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Quotation Requests are used to request bids from potential suppliers. Quotes on products desired by the State are received from suppliers wishing to provide the products and services. These bid responses will be entered into the system.
 
Navigation paths tend to change as the system is developed. If you are unable to find the Order Type below, please call the OCIO Help Desk (402) 471-4636.
 
Order Type/     Description
Navigation

OQ                   Quote for Commodity Purchase =< $9,999
Purchasing – Agencies > Quotation Requests – Agency > Work with Commodity Quote
 
OF                    Quote => $10,000
Processed by AS Materiel Division, State Purchasing Bureau
 
Z1                    Quote for Services
Purchasing – Agencies > Quotation Requests – Agency > Work with Service Quote
 
ZQ                   Quote for Stock
Inventory > Inventory Purchasing - Agencies > Stock Quotation Request > Work with Stock Quotes
[bookmark: _Toc417916344]Entering Suppliers to Receive Quotation Requests Lesson
Procedure




	Step
	Action

	1. [bookmark: T6_F111]
	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 Quotation Requests - Agency link.


	1. [bookmark: T6_F10]
	Click the Work with Commodity Quote link.






	Step
	Action

	1. [bookmark: T6_F12]
	Narrow Search for Quotation Request using Order Filters and Query by Example (QBE) line.


	1. [bookmark: T6_F16]
	To populate grid, click the Find button.


	1. [bookmark: T6_F98]
	Choose radio button next to the desired Order Number.

	1. [bookmark: T6_F18]
	Click the Select button.






	Step
	Action

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


	1. [bookmark: T6_F22]
	Click the Quote Suppliers menu.






	Step
	Action

	1. [bookmark: T6_F24]
	Enter the Bid Opening date in the Required By Field in the header.

	1. [bookmark: T6_F114]
	Supplier

Enter Supplier's Address Book number.

Note:  999999 (Best Source - Generic Supplier Address Book number can be entered to generate a Quotation Request that does not have specific vendor details.)

Use the down arrow on the keyboard to add a new line on the grid to enter additional supplier(s).

	1. [bookmark: T6_F125]
	Printed
Respond
Printed Date
Response Date

Automatically update when a Quotation Request is printed for the Supplier or the Supplier's response is entered in the system.

	1. [bookmark: T6_F26]
	Click in the Supplier Field.






	Step
	Action

	1. [bookmark: T6_F140]
	Press [Down].

	1. [bookmark: T6_F142]
	Press [Down].





	Step
	Action

	1. [bookmark: T6_F44]
	Click the OK button.


	1. [bookmark: T6_F46]
	Click the Cancel button.


	1. [bookmark: T6_F48]
	Click the Close button.


	1. [bookmark: T6_F3]
	
End of Procedure.
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