Generate a ZG (Purchase Order) for an N or S line

type from an OJ (Requisition from Contract)

Overview

NIS Policies

The tasks in this documentation provide end users with the tools to enter data
and collect data in NIS. It is the responsibility of the agencies to comply with
State Statutes, Federal Rules and Regulations, and State policies. For further
information concerning State Statutes and policies, please refer to both internal
agency resources and the Department of Administrative Services website:
http://www.das.state.ne.us/.

NIS Navigation

NIS State of Nebraska > Dist & Mfg - CSI > Purchasing > CSI Purchase Order >
Inventory/Floor Stock Purchase Order > Gen CSI Inventory/Floor Stock PO (ZG)
from Contract Req (0J)

Steps

Start this instruction from the Gen CSI Inventory/Floor Stock PO (ZG) from
Contract Req (OJ) — Work with Order Release window.

EnterpriseOne Menu

Purchase Order
— Enter
InventorgFloor

Stock PO (ZF°
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Stock PO (ZF°
from Req (7R
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—l Gen CSl Inventory/Floor Stock PO (ZG) from Contract Req (OJ) - Work With Order Release
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No records found.

Order
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Or |Order |Chg
Ty |Fd

Order | Number

Line 2nd item
Number

1.

Enter the order number in the Order Number field, if known, to minimize the

search.

ﬁ You can do a search based on any information criteria in QBE line.

Click Find.
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®
Gen CSl Stock PO (2G) from Contract Req (OJ) - Work With Order Release

Gelect Find Cless Fom Row Tools

v 4§ x 0O =

Supplier d Business Unit
e Number - al

Irventary Nurnber

Account Nurmber

I Display Supglier Rem

Records 1-3

) ) o =l B i =l =
Humber Ty | Fd | Ovdar | Namber Upen Opun Dk

r WET2 OJ 52510 000 1.000 42506-TF-GR-150-604 100.0000 EA OZ22006 INDIANA EXEC CHARCOAL

r HTE9 04 52510 000 1.000 18090752008 55,0000 LB 78,38 TINA72006 SODIUM LINEAR ALKYLBENZENE

FI 27449 OJ 52510 000 1.000 42661-TEST 50000 EA 80.00 1202872006 THIS IS A TEST NUMBER ONLY

‘

3. Choose the Order Number desired.

& Click on the “paperclip” to view line attachments. Be sure to look at any
pertinent attachments.

4. Click Select. The Gen CSI Stock PO (ZG) from Contract Req (OJ) - Order
Release window appears.

Gen C5| Stock PO (ZG) from Contract Req (©J) - Order Release
0K Cance| Form  Tools
B X O R

Supphier 500004 a TENSAR POLYTECHNOLOGIES ING Business Unit ABDTO099
B & Release
Ship To E5TATT CORRECTIONS - NE STATE PENITEN  Close
"  Cancel
27449 oJ 52510 0o 1.000

Release Qty 80000 EA Release Amt B0 .00
" A B - 30,00
10,0000 anal Amt 100.00
Unit Cost 10.0000 Irehasgin EA T N

5. Review and update as required.
Header Information:

e Business Unit — change the Business Unit if this step was not completed
in the req (OJ) process.

e Supplier — DO NOT CHANGE
e Buyer — Should be blank. If filled in, delete the number.

e Ship To — change to reflect a delivery location for your Warehouse only if
not completed in the req (OJ) process or if now determined the order will
direct ship.

e 557816 = CSI Warehouse

Release Information TAB — Review:
o Release Qty — Should reflect the quantity you are ordering
e Release Amt— DO NOT CHANGE

ﬁ Changes made to the order release will be reflected on the generated
Purchase Order. They do not change the original Purchase Requisition.

Detail Information TAB — Review:
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0K Cancel Form Tools

g X O =’

Gen C8l Stock PO (Z2G) from Centract Req (OJ) - Order Release

Inventory Numiber

Accourd Number
TyperSubledger
Lot'SN

Suppher 500004 TENSAR POLYTECHNOLOGIES ING Business Uit 2600020
Buyer @ Release
Ship To ssTaTT CORRECTIONS - NE STATE PENITEN © Close
) £ Cancel
7449 0l 52510 000 1.000

42661-TEST

Location

Description — Review but DO NOT CHANGE

Dates TAB — Review:

&
Gen €5l Stock PO (ZG) from Contract Req (OJ) - Order Release
0% Cancel Fom Toals
=] =
Suppher 500004 TENSAR POLYTECHNOLOGIES ING Business Linit 46070020
Buyer [ @ Release
Ship To S5THTT CORRECTIONS - NE STATE PENITEN © Close
o
27448 1] 52510 000 1.000 L=
Release Wormaton | et kiomaton | Ot
Requested fozri 22007 W Cancel Date
Fromised Delrvery 222007 12/28/2008
GIL Dake 02122007 Flanned Effective 121282006

e Requested — date to receive order

e Promised Delivery — date the vendor can meet
e G/L Date — DO NOT CHANGE

e Cancel Date — LEAVE BLANK

e Planned Effective — DO NOT CHANGE

Click OK.

