[bookmark: _GoBack]
Procurement
Created on 4/23/2015 1:15:00 PM



Table of Contents
Procurement	1
Requisitions and Pre- Requisitions	1
Requisition Processing	1
Copying an Existing Purchase Requisition	1
Copying an Existing Purchase Requisition Overview	1
Copying an Existing Purchase Requisition Lesson	1


	Training Guide
	

	Procurement
	



	
	Training Guide

	
	Procurement





	Page ii



	Page iii



[bookmark: _Toc417558237]Procurement
[bookmark: _Toc417558238]Requisitions and Pre- Requisitions
[bookmark: _Toc417558239]Requisition Processing
[bookmark: _Toc417558240]Copying an Existing Purchase Requisition
[bookmark: _Toc417558241]Copying an Existing Purchase Requisition Overview
You can take an existing Purchase Requisition and copy it to avoid entering the same information to create multiple Purchase Requisitions. In essence, the existing Purchase Requisition serves as a model. The system allows you to revise and remove existing detail lines and add new detail lines to the Purchase Requisition.

The copy function exists for Purchase Repositions.  It does not exist for Quotation Requests, Purchase Orders, or Contracts.
[bookmark: _Toc417558242]Copying an Existing Purchase Requisition Lesson
Procedure

This task is dependent upon the type of requisition you want to copy.

The Work with Order Headers screen can be accessed through a "Revise {document}" or "Enter {document}…"


	Step
	Action

	1. [bookmark: T6_F113]
	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 Requisitions - Agency link.


	1. [bookmark: T6_F10]
	Click the Enter Commodity Requisition link.


	1. [bookmark: T6_F12]
	Click the Enter Comm Req (OR) link.






	Step
	Action

	1. [bookmark: T6_F14]
	If known, enter the Order Number of the Requisition to be copied in the Order Number Field or use the Query by Example (QBE) line to narrow the search.

	1. [bookmark: T6_F16]
	Click the Find button.


	1. [bookmark: T6_F18]
	The radio button on the first row of the grid populates automatically.  If there are multiple grid rows, select the row with the Requisition to be copied.


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






	Step
	Action

	1. [bookmark: T6_F106]
	Order Detail

Do not enter information in the Order Number Field.  The system automatically assigns a number.

Requested Date and Promised Delivery Date do not copy from the Original Purchase Requisition.

Enter dates in Requested and Prom Del Date fields.

	1. [bookmark: T6_F104]
	Order Detail

Revise data as desired. Open fields in the Header can be updated.  

Detail lines:
o  Revise fields as desired; i.e. Quantity Ordered
o  Remove rows from grid if they are not to be copied to the new Purchase Requisition





	Step
	Action

	1. [bookmark: T6_F127]
	Click in the Quantity Ordered field.


	1. [bookmark: T6_F134]
	Record the system assigned Order Number from the Order Header.  You will need this number to complete this procedure.





	Step
	Action

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






	Step
	Action

	1. [bookmark: T6_F30]
	To revise additional information on the new Requisition, proceed as follows:

Enter the new Requisition number into the Order Number Field.

	1. [bookmark: T6_F32]
	Click the Find button.






	Step
	Action

	1. [bookmark: T6_F137]
	Click the Select button.






	Step
	Action

	1. [bookmark: T6_F110]
	Order Header

Modify information on the Order Header as required

Note: To update Send Invoice To Field – Delete the information in the Field. The Send Invoice To Field will automatically populate with an address that is associated with the Ship To Field. It can be overridden if you want the invoice to be sent to a different address.

	1. [bookmark: T6_F48]
	If you need to update information specific to the document description, location and contact, click the Additional Properties tab.






	Step
	Action

	1. [bookmark: T6_F140]
	If you need to update information specific to funding, preference, etc. click the Category Codes tab.


	1. [bookmark: T6_F146]
	Once Order Header information is revised, click the OK button.






	Step
	Action

	1. [bookmark: T6_F58]
	Review Detail information in grid.  Update desired information in Order Detail.

Click the OK button.






	Step
	Action

	1. [bookmark: T6_F159]
	Click the OK button.


	1. [bookmark: T6_F60]
	Click the Close button.


	1. [bookmark: T6_F3]
	
End of Procedure.
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