgement will display Pending
Supplier Acknowledgement in the Change Order Status field.

ORACLE

Manage Orders @

Headers  Schedules
» Search o o Advanced Manqe Watchiist | Saved Search | All Orders v
Search Results o 00 o
Actions w View w Fomalw /# § 3 Detach
Order g;?:’ Description Supplier Sneo Buyer Oroerooo Currency  Status ocnanae Order Status g':::?“ t’; Creation Date
SC Office 10000 CAD Open £ son
SC Office Open 1 a1
SC Office Open 1 swe1
SC Office O
test for karen h SC Office Open 1
SC Offce Open Incompiete 1 sz
SC Office Open Incompiete
SC Office Open Pending Approval
SC Ofice Josed for Reces ansi21
SC Office \ Open Pending Supplier Acknowlecgment 6 \ 0 oas2t
SC Ofice 55,000.... CAD Open
,

4. Click on the Change Order number hyperlink to be directed to the Change Order
screen.

ORACLE

Manage Orders @

Headers  Schedules
» Search o o Advanced MmQﬂeWatchlio! Saved Search | Al Orders v
Search Results O o O O
Actions w View v Fomal w  / § B Detach
Order g;‘:g' Description Supplier sneo Buyer Omereﬂo Currency  Status OChanoe Order Status 8:':2[“" t'; Creation Date
PUR-26 1 52021 SC Office 10000 CAD Open 12 52021
PUR.2664.2000388  5/6/21 SC Ofice 1000 CAD Open 3 5821
5.00 CAD Open
5.00 CAD Open
test for karen h 10.00 CAD en 5
2 CAD Open Incomplete 1
04 CAD Incompiete
40000 CAD Open Pending Approval S anse
ansn SC Office 31425 CAD Closed for Recsd IJoansin
SC Office k 90000 CAD Open Pending Supplier Acknow ECQF*EB i oans2
SC Office §5,000. CAD Open 21
»
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Review the Change Order

1. The Change Order screen will display the Change Order Number at the top of the
screen.

Change Order 6

tiating P ver
Status  Pending ating Party  Buyes

wriedgment

Description Update Price and Deiivery Date
Initiator

Creation Date  6/10/21 L3

Main  Contract Terms

4 General

Sok jal k S lie Enbrie Test d c -
Sold-to Legal Entity Supplier Enbridge Testing Ltd @ Gidorsd 850:06.CAD
Bill-to BU  Enbridge CA Business Unit Supplier Site SC Office
Description
Order PUR.2251.2000047 Supplier Contact  Lynn Jones
Agreement
Status  Oper Bill-to Location

Supplier Order

Buyer

Ship-to Location

Creation Date

Terms  Notes and Attachments

Required Acknowledgment Document Shipping Method

Acknowledgment Due Date  6/12/21 Freight Terms  Enbridge Paid Freight (Buyer)
DAYS FROM RECEIPT OF

ayment Terms |jin e b TER INVOICE R Pay on receipt
Confiming order
4 Additional Information
Contract Number Enbridge Regional Arca PO Status
Apply Lien‘Retainage Holdback PO Type - SLA Alternate Approver
Performa idbac
Apsly Peformsnce Hokdbeck Contracting Legal Entity Preferred Status
Expeditor Name Contract Owner/Biz Partner Context Prompt
Maximo Region Contracting Category

2. The Change Order includes a Description of the Change, the Status of the Change
Order and the Initiator.

ORACLE

I Initisting Party Buyer

Description

Initiator  TRACY HOPE

d

Creation Date  6/1072

Main  Confract Terms

4 General

Sold ! En ol k Supplier Enbridge Test d camoe
Sold-to Legal Entity IRP Supplier bridge Testing Lid © Ordered 850.00 C
- Enbr CA Business Uni Supplier Site  SC Offic:
Bill-to BU dge CA Busine: 1 Supplier Site Office Debcinas
Order PUR.2251.2000047 Supplier Contact
Agreement
Stat O Bill-to Locatiol
atus  Open eation Supplier Order
Buyer TRACY HOPE

Ship-to Location

Creation Date 415721
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3. Information from the original Purchase Order displays under the Additional
Information section.

Change Order: 6 &

50ld-20 Legal Entity  Erbridge Inc. -

Bill-to BU A busness Und
Ordder  PUR-2251
Status  Cpan
Biiyer

Creation Date

Tervs  Notes and ARachments

Rucurewd Ackrowteogment  Doaument

1221

NET 60 DAYS FROM RECFIPT OF
UNDESPUTLD INVOICE

Acknowle dgmeant Dus Date

Payment Terms

Suppiler
Suppliec Site

Supplier Contact

Bill to Location

P-1o Locaton

Swpping Method
Freight Tema

Fo8

Enbndge Testng Lid

SC Ofce

Lynn Jones

Suppiler Order

2 Paid Eresght (Buyer
— Pay on reskpl

Cenfrm

al Information

Contract Number

Apply Lien/Retainage 1ol
Appiy Performance 1o

Expeditor Na

Maximo Reglon

Enbeidge Regional Area
PO Type - SLA
Contracting Legal Entaty

wet Ow Biz Partner

Contracting Cateqory

\ PO Status

Altermate Approver
Preferred Status

odext Prompt

Calumns Hidden 13

Lines  Schedules
Acbons w Vew v Fomal w " &y Detach
*
Line  Description Location
o 1 Requistion - Approved REQ wathout Confingency CAAB CA

Additional Information
Requestad Promised
Quantity UOM Status Change Reason  Apply Pply
Dettvery Dut:, Deivery Date LienRetainage  Performance  [ame "
Holdback Holdback %
an QOpen
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4. A blue dot indicates where a change has been initiated.

