Training Exercise: Amend a Supplier Contract

		




	Module:
	Procurement

	Scenario:	  

PREREQUISITES:
	Amend a Delegated Supplier Contract

DELEGATED SUPPLIER CONTRACT SPECIALIST




	Action
	Icon
	Field/Value

	Navigate to Create a Supplier Contract
	
	· Search Cre Sup Con Am
· Select Create Supplier Contract Amendment

	Supplier Contract
	
	· Enter Contract number assigned in the Create a Delegated Supplier Contract exercise. 

	Amendment Information

	Amendment Type
	
	· Change

	Amendment Number
	
	· 1 (this should match the version number)

	Amendment Description 
	
	· [bookmark: _GoBack]Reduce amount by $5,000.00

	Terms and Amounts

	Total Contract Amount
	
	· $15,000.00

	Contract Overview

	Add change order language to existing text: Todays date, Initial, Descript. Why. 



	Service Lines Tab

	Click the Service Lines Tab
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	Contract Line Details 
	
	· Extended Amount = $15,000.00

	Attachments
	
	· Attach Amended Executed Contract Documents (For this exercise we will not attach a document)

	Click Submit
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