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Scenario

The procurement wants to edit the contract that has been raised. In this syllabus, we will
guide on how to edit the request in CMMS Web Core.

1. Edit Contract Release

What it’s for

To edit the contract that has been create by the procurement team review and complete the
contract agreement.

Edit the Contract Release Information

1.1 On the left of the system, click on Procurement > Contract Release Request.

£ Procurement

Purchase Request

Purchase Order

PR Approval
PO Contract
Contract Release Request
1.1 Click ]
Figure 1.1
1.2  Choose the contract that wants to be edit.
1.3  Click on Edit button to edit the contract information.
‘SU\HQLERV V| ¥ Define = B View ‘ﬁ 1.3 click ] A
Request Contract Description Ready to RequestDate Require Dal otal Release Created By Created Date

Number Number Release,

TEUo e T I 12

TRRTOOOE SOt oo Tt
CRR100003  CON100007 ] 02/08/2024 02/08/2024  00,/00/0000 250.00 1 2 choose 02/08/2024 15:12
CRR100007  CON100010 a 08/08/2024  08/08/2024  00/00/0000 1,500.00 : 08/08/2024 11:09

Figure 1.2

1.4  Click on the Reference Line subtab

1.5 Edit the Reference line Information:

Field Value Have Master File?

Receive Qty 12 NO

(Note: Master file are control by System Admin).
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1.6

Click on Save button to save the edited information.

(€] LasT QuUERY L Define | EView || (New || GiEdt | X Delete E P Cancel
Request Information Contract Information

Request Number: CRR100001 Contract Date: 02/08/2024
Contract Number: J-ON100005 Expire Date: 02/08/2024
Ready to Release: (] Total Contract Cost: 3,000.00
Request Date: 02/08/2024 V] Contract Limit: 0.00
Require Date: 02/08/2024 o SOR Limit: 0.00 (+)
Release Date: 00/00/0000 VO Limit: 0.00 (+)
Total Amount: 6,000.00 Contract Dollar Limit: 0.00
Total Release: 0.00 Total Cost Releases: 3,000.00 (-)
Release Balance: 6,000.00 Amount Remaining: -3,000.00
Description:

Request Line JReference

0 v OO

Contract Description Request Tax TaxRate Retail Price NetPrice Released Extended Released Existing Existing WONo Generate AssetNumber wo wo
Line Qty Code Qty Price Amount WO New WO Status Coalioit
F1 CLEANING SERVICES 2.00 0.0000 3,000.00 3,000.00 .00 6,000.00 .00 (] (]
Delete

Figure 1.3
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