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You can provide quotation requests to vendors electronically or as a printed document.
 
Multiple copies of the Quotation Request are printed at one time. There will be one for each supplier that was identified to receive the Quotation Request.

There are print options that have been pre-defined to print forms with specific information. Differences include Titles, Return Bid To, and Terms and Conditions on the back of the document that is printed (Commodity or Service).
 
Navigation:
 
Purchasing – Agencies > Print Procurement Documents– Agency > Print Quotation Request – Agency > Print Agency [Comm or Service or Stock] Quote

Inventory > Inventory Purchasing - Agencies > Stock Quotation Request > Print Agency Stock Quote
 
[bookmark: _Toc417916471]Print Quotations Lesson
Procedure

Quotation Requests CANNOT be printed until the Quote Suppliers process is completed. To quote suppliers, reference the Entering Suppliers to Receive Quotation Requests training guide.


	Step
	Action

	1. [bookmark: T6_F66]
	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 Print Procurement Documents - Agency link.


	1. [bookmark: T6_F10]
	Click the Print Quotation Requests - Agency link.


	1. [bookmark: T6_F12]
	Click the Print Agency Comm Quote link.






	Step
	Action

	1. [bookmark: T6_F14]
	Click the Data Selection option.


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






	Step
	Action

	1. [bookmark: T6_F18]
	Order Type of document to be printed must be populated in the Right Operand for the Quotation Request.

Quotation Request Order Types:

o Z1 = Services
o OQ = Commodity < $10,000 or Restricted Orders
o OF = Commodity => $10,000 or Commodity Contracts

Click the Right Operand list.






	Step
	Action

	1. [bookmark: T6_F20]
	Click the Literal list item.






	Step
	Action

	1. [bookmark: T6_F22]
	Enter the Order Type into the Literal Value: Field. 

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


	1. [bookmark: T6_F26]
	Quotation Request number must be entered to print the appropriate Quotation Request.

Click the Right Operand list.


	1. [bookmark: T6_F28]
	Click the Literal list item.


	1. [bookmark: T6_F30]
	Enter the Order Number into the Literal Value: Field. 

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


	1. [bookmark: T6_F34]
	Click the OK button.






	Step
	Action

	1. [bookmark: T6_F38]
	Click the OK button.


	1. [bookmark: T6_F63]
	View the Quotation Request via View Job Status from the Carousel or State of Nebraska > View Job Status..

The Report Application is R43530

	1. [bookmark: T6_F3]
	
End of Procedure.
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