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	Step
	Action

	1. [bookmark: T5_F170]
	Click the Navigator menu.


	1. [bookmark: T5_F9]
	Click the State of Nebraska link.


	1. [bookmark: T5_F11]
	Click the Purchasing - Agencies link.


	1. [bookmark: T5_F71]
	Decision: I want to:
1. Print a Purchase Order
Go to step 5
1. Print a Purchase Requisition
Go to step 19
1. Print a Contract
Go to step 31
1. Print a Quotation Request
Go to step 44

	1. [bookmark: T5_F13]
	Click the Print Procurement Documents - Agency link.


	1. [bookmark: T5_F17]
	Click the Print Purchase Orders - Agency link.


	1. [bookmark: T5_F19]
	Click the Print Agency Comm PO link.


	1. [bookmark: T5_F21]
	Click the Data Selection option.


	1. [bookmark: T5_F23]
	Click the Submit button.


	1. [bookmark: T5_F25]
	Indicate the Order Type to be printed.

Click the Right Operand list.


	1. [bookmark: T5_F27]
	Click the Literal list item.


	1. [bookmark: T5_F29]
	Enter the Order Type into the Literal Value: Field. 

	1. [bookmark: T5_F31]
	Click the OK button.


	1. [bookmark: T5_F33]
	Enter the Document number to be printed i.e. Purchase Order number. 


	1. [bookmark: T5_F41]
	Click the OK button.


	1. [bookmark: T5_F45]
	Click the OK button.


	1. [bookmark: T5_F161]
	View the Purchase Order via View Job Status.

This can be selected from the Navigator -> State of Nebraska -> View Job Status; From the Carousel select View Job Status or click on Recent Reports and select from the list of reports in the Carousel.

	1. [bookmark: T5_F8]
	
End of Procedure. Remaining steps apply to other paths.

	1. [bookmark: T5_F78]
	Click the Print Procurement Documents - Agency link.


	1. [bookmark: T5_F80]
	Click the Print Requisition - Non-Stock or Service link.


	1. [bookmark: T5_F84]
	Click the Data Selection option.


	1. [bookmark: T5_F86]
	Click the Submit button.


	1. [bookmark: T5_F88]
	Enter the Document (Purchase Requisition) number to be printed.

Click the Right Operand list.


	1. [bookmark: T5_F90]
	Click the Literal list item.


	1. [bookmark: T5_F92]
	Enter the Document (Purchase Requisition) number into the Literal Value Field. 

	1. [bookmark: T5_F94]
	Click the OK button.


	1. [bookmark: T5_F96]
	Click the OK button.


	1. [bookmark: T5_F98]
	Click the OK button.


	1. [bookmark: T5_F163]
	View the Purchase Requisition via View Job Status.

This can be selected from the Navigator -> State of Nebraska -> View Job Status; From the Carousel select View Job Status or click on Recent Reports and select from the list of reports in the Carousel.

	1. [bookmark: T5_F73]
	
End of Procedure. Remaining steps apply to other paths.

	1. [bookmark: T5_F105]
	Click the Print Procurement Documents - Agency link.


	1. [bookmark: T5_F173]
	Click the Print Service Contracts - Agency menu.


	1. [bookmark: T5_F109]
	Click the Print Agency Service Contract (O4) link.


	1. [bookmark: T5_F111]
	Click the Data Selection option.


	1. [bookmark: T5_F113]
	Click the Submit button.


	1. [bookmark: T5_F115]
	Enter the Document (Contract) number to be printed.

Click the Right Operand list.


	1. [bookmark: T5_F117]
	Click the Literal list item.


	1. [bookmark: T5_F119]
	Enter the Contract number into the Literal Value: Field. 

	1. [bookmark: T5_F121]
	Click the OK button.


	1. [bookmark: T5_F123]
	Click the OK button.


	1. [bookmark: T5_F127]
	Click the OK button.


	1. [bookmark: T5_F165]
	View the Contract via View Job Status.

This can be selected from the Navigator -> State of Nebraska -> View Job Status; From the Carousel select View Job Status or click on Recent Reports and select from the list of reports in the Carousel.

	1. [bookmark: T5_F100]
	
End of Procedure. Remaining steps apply to other paths.

	1. [bookmark: T5_F179]
	Click the Print Procurement Documents - Agency menu.


	1. [bookmark: T5_F181]
	Click the Print Quotation  Requests - Agency menu.


	1. [bookmark: T5_F183]
	Click the Print Agency Comm Quote menu.


	1. [bookmark: T5_F185]
	Click the Data Selection option.


	1. [bookmark: T5_F187]
	Click the Submit button.


	1. [bookmark: T5_F189]
	Click the Right Operand list.


	1. [bookmark: T5_F191]
	Click the Literal list item.


	1. [bookmark: T5_F195]
	Enter the desired information into the Literal Value: field. Enter a valid value e.g. "OQ".

	1. [bookmark: T5_F197]
	Click the OK button.


	1. [bookmark: T5_F199]
	Click the Right Operand list.


	1. [bookmark: T5_F201]
	Click the Literal list item.


	1. [bookmark: T5_F203]
	Enter the desired information into the Literal Value: field. Enter a valid value e.g. "1234".

	1. [bookmark: T5_F207]
	Click the OK button.


	1. [bookmark: T5_F209]
	Click the OK button.


	1. [bookmark: T5_F211]
	Click the OK button.


	1. [bookmark: T5_F238]
	View the Quote via View Job Status.

This can be selected from the Navigator -> State of Nebraska -> View Job Status; From the Carousel select View Job Status or click on Recent Reports and select from the list of reports in the Carousel.

	1. [bookmark: T5_F176]
	
End of Procedure.
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