Acknowbedge | View PDF | Acsions ¥ | || Do

Change Order: 6 @

4 General

Suppiler Entrdgs Testng Lid

50ld-20 Legal E Erbndge In:. 50 C
S0ld-to Legal Entity Bridge In: ot 85000 CAD

ilto DU L Sepp! SC Ofce
SAECy - Cale ol fice Description
Orcder  PUR Suppliee C Lyrn Junes
Status  Cpen Bill to Location s
Suppiier O

Ry Ship-to Location  CA-AU-CALGARY-001

Creation Date

Teme  Nolas and ARachments

Ragured Acknowlecigment  Document Svpping Method
Acknowle dgnaant Dus Date Freight Terma  Enbricdge Paid Freght (Buyer
Payment Terms Fog Pay oh recopl
Confrming onde
4 Additonal informaty
Contract Number Enbridge Regional Area \ FO Status
FO Type - 5 Alternate Approver

Apply LieniRetainage

Apphy Perormance ol Contracting Leg: ty Preferred Status
Expeditor Name ~ Crwnar/Biz Partner Content
Maximo Reglon Contracting Category

Lves  Schedules
Ackons w Vew w Fomal w3 [ Detach
s Additional Information
na a " Requestad Promised
Line  Description Location Quantity UOM Status Change Reason  Apply Apply
Delivery Date  Delivery Date LienRetainage  Performance :;;;:;:snna
Holdbac! Holdback %

E 1 Requistion - Approved REQ vithost Confingency CAAB.CA.. 81021 83021 Open

Cokemns Hidden 13

5. Click on Actions to Review Changes being initiated under the Change Order
Number or View Change Order History to see previous Change Orders assigned to
the Purchase Order.

ORACLE

Change Or ler: 6 Acknowtedge | | view PoF | | Actons +

Edit
= Delete
Change Order 6 Status  Pending Supplier Acl Initiatin
Description Update Price and Delivery Date | Ackmontedge
Vitharaw

Creation Date  &/10/21
Cancal Change Order

Main  Contract Terms

Review Changes
4 General \ View Change Order History
Sold-to Legal Entity  Enbridge Inc. - CORP Supplier  Enbridge Testing Lid @ Ordered 85000 CAD
Bill-to BU  Enbridge CA Business Unil Supplier Site  SC Office Description

Supplier Contact  Lynn Jones

Order PUR-2251-2
Agreement
) I - ENBRIDGE ACCOUNTS PAYABLE CA
Status  Open Billto Location 5 g oy Supplier Order  TG9854

Euyer Ship-to Location B-CALGARY-001

Creation Date 415721
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Acknowledge Change Order

1. To proceed with accepting the changes, click Acknowledge on the top right-hand
corner of the Change Order screen to Acknowledge the Change Order.

Change Order: 6 @

< General
S50id-20 Legal Entity  Erbndge Inc. - CORP Suppiler Enbndge Testng Lid ~AD
BilltoBU  Ertndge CA D Suppliec Ste ST Otics
Order  PUR-2251-2000047 Supplier Contact  Lynn Junes
Agreement
Status  Cpen Bill to Location NTS PAYADLE Sians ns
Py $hp-to Location 001

Creation Date 41521

2. The Acknowledge Change Order: # screen will open. The Prior to acknowledging
the Change Order, an Acknowledgement Note and Supplier Order number or
notes may be entered for the buyer.

ORACLE

Acknowledge Change Order: 6

lAccep( Reject | [ Actions ¥ ‘ gence||l
77

7

Change Order & Creation Date  6/10721 Initiating Party  Buyer

escription  Update Price and Delivery Da . . Initiato
Description Update Price and Delivery Date Skl Ponding Supolies Adknowiodgmet nitiator

Main  Contract Terms

4 General
Sold-to Legal Entity Enbridge Inc . CORP Supplier Enbndge Testing Lid o Ordered  850.00 CAD
.2251.2000047 sc
Order PUR-2251.20000 Supplier Site  SC Office Description
S Ci y of
Status Open Soppier Confect Lynnyones Source Agreement

Buyer Bill-to Location

Supplier Order | 759654

ans2
Creation Date 4115721 Ship-to Location

Terms  Notes and Attachments

NET 60 DAYS FROM RECEIPT OF

Required Acknowledgment Document Payment Terms UNDISPUTED INVOICE Pay on receipt
Shipping Method Confirming order
Freight Te: Enbridge Paid Freight (Buyer,
Acknowledgment Note ii eight Terms ge eight (Buye
FOB

4 Additional Information

Contract Number

Apply Lien/Retainage Holdback
Apply Performance Holdback
Expeditor Name

Maximo Region

Enbridge Regional Area
PO Type - SLA

Contracting Legal Entity
Contract Owner/Biz Partner

Contracting Category

PO Status
Alternate Approver
Preferred Status

Context Prompt
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3. Click Actions and select View PDF from the drop-down menu to download the
Change Order as a PDF. Review the Change Order as a PDF, prior to accepting
the Change Order. Click on Review Changes to display a summary of the Change
Order screen.

Acknowledge Change Order: 6

Main

4. The Review Changes screen shows a summary of the Change Order.

Contact the Supplier Portal team at supplierportal@enbridge.com for any questions
or for additional support or access to the Okta or the Oracle Supplier Portal.

12|Page


mailto:supplierportal@enbridge.com

