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The existing supply system application has been in production for over 15 years.  While it has been a 
useful tool for not only the Procurement section of the Operations Division, but made it easier for all 
Divisions and District to order supplies necessary for them to do their day to day operations.  But as with 
all software applications, there comes a time when users determine new needs and see opportunities to 
make improvements and take advantage of new technologies.  Another factor to consider is the goal of 
BTSD to move all applications off of the mainframe.  BTSD is looking at either rewriting applications or 
attempting to buy Commercial Off the Shelf (COTS) products. 

So a team has spent the last year going over the existing applications and reviewing existing processes.  
Discussions also included the needs and goals of the system as well.  The team then spent time 
developing how they want the processes to work in their new application.  Mockups of certain screens 
were developed by the team to give either a vendor or development team an idea of what we are 
looking for in a new system. 
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Three ultimate goals were identified; 

1) Eliminate as much paper as possible 
2) Utilize electronic/digital signatures 
3) A new and improved equation to determine how much should be ordered when a stock 

item needs to be replenished. 

The first two goals are tied together.  There are numerous copies of purchase orders and other 
documents that must be routed and signed off by a number of people.  We want to be able to utilize 
workflow capabilities to rout documents for approval and allow supervisors and others to sign 
documents electronically. 

The final goal is a new equation for replenishing stock items.  This equation was developed a number of 
years ago, and is used to determine how much of an item should be ordered when the quantity on hand 
is at or below the minimum allowable.  Appendix A shows the equation.  As you can see, it utilizes the 
amounts issued, the minimum and maximum allowable amounts for the item and takes into account the 
time of year as well.  The Operations Division, specifically the procurement unit, will need to come up 
with a new equation before any work can be done on the Ordering and Receiving Supplies process. 

Appendix B is a list of needs that the team developed during their first meeting and into the second as 
well.  This was a brainstorming list and there may be some similarities, but there are a number of great 
ideas that can improve their business and make life a lot easier for those who order supplies, maintain 
the supply base manage the warehouse.  One of those ideas is to utilize scanning devices for when 
orders are taken from the warehouse, shipped and eventually delivered.  Utilizing either bar codes or 
RFID (Radio Frequency Identification) tags could possibly help improve the picking process in the 
warehouse as well as ensuring deliveries are correct. 

Appendix C is the existing process.  In order to create an order, you must either search through the 
items in the system or look through a server folder (\\dorimage3\operations\Stockphotos) to view 
pictures of the items.  Then they can place the order.  The supervisor has to be told that they have an 
order to approve; there is no automatic notification.  The only way that Stock Control knows orders have 
been submitted is by checking batch job submittals every fifteen minutes.  A number of copies are made 
of each order with information being written on each order.  Orders must be modified to show when 
they have been shipped, returned or back ordered. 

The new system will allow users to view what it is they want to order while they are ordering it.  
Appendix D shows the new workflow.  Notifications will be done using e-mail instead of having to print 
orders and giving to supervisors or calling them to let them know there are orders they must approve.  
The utilization of scanners will allow the verification that items that have been ordered, loaded and 
shipped to the proper locations. Mockups of screens were developed and will be discussed in a future 
section. 

Consideration must also be given to external agencies that will be ordering supplies from us as well.  The 
difference for them is they will be limited on what they can order and will not be allowed to return 
items. 
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Appendix E shows the existing process. This process involves creating a report to show how much of 
each stock item is on hand and then determining if it is time to replenish certain stock items.  If the 
decision is yes, then there are multiple manual entries in the existing system and paper copies that are 
routed around.  Phone calls or e-mails must be sent to various individuals who are responsible for 
checking orders or testing stock items to ensure they meet specifications. 

The new system will notify them automatically when they are at or below the minimum number of 
items for each stock item.  A decision will need to be made as to using just the defined minimum 
amount or a percentage within the minimum amount (e.g., within 10% of minimum) when notifications 
will start.  A workflow component will be built in so when tasks are completed notification is sent 
automatically to the person who must complete the next task and so on.  The M&R notification will not 
always be the same person or persons; it varies depending on what item needs to be tested.  Having the 
M&R forms in the system as well would be a “nice to have” or the ability to upload and save them.  The 
ability to save any e-mails would be needed as well.  Appendix F shows the new process. 

Appendix G shows the current review process.  There is a lot of manual entry into the system and 
notifications are done by phone or manually sending e-mails.  Stock Control is not aware of any returns 
until they check batch job submittals, which is done every 15 minutes.  Paper copies of the purchase 
orders are sent back and forth between Stock Control, Buyers and Controller as well.  The process is the 
same for all types of returns. 

