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[bookmark: _GoBack]Print Bid Tabulation Lesson



	Step
	Action

	1. [bookmark: T6_F49]
	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 Print Bid Tabulation link.


	1. [bookmark: T6_F12]
	Click the Data Selection option.


	1. [bookmark: T6_F14]
	Click the Submit button.


	1. [bookmark: T6_F43]
	Data Selection

Order Type automatically defaults to "OQ" for printing Bid Tabulations.  This can be revised as needed.

Document number must be entered to print the Bid Tabulation for the desired Quotation Request.

	1. [bookmark: T6_F16]
	Click the Right Operand list.


	1. [bookmark: T6_F18]
	Click the Literal list item.


	1. [bookmark: T6_F20]
	Enter the Quotation Request number into the Literal Value: Field. 

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


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


	1. [bookmark: T6_F26]
	Click the OK button.


	1. [bookmark: T6_F46]
	View the Bid Tabulation Report via View Job Status from the drop down through Navigator or the Carousel or from Recent Reports.

The Report Application is R574301

	1. [bookmark: T6_F3]
	
End of Procedure.
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