ﬁ If multiple rows were chosen, the Order Release window refreshes with

the next item. Repeat Steps 5 & 6 for each detail line that you wish to
include on the Purchase Order.
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7. Click Form, Generate Order. The CSI Gen Stock PO (ZG) from Contract
Req (0J) - Generated Purchase Orders window appears.

Gen CSI Stock PO (ZG) from Contract Req (OJ) - Generated Purchase Orders

Close Row Tools

X B =&

o

Records 1 -1 Customize Grid (]

Order | Business Supplier | Request
Date

112570 ZG 52510 4607002 500004 02/12/200

& The new Order Number and Or Ty (Order Type) will appear and should
be noted if you wish to do more work with them or facilitate searches

later.
8. Click Close.
9. Click Close.

You may Revise the Purchase Order and review any pertinent information such
as confirming and non confirming, delivery address, and/or add additional
information about the product you are requesting, such as freight.

To revise a ZG purchase order:

You will then need to revise and add the T line and whether the order is
confirming or non-confirming.

Shop Supervisor -- Roles: Procurement

ﬁ Shop Supervisor's and Staff can revise a document. Inmate clerks cannot
revise documents.

State of Nebraska > Dist & Mfg - CSI > Purchasing > CSI Purchase Order >
Inventory/Floor Stock Purchase Order > Revise Inventory/Floor Stock PO (ZG)

1. Enter in the ZG number that was just generated.

Revise Inventory/Floor Stock PO (ZG) - Work With Order Headers i =l

Select  Find Add  Copy Close  Row  Tools

v & + B X H B

Order Mumber |* G |* Business Unit *

Supplier

Records 1-1

Order Supplier Supplier
Number Number Description

112570 ZG 52410 A00004 TEMSAR POLYTECHMOLOGIES INC 0213212007
| v

2. Click on the correct Order Number is selected and click on Select.
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Revise Inventory/Floor Stock PO (ZG) - Order Header [H] B
OW  Cancel Form  Tools

X 8 B

Order Nurnber [112570 G 52510 BV = (Ui 48070020

Address Numbers Dates

Supplier Q, TENSAR POLYTECHNOLOGIES .. '7

Ship t CORRECTIONS - NE STATE PEN. oraer Date 027 212007

ipto - .

P Requested 021212007
B Promised Delivery 02 22007
Send Invaice To 250035 | CORRECTIONS, NEBRASKA DEPART..

Cancel Date
Pmt. Remark
Desctiption [
Print Message

Tax Expl Code . Haold Code BLANK - HOLOD CODES 42/HC
Tax Ratelfrea Approval Code 112188

Cerificate

Retainage % li
Ordered By LATKGILBER
Order Taken By

AlA Document W

FPersoniCorp. 1D

Payment Terms

Y

ﬁ Changes to the Order Header do not automatically update on the
Detail Lines. To populate ALL information from the Order Header to
the Order Detail Lines, click Form, Header to Detail, Populate.
Please review the Detail lines to ensure the information is correct.
Please note: the information from the Order Header will NOT
populate to Detail lines that are cancelled or closed (Status = 999).

3. Click Form, Additional Info. The Order Header — Additional Information
window appears.

Enter Stock Req (ZR) - Order Header - Additional Information i |
QK Cancel Tools
X B
Pricing Group B ANK $0/PC
Freight Handling Code
CostRule BLANE - LANDED COSTS 41/P3
Send Method FRINTALAIL
Evaluated Recaipt I
Supplier SO |
Reference |25, NON-CONFIRMING]
Delivery Instructions Line 1 |
Adjustment Schedule

e Indicate the shop number and if the order is Confirming or Non
Confirming in the Reference Field

4. Click OK.
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5. Click OK.

ORACLE’

EnterpriseOne Menu

= Purchasing - CSI
[ Purchasing - Agencies
[» C8l Requisitions
< 8] Purchase Order
< InventoryiFloor Stock
Purchase Order
— Enter
InventoryiFloar
Stock PO (ZF°
—Gen
InventoryiFloar
Stock PO (ZF
from Req (7R
—Gen
Inventory/Floor
Stock PO (ZF°
from Guate (ZG)
— Revise
InventoryiFloar
Stock PO (ZF
— InventoryiF loor
Stock PO (ZF)