The new process is slightly different depending on the type of return.  Appendix H shows the process.  It 
will show the previous orders of an individual and allow them to return all or parts of the order(s).  
Notifications to Stock Control will be automatic and routing of information will be electronic instead of 
shuffling paper.  Another key notification is an e-mail to the person submitting the return if the item(s) 
have not been returned in fifteen days.  If they have not returned the item(s) in thirty days, then they 
will be notified that the return will be deleted and Stock Control will be notified of the deletion as well. 

Appendix I shows the current back order process.  Reports must be printed off in order to see what is 
still on back order and the status of the inventory.  As stock items are received, a decision needs to be 
made on what orders to fill.  Then the system needs to be modified to finalled, shipped or still on back 
order. 

The new process for back orders is that there will be no back orders.  The goal is for the system to show 
the person ordering the amount that is on hand and not allowing any orders over the amount on hand.  
The system will also need to be dynamic so if two people are ordering it will update the amount if one 
person completes an order before the other.  For example, there are 100 units on hand and two people 
are ordering.  Person 1 needs 75 and person 2 needs 50.  Person one completes their order for 75.  
When person 2 goes to submit their order, the system should tell them that there are now only 25 so 
they can only order 25 and must check back when more is on hand. 
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Appendix J is the current Sign Order process.  This process is only for signs that are not kept in stock by 
Stock Control and are special ordered through Cornhusker State Industries (CSI).  This process will 
continue to be used.  The only change they would like to implement would be to utilize bar codes or 
RFID tags to track the arrival and delivery of the signs to various offices.  The process could be improved 
utilizing a workflow solution such as the State’s enterprise process management system OnBase, but 
that would be a separate project after implementation of a new supply system. 
 
Signs that are kept in stock will be purchased using the new process outlined in the “Field Orders/Stock 
Orders…” section on page 2. 

The ability to add, delete and modify stock items will be a requirement.  This capability should only be 
done by Stock Control.  Screen SUPX110 (Appendix K) is the screen used in the current mainframe 
system to update the inventory.   

The team spent some time looking at the current inventory process as well.  The process was mapped 
out in Appendix L.  The process involves the printing and review of a number of reports and a person(s) 
physically counting inventory.  Even with the improvements of a new system, there will still be a need to 
count inventory to ensure we have the proper amounts that are shown in the system.  So the current 
process will remain in place.  The only difference will be the generation of the reports.  They may be 
done on demand and with no restrictions as to when the reports are generated.  As with the old system, 
when it is time to do an inventory the system must be locked to not allow any purchases on items that 
are within the inventory area. 

When requisitions are filled and marked as finalled, the information about what was purchased is sent 
to the Cost system.  At a minimum, the information sent to the Cost system is the activity code, account 
code, the cost and the OE.  Further investigation will be required to find out the exact information that is 
required by the cost system.  We also discovered a connection to a PDS (Payroll Detail System) program.  
The Department is beginning a project to replace PDS with KRONOS and once that implementation is 
complete, we do not see a need for a connection to any payroll system.  Further investigation should be 
completed to make sure this is a correct decision. 

One requirement of the old system was the need to input Highway number and reference post when 
purchasing items.  If certain activity or account codes were used, the person filling out the requisition 
was required to enter a Highway number and reference post (beginning/ending or only beginning).  The 
team does not see a need for this requirement.  When supplies are ordered, they are ordered in bulk 
because at that time, they do not know where they will be using those supplies.  So when they are 
required to put in this information, it may not be used at the location listed or it is partially used at the 
location listed.  If this information is transferred from the cost system to our Highway maintenance 
system (IHI), it is not accurate information; higher costs at one location and zero costs at other locations 
where the items may have been used.  Another factor is the majority of costs in the supply system are 
not charged to a highway and reference post.  Over the past year, only 6% of the $3.2 million spent out 
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of the supply system was charged in that manner.  Therefore, the team recommends not requiring a 
Highway number and reference post for the supply system.  If this information is required, it should be 
input on crew cards when the supplies are actually being used at the correct location. 

The old system had a number of reports that were used and also a number that are no longer useful.  
Some of the reports were dependent on shutting the system down so no transactions can occur while 
the report is generated.  This needs to be changed so reporting can be done at any time.  The use of the 
NDOR reporting system, SQL Server Reporting Services (SSRS) should be looked at for reporting as well.  
The reports could be scheduled to generate on a schedule so users will not need to manually create the 
reports.  The ability to create ad hoc reports is desired as well.  Accessing the data to generate any type 
of report that could be used to help in making decisions about purchasing, budgeting, etc. are an 
important part of any system. 

