[bookmark: _GoBack]
Procurement
Created on 4/21/2015 2:01:00 PM



Table of Contents
Procurement	1
Procurement Basics	1
Commodity Code Inquiries	1
Inquiring on Vendor (V) Address Book Records	1
Inquiring on Vendor (V) Address Book Records Overview	1
Inquiring on Vendor (V) Address Book Records Lesson	1


	Training Guide
	

	Procurement
	



	
	Training Guide

	
	Procurement





	Page ii



	Page iii



[bookmark: _Toc417388235]Procurement
[bookmark: _Toc417388236]Procurement Basics
[bookmark: _Toc417388237]Commodity Code Inquiries
[bookmark: _Toc417388238]Inquiring on Vendor (V) Address Book Records
[bookmark: _Toc417388239]Inquiring on Vendor (V) Address Book Records Overview
It is highly recommended by AS Materiel Division, State Purchasing Bureau, that agencies, board, and commissions obtain a minimum of three bids for purchases between $2000 and $10,000.

The system enables end users to search for vendors that have specified to the AS Materiel Division, State Purchasing Bureau that they wish to bid on specific commodities. Once an end user has identified the commodity code, they can enter the 5-digit commodity code into the system to identify potential vendors.
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Procedure




	Step
	Action

	1. [bookmark: T6_F46]
	Click the Navigator menu.


	1. [bookmark: T6_F4]
	Click the State of Nebraska link.


	1. [bookmark: T6_F6]
	Click the Purchasing - Agencies link.


	1. [bookmark: T6_F8]
	Click the Commodity Codes link.


	1. [bookmark: T6_F10]
	Click the Vendor (V) Address Book Records link.






	Step
	Action

	1. [bookmark: T6_F40]
	In the header, check Display Phone.

This enables you to view the details of the vendor record without entering a new window.

	1. [bookmark: T6_F42]
	Search for the vendor by using the Query by Example (QBE) line to narrow the search:

If Address Book Number is known, enter this information in the Address Number QBE.

Search for Address Number by entering Vendors Name in either the Alpha Name in the Header or in the QBE.
 
o  Entering a partial vendor name, using a wildcard asterisk (*) before and after the partial vendor name entry will provide a list of vendors within the search criteria.

Ensure "V", for vendor, is in the Search Type Field.

	1. [bookmark: T6_F16]
	Once QBE fields are populated, click the Find button.






	Step
	Action

	1. [bookmark: T6_F18]
	Optional: To view additional Address Book information, click in the box on the row containing the vendor to view.


	1. [bookmark: T6_F20]
	Click the Select button.






	Step
	Action

	1. [bookmark: T6_F22]
	Click the Cancel button.


	1. [bookmark: T6_F24]
	Click the Close button.


	1. [bookmark: T6_F3]
	
End of Procedure.




	Page 4



	Page 3



image2.png
ORACLE' ID Edwards EnterpriseOne Roes v Personalization v Hep  AB&PT-AGENCYREQUESTER [PDSI]  SonOut

ORACLE’
JD EDWARDS ENTERPRISEONE

EnterpriseOne Tools Release: 9.1.4

#100% v





image3.png
Navigator v




image4.png
'STATE OF NEBRASKA




image5.png
Purchasing - Agencies




image6.png
‘Commodity Codes




image7.png
m Vendor (V) Address Book Records |




image8.png
ORACLE' ID Edwards EnterpriseOne

Roes v Personalzaton +  Hep  AB&PT-AGENCYREQUESTER [PDSI0]  SenOut
Vendor (V) Address Book Records - Work With Addresses Query[AiRecorss (V] @ ()
v & X B ron B report I Toos
Apha Name [Iosplay Phone
Search Type
o records ound.
[ [
address s | Abha Waiing
0| 18] nimber Ty | Neme Name
<

#100% ~





image9.png




image10.png
ORACLE' 1D Edwards EnterpriseOne Roes v Personization v Help  AB&PT-AGENCYREQUESTER [PDS10]  SonOut
Vendor (V) Address Book Records - Work With Addresses Query:[AiRecords (V] @ [0
v & X B row Bl report B 1o
‘Alpha Name oisplay Phone
Search Type v Ewor
Records 1-1
[ [WHEELER L=
‘Address sh | Apha Maiing ‘Address
0| 18] nimber Typ | Name Neme Line 1
(] 505720 v WHEELER LUMBER LLC WHEELER LUMBER LLC 9330 JAMES AVES
< >

#100% v




image11.png




image12.png




image13.png
ORACLE' ID Edwards EnterpriseOne Roes v  Personalizafion v Hep  AB&PT-AGENCYREQUESTER [PDSIN]  SgnOut

Vendor (V) Address Book Records - Address Book Revision

‘Work With Addr Address Book Revision
X B rom & Toos
‘Address Number 05720
PYTINESSORN taiing \ _Additional 1\ _Additional 2 Cat Code11-20 \_Cat Code 21-30
Alpha Name * *
Long Adcress Number
SearchType * v VENDOR
Business Unit [ swEornerasa

#100% v





image14.png




image15.png




image1.png




