Create Variation Claim

eProcurement - Quick Reference Sheet

Overview

This Quick Reference Sheet (QRS) describes how suppliers can raise a claim in connection with the

subject matter of a contract.

Once the Variation Claim is entered into eProcurement and submitted for assessment, the
Superintendent, Superintendent’s Representative or Principal’s Representative as appropriate to the
form of contract assesses the claim and changes the status

Things You Need To Know

Users can Save the claim if necessary and submit at a later time.

Features Covered

e Access the Variation Claim Transaction

e Attach Supporting Information
e Save or Submit the Claim

Access the Variation Claim Transaction

1. From Supplier Transactions menu
click Variation Claim.

The Process Variation Claim
screen displays.

Bids / Tenders

Claim for Payment

Supplier Profile

OSH Performance Statistics

Insurance Certificates
Bank Security

Vanation Orders
Variation Claim

Tell us what yvou do
Manage Documentation

Process Variation Claim

Note: Users Vendor name
automatically displays on the screen
next to Vendor.

2. Click Create.

The Enter Claim Details screen
displays.

Wariation Claim Selection

vendor  Sample Wendor

Purchase Order: | 1] [ Search
Options
| Creat= [ Ch | [ Display |[ Delete | [ Print

Note: Mandatory fields are indicated
with a red asterisk (*) and must be
completed. All other fields are optional.

Enter Claim Details

Date Received: ¥ [02.12.2015

Hlﬂﬂseﬂldu:*:m

Variation Claim Number: * [0000__|

3. Enter Purchase Order number and
go to step 7, or click to display a
list of vendor specific purchase
orders.

4. Click J to select required purchase
order.

Purchase Order

PI.dlaseOIdﬁle' Tvp= ||:h-_r.4mpt-un

. |:| AZOO01IBES ZEID MICRO TUNNELLING [
5. Click OK to copy purchase order — — i =
number to previous screen. |:| AZOO01TESD ZEID COMSTRUCT EARTHWORKS B___
|:| AZOOOIZEET zE2D WWTF UFGRADE
|:| AZOO04S3A2 FE2D STIRLING DANDALUP =1
][ Ganc= |
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6. The Variation Claim Number
automatically generates when the
claim is saved.

Enter Claim Details

Date Received: * [03.12.2015

7. Enter a short text description of the Purchaze Order: * [4200017277_[J)
claim in Title. Variation Claim Number: *

8. Click | in Basis for Claim to Title: * [SCOPE CHANGE FOR SBR
continue. Basis for Claim: *

Amount of Claim: ¥ 0.00]

* [AUD
EOT Claimed {Days): *

Currency:

Date of Awareness: *

e

Further Particulars Reguested on:
Description:

The Claim Basis dialog box

displays.
9. Click J to select the contract S | Short Description | Lopale=cinten
clause code that is the contractual 004 38.1 ltem specification change  CL38.1 Change in the specificat__[a]
basis of the claim. | 0ot 2.1 Scops changs for item CL38.1 Changs in scops of war...
Note: Users can scroll down the list to | 007 26.2 Vanabions Gontractor conve... GL38.3 Varistions for Gontracto. .
find the clause reference and | 132 36.8 Dayworks CL36.8 Dayworks
deSCf'Iptlon relevant to thelf' C/alm' | 133 A7.5 Interzst dus by the Contractor  CLIT.S Interest dus by the Con. ..

10. Click OK to copy the code and

o - 134 37.5 Interest dus by the Principsl CL3T.5 Interest dus by the Prin__.
description to the previous screen. 1 s 9 o0 of WUG Princi._. CL95 o of WG P
| 140 41 Mot otherwise coversd under ... CL41 Mot otherwize covensd un.. .

™ £.1 Discrepancy in contract docu_.. CLE.1 Discrepancy in contract .. |:|

| oz3 Claim Refer to Claim MNotification Det___ |E|

11. The Amount of Claim defaults to
0.00. Insert the sum being claimed
or leave the value as 0.00 if the
claim doesn’t involve money.

12. The Currency defaults to AUD. Do
Title: * [SCOFE CHAMGE FOR SER

not change.
) . . Basis for Claim: * [p01 [
13. If the claim involves an extension of *

Amousnt of Claim:
time for completion, enter the
number of calendar days an
extension of time is being claimed in
EOT Claimed (Days).

14. Enter the date first became aware of
the basis of the claim in Date of
Awareness. Use the format
DD.MM.YYYY.

15. Enter a Description that details
what is the basis of the claim.

16. Enter the Circumstances that
explain the cause/s related to the
claim.

Enter Claim Details

Date Received: * [03.12.2015

Purchase Order: * (4200017277 [

Variation Claim Numbser: *

20000.00]

Cumency: * [AUD [
ECT Claimed {Days): *
Date of Awareness: *
Further Particulars Regquested on: |:|

Drescription:

Change to scope reguires extra funds for addition eguipment and
sarvices and an extension of time due to the sdditional work.

Clircumstances:

Environmental improvemsent identified and implementsd
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Attach Supporting Information

Ensure sufficient information for the claim to be assessed is attached. To add documents from your

computer system, proceed as follows.

1. Click Browse.
Linked Document: | I Browse.. |
| Assign |f Remove
2. Navigate to the file on your
computer. %vli—;‘ » RecentPlaces v|$,|| Search Recenfﬂ:ces Pl
3. Highlight the document and then G s . S L
click Op_en to copy the file path to g )
the previous screen. & Downloads 2
%] Recent Places
& My Videos
B Desktop
| l
< [ ] »
File name:  Claim Supparting |nformation - [AIIFlIs(*."} ']
I I[ Open ] [ Cancel ] !
4. Click Assign to attach the
document. The attachment displays Linbeed
in the table. ey : ' Il Browse... |
Ferve
| Drocument Mame | File Typ= | Detail I:l
=
Claim Status: ¥ [H |Held
[ Sub. for Assessment | Save |
Save or Submit the Claim
1. The Claim Status defaults to H for . o
Held. Claim Status: * [H |Hekd
| Sub. for Azzzzsment | Save |
2. Click Save to save the Variation Clsim Status: * oritted §
Claim with a HELD status. To im Status: * [S_[Submitted for Assessment
amend the claim click Sub. For £ Sub. for Azzessment 3 Save |
Assessment at a later date, or
Click Sub. For Assessment and
then Save to submit the notification
for assessment. Once submitted you
cannot amend the claim.
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