Appendix M contains examples of the various reports that are created in the current system.  The first 
two pages of the appendix is a list of those reports, including if they are still required in the new system 
and additional information that they would like to have on various reports as well.  The final three pages 
of the appendix is a process that is run by Controller Division to determine if there are any discrepancies 
between what was paid and what was charged.  If discrepancies are found, Controller Division works 
with the Buyers in Operations Division to make the necessary corrections.  Page M-31 is the JCL that 
Controller runs in order to generate the report on the final two pages. 

In between the first two pages and the last three pages are the reports from the system.  First is the 
back order report, which will no longer be needed with the new system but was included in the report 
for information only.  The rest is divided between the daily, weekly, monthly and yearly reports.  Some 
reports are found in multiple groups, such as SUPB290 is in both the monthly and yearly batch jobs as 
well as SUPB230, which is found in the daily and monthly reports. 

There needs to be an administration portion that will allow the administrators of the system to add, 
remove or modify users of the system.  They will need to allow users to create, modify and/or approve 
requisitions.  The administrators of this application need to be determined.  Someone or some group 
from Operations Division should be the administrators and that determination should be made by the 
Operations Division Manager. 

A number of mockups for new screens were developed.  Appendix N shows the various screens that the 
team believes would make it easier for not only Stock Supply and Buyers but also the users throughout 
the Department. 

The first page is two logon screens; one for internal and the other for external users.  For the external 
users, their login limits them to what they are able to order out of the system.  They are also not allowed 
to return items.  Internal users will login and then select their location.  Each user may be ordering for 
multiple locations or only one location.  Their selection will determine where the order will be delivered. 
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Page two is the mockup of the new maintenance screen.  In the mockup, pull-downs are used instead of 
typing in values and the ability to add a photo of the item instead of keeping a separate folder on a 
server which contains all the item photos.  Also, an input field for the description that allows them more 
characters than the current system so they do not have to use abbreviations. 

Pages three and four of the mockups show the screens for the ordering of supplies.  Page three allows 
the user either search by entering keywords or picking a category and scrolling through the items.  A 
thumbnail of the pictures can be hovered over to bring up a full scale copy of the image.  They will be 
shown the amount on hand and then allowed to enter the quantity they want.  They can click on the 
cart button and a drop down will show the items in their cart.  When completed, they will click on the 
“Proceed to Checkout” which will take them to the screen on page four. 

The screen on page four is the summary page and also where they would pick the activity code for each 
item.  They can also change the number of items ordered as well and delete items before submitting 
their order. 

The screens on pages five and six are for returns when items have been damaged.  The page five screen 
allows them to choose a range of dates of their previous orders.  Retention rules allow only three years 
of orders to be stored in the system.  For all returns they must enter a reason for the return.  When they 
click on “Process Return” they are taken to the screen on Page six. 

The screen on page six shows the information on the return and generates a bar code that will be 
scanned when the item(s) are picked up and then when they are dropped off back at the warehouse in 
Lincoln.  This form will be printed off and kept with item(s) being returned. 

The screens on pages seven and eight are similar to the screens on page five and six with the exception 
that they are for surplus instead of damages.  As with the previous screens, they must have a reason for 
wanting to surplus the items and print off the form with the bar codes to be returned with the items. 
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APPENDIX B – Supply System Needs 

1) A better ordering process for Districts, Divisions and Procurement (including vendors) 
 

2) Eliminate the requirement of a Highway Number and Reference Post for ordering certain stock 
items.  
 

3) Improved delivery process 
 

4) Utilize bar codes for individual items and groups (bundles, boxes, etc.) 
a. Match a manufacturer number/code with our number/code or 
b. Send manufacturer our bar code 
c. Would this allow us to eliminate class numbers and stock numbers? 

 
5) Purchase orders include the vendor names, class numbers and stock numbers. 

 
6) A search button on home screen and various item screens. 

 
7) Back button on screens so you don’t have to leave one to go to another then back. 

 
8) A system similar to a Shopping Cart such as the CSI Nebraska website or NDOR Storefront. 

a. Order as many items as needed (Currently limited to six items per screen but unlimited 
number of pages as needed.) 

b. Tabs for each class code with items listed below with a brief description 
c. Click on an item gives a full description, picture, cost, unit-of-measure and if it is on back 

order 
d. Needs to have a back button to go back to the main screen 

 
9) Need to have keywords for every item and must be able to modify them.  Multiple keywords for 

each item to make it easier to find what you need. 
 

10) User has the ability to change the quantity they want when selecting the items or during 
checkout. 
 