—N Revise Inventory/Floor Stock PO (ZG) - Order Detail

[l 7 [ &

2| Ok Cancel Form FEow Iools

B X 3 8 &

Order Detail |[Line Defaults

Order Mumber 112870 ZG 52510 Business Unit 4G070020
Supplier A00004 TENSAR POLYTECHNOLOGI.. Order Revision 0

Ship To 567377 CORRECTIONS - NE STATE P.. Order Dats 0201212007
Hold Code BLANK - HOLO CONES 42/HC

Retainage %

Approval
—Gen
InventoryiFloor
Stock PO (ZG
from Order (G,
—Gen C8l

InventoryiFloor

Stock PO (ZG
from Coniract Reg

Records 1-2

r

-
4] |

42861-TEST THT 61 8.0000 |EA 10.0000

c EEL

80.00 |EA

To add the T line, click on the next line:

Complete the following information for freight, pallet fee, fuel surcharge or any

6.

other fee:
e NIGP Number: TXT
e Quantity Ordered: 1
e Tr UOM: EA

Unit Cost: $0.01 (for purchase requisitions only)

Description: Write in the new Shop #, a “+” sign, Quoted Freight or

Estimated Freight. If it is FOB Destination, type the shop number and
FOB Destination. Also include the dollar amount in the description.

For Example:
o]
o]
o]

(0]

NN, + Quoted Freight $XX.XX
NN, + Estimated Freight $XX.XX
NN, FOB Destination

NN, No Freight, P/U

o If, in addition to freight, there will be a pallet fee, fuel surcharge or any
other miscellaneous fee, you will need to add another line for that charge.
Enter the NIGP Code, Quantity, UOM, Unit Cost (if necessary) and the

description.

For Example:

0 NN, +Pallet Fee $XX.XX
0 NN, +Fuel Surcharge $XX.XX
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0 NN, +EPA Fee $XX.XX
e Scroll overto Ln Ty: Type in “T”

ﬁ Freight Quote is when a vendor gives you an amount for freight.
Freight Estimate is when a vendor gives you a guess for freight. FOB
Destination is when the vendor pays freight.

ORACLE’
EnterpriseOne Menu ~W Revise Inventory/Floor Stock PO (ZG) - Order Detail @ |
<> Purchasing - CSI =1 Ok Cancel Form Row Toals

I Purchasing - Agencies B X B B
> C8l Reqguisitions
GBI Purchase Order

< InventoryiFloor Stock =

Purchase Order

— Enter Order Murmber 112570 |7G 52510 Business Unit 46070020
InwentoryiFloor
Stock PO (ZF]

—Gen .
InventoryF laar Supplier 500004 TENZAR FOLYTECHNCL... OrderRevision  [g
Stock PO (7F}
frorm Red (ZR) Ship To S5TBTT CORRECTIONS - NE STATE F.. Order Date [oznzizonr
—Gen
InventonyFloor Hold Code ] BILANK - HOLD CONES 4240
Stock PO (ZF}

Order Detail [iLine ults

framm Quate (Za:
— Revise Retainage %

Inventory/Floor
Stock PO (ZP°
— InventoryFloor
Stock PO (ZFY

Approval

_Gen Records 1-3 &
InventaryFloor i || oP number 3 Digit | NIGP Quantity Tr. Unit
Stack PO (7! Inventory Number NIGP Sub Ordered UoM Cost
from Order (ZC)
i r 42661-TEST ™ 6 8.0000 EA 10.0000 3000 EA

— Gen CSI

InventorgF loor (m} THT THT oo 1.0000 EA EA|

Stock PO (ZG

framm Contract Req r |
|

4

rventoryiFloor =
el el el el

7. Click OK.

ORACLE’

EnterpriseOne Menu =M -W Revise Inventory/Floor Stock PO (ZP) - Media Object
ol <l OK Cance| Form Tools

es: E =
Procurement#24 = ® 8 f‘} - E

Testt =] <&
— Subrmit Job
— Vigw Job Status HcaumerNew j‘ 10 = ‘ B 7 U N- ‘EE

= State of Nebraska
< Dist & Wig- G5l 7/9/07 M Kemper
[ Inventory - CSI1
I Manufacturing - C5I
= Purchasing - G8l
> Purchasing - Agencies

> C8l Requisitions
< G5l Purchase Order
= InventoryFloor Stock
Purchase Qrder
— Enter
InventaryFloat
Stock PO (ZP
o

— Gen

Floor
itock PO (FRY

8. After revising a purchase order, the above box will appear. Type in the date,
your first initial, and your last name.
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