Training Exercise: Create a Delegated Supplier Contract

		




	Module:
	Procurement

	Scenario:	  

PREREQUISITES:
	Create a Delegated Supplier Contract

DELEGATED SUPPLIER CONTRACT SPECIALIST




	Action
	Icon
	Field/Value

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

	Company
	
	· CO100 County of Placer

	Supplier
	
	· All Electric Motors

	Contract Type
	
	· Delegated Contracts (Non Obligated)

	Create Blank Supplier Contract
	
	· Select Radio button

	Click OK
	
	

	Contract Information

	Contract Name
	
	· Misc. Motor Parts 

	Terms and Amounts

	Start Date
	
	· First day of current Month

	End Date
	
	· Last Day of current Month

	Total Contract Amount
	
	· $20,000.00

	Contract Overview

	Contract Overview
	
	· Supply and deliver motor parts to fleet services. 

	Service Lines Tab

	Click the Service Lines Tab
	[image: ]
	

	Click Add Row Icon
	[image: ]
	

	Contract Line Details 
	
	· Line Number = 1
· Description =  Motor Parts
· Spend Category = SC2200 Auto Parts
· Tax Applicability = Non-Taxable Goods
· Tax Code = Placer County 
· [bookmark: _GoBack]Extended Amount = $20,000.00
· Start Date = First day of the current month 
· End Date = Last day of the current month
· Program = PG147777

	Attachments
	
	· Attach Executed Contract Documents 

	Click Submit
	
	




Write Supplier Contract Number Here:  					
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