11) Prices fluctuate so must be able to update prices during checkout and track different prices for 
similar items 

a. Example:  Have 50 “X” at $5 each then order 100 “X” at $6 each.  Need to keep them 
separate and not average the costs for all items. 

 
12) Login process since orders are not only internal but by Cities and Counties as well. 

a. Allows us to differentiate between NDOR and Cities/Counties 
 

13) Supervisors still must approve orders and returns internally 
a. Cities and Counties do not need approvals 

B-1 
 



APPENDIX B – Supply System Needs 

 
14) Administrator function to add the people who order items and approvers including setting 

privileges. 
 

15) Should we be charging shipping and handling on Cities and Counties? 
 

16) Eliminate the need for a Back Order process. 
 

17) Ability to check and uncheck items to allow them to be available or unavailable for purchasing 
a. Mainly for Cities and Counties so needs of Districts and Divisions are filled first 

 
18) Items that have been deleted or modified must be archived according to the Operations 

Division’s retention schedule 
 

19) Can we setup procurement cards for Cities and Counties?  Or use PayPal like we do for 
Storefront? 
 

20) Automate the “Ship To” address 
a. Able to modify the address if needed 
b. Tied to the DOR number of City/County Name who logs in 

 
21) System notifies Stock Control that orders are below the required amount 

 
22) Ability to track purchase history to assist in determining stock needs 

 
23) Ability to take into account seasonal factors for ordering 

 
24) Tracking and notification of products which have a shelf life 

 
25) Ability to override the maximum amount that can be ordered when replenishing what is kept in 

stock. 
 

26) Credit given back to Districts and Divisions when they do returns and items are placed back in 
stock 

a. What if items are not placed back in stock? 
 

27) Users have the ability to look at existing orders and mark as returning if needed 
a. Generate a return label for them 
b. Notify Stock Control about the return 
c. Credit is given at the purchase price 
d. Cities and Counties able to return items? 
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APPENDIX B – Supply System Needs 

28) Notification sent to users that items must be returned within X days or the return will be 
cancelled 
 

29) Ability to create on-demand reports 
a. Inventory value by class 
b. KP List Report for Controller Division 
c. Any item in stock by date, O.E., radio call number and stock number (or bar code) 
d. Sign orders and inventory 
e. History report on units of measure changes by item 
f. Daily and monthly adjustments 
g. History on items ordered individually or multiple items 
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REPORT REPORT DESCRIPTION STATUS COMMENTS
SUPB100 Back Order Report Not Needed.

SUPB140
Unfilled Requisitions 
Older than 7 Days

Not Needed.

SUPB150
Purchase Orders Due
In List

On Demand Report.

Add Original Due In Date.
Keep Every Date Change.
Comments are Optional.
May not be needed if Dashboard 
works.

SUPB180 Inventory Master List Not Needed.

SUPB200
Inventory Value by 
Class Report

On Demand Report. No Changes

SUPB210
Purchase Order Back 
Order Report

Not Needed.
Create a Vendor Performance 
Report

SUPB220
Outstanding Purchase
Order Report

Not Needed.
Create a Vendor Performance 
Report

SUPB230
Purchase Orders 
Received Report

Auto Generate Report.
Print Daily.
Don't Need "Thru" Dates.
Eliminate the Date Received Column.

SUPB240 Stock Status Detail Report Not Needed. It Never Worked.

SUPB250 Need to Order Report Not Needed.
If within 10% of Minimum
Generate P/O Automatically.

SUPB260
Multiple Locations 
Report

Not Needed.

SUPB280
Requisition/Returns 
Expense Report by OE

Waiting on Tom R.
On Demand?
Ability to Print.

SUPB290
Class/Stock Products 
Added/Deleted Report

On Demand Report. No Changes

SUPB300
Sales Dollars by Class 
Report

Auto Generate Report. Yearly Report

SUPB310
Stock Products Not 
Issued Since Report

On Demand Report. No Changes

SUPB360
Negative Quantity On 
Hand List

Possibly Needed.
More Analysis Needed During
Application Development.

SUPB370 Back Order Requisition List Not Needed.
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REPORT REPORT DESCRIPTION STATUS COMMENTS

SUPB380
Requisition/Returns
Report

Auto Generate Report.
Print Daily.
Don't Need "Thru" Dates.
Eliminate "Shipped Date" Column.

SUPB390
Print Shop Need to
Order Report 

Used by Print Shop

SUPB400
Outsides Stock 
Requisitions/Returns

Districts & Divisions 
receive this monthly showing 
their purchases and returns 

New system should allow them 
to generate their own report or 
review on-line.

SUPB430
Accounts Payable 
Report

Auto Generate Report. End of Month Report
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