B How to Enter a ZR (Purchase Requisition)

Overview

Use this instruction to modify an existing Sales Order document

NIS Policies

The tasks in this documentation provide end users with the tools to enter data
and collect data in NIS. It is the responsibility of the agencies to comply with
State Statutes, Federal Rules and Regulations, and State policies. For further
information concerning State Statutes and policies, please refer to both internal
agency resources and the Department of Administrative Services website:
http://www.das.state.ne.us/.

Navigation

NIS State of Nebraska > Dist & Mfg — CSI > Purchasing > CSI Requisitions >
Enter Revise Inventory/Floor Stock Requisition > Enter Inventory/Floor Stock
Req (ZR)

Steps

Enter Stock Req (ZR) — Work with Order Headers Screen appears

ORACLE’

seOne Me -=l- Nl Enter Inventory/Floor Stock Req (ZR) - Work With Order Headers ]

Open Applications: p:, 215elect  Find &dd  Copy Close Row  Tools

— Wiork \With Order Headers v @ + % x E E

Mew YWindow | Order Mumber ‘i ZR ‘* BranchiPlant >
Supplier ‘
Roles:
Procurement #15 j (

— Submit Job
=7 State of Nehraska Supplier Supplier
= Dist & hifg - CS1 Description
= Purchasing
= C5l Requisitions
[» Enter & Revise
Commodity Requisitic
= Enter Revise
Inventory/Floor Stock
Requisition

InventorgFloor Stoc

1. Click Add. The Order Header window appears.
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Plew Window |

Roles:
Procurement #15

¢

— Submit Job
= State of Nehraska
=7 Dist & hfg - CS1
= Purchasing
= C8l Requisitions
[ Enter & Revise
Commodity Reguisitic
=7 Enter Revise
InventoryiFloor Stock

InventoryFloor Stoc
Req (FR

— Comm Redg (7R
Approval

ORACLE’

priseOne Me E =
Open Applications: ':; =
— Order Header

— Gen OS5I Caontract

Enter Inventory/Floor Stock Req (ZR) - Order Header [
oK Csncel Form  Tools
8 X L
Order Numhber ‘ iz} BranchiPlant
Address Numbers Dates
— 1 & Order Date
Shijto Requested
ELvel Promizsed Delivery
Cattier
Cancel Date

Pmt. Remark ‘
Description I
Frint Message

Approval Code

Ordered By TCATA

2. Task —— Fill in the following fields:

ORACLE’

EnterpriseOne Menu M- W Enter Inventory/Floor Stock Req (ZR) - Order Header
Open Applications: L Ok Cancel Form  Tools ‘
— Order Header

@ =
B X &
Mew Window | Ordler Mumber ‘ ZR 52510 Business Unit 46070025
Roles:
Frocurement #15 H® aress nmbers Dates
— Bubmit Jok Supplier EEEEEE BEST SOURCE Order Date 111162007
- 31&8;35 tUL r:defgragg? zmp fo [erate | CORRECTIONS- CORNHUS. Requested oo |
= Purchasing uyer Promised Delivery W
+ CSl Requisitions Send Invaice To 250035 | CORRECTIONS, NEBRASKA OF
= Enter Revise Cancel Date [
Inventory/Floor Stock Pt Remark [
guisition Description I
Print Message
en CSl Contract
Bed (04} from Stock
Contract (7G) I
[> Commodity Codes b G
— Help
Ordered By UATCSI0E
e  Supplier Number — Use 999999 if unknown (Shop Supervisor will look up
real number)
e Ship to— 557816 is the CSI Warehouse (address to which the goods will

be delivered)

e Business Unit — 460700XX (XX = Shop #)

For the example above, the Warehouse/Inventory Control Business Unit

[ ]
is used.

e Order Date -The date this Purchase Requisition is entered into NIS (date
should default)

¢ Requested Date — The date you want to receive the item

e Promised Delivery Date — The Date that the vendor has promised
delivery

3. Click OK
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The Order Detail window appears.
T ——
Enter InventorylFloor Stock Req (ZR) - Order Detail D
Open Applications: o+ QK Cancel Form  Row  Tools

Comervetl X I

MI Order Detail | Ling Defaults
Fifa Order Number |23223 ‘ZR ‘52510 Business Unit 46070025
Procurement #15 E D]
— Subrmit Jok Supplier 359599 BEST SOURCE Order Revision
= State of Mehraska
7 Dist & Mg - CSI Ship To [&7816 |  CORRECTIONS- CORNHUSK.. Order Date [o7ierzon7

= Purchasing - CSI
=~ CEl Requisitions
= Enter Revise
Inventory/Floor Stock
Requisii

Req (0.} from Stock

Contract (FC Lstomize G
[> Commodity Codes Recordep g 12D

[ Receive Putchases NIGP Number / 3-Digit | NIGP Quantity Tr. Unit ended Pu|
[ Price Management Inventory Number NIGP Sub Ordered UoM Cost. Cost. Uol|

— My Systern Praile
A v il 45000-TR-AC-501 1.0000 EA 6000 60 EA

- Help
l‘ [ Q | \ \ \ | \
ol | '

& The new Order Number and Order Type will appear and should be recorded
for your personal use.

Complete the following information in the grid for requested items:

e Add 11 digit Stock/Inventory, Floor Stock, or MRO Item Master
Number

e Tab to Quantity Ordered and fill in. Qty of 1 is a default, if you want
to order 1, click in the line below. If more than 1, type in the quantity
and click on the line below.

& Unit Cost Auto populates from the ltem Master. If not, type in
cost.

ﬁ Tr. UOM and PU UOM Auto Populates from the Item Master

& Description 1 and 2 Auto Populate from the Item master

e If you want to add additional information — — Line Attachments —
follow steps 4 through 7

e |f you do not want to add a Line Attachment skip to task 8

ﬁ Description 1 and 2 often do not provide enough information to
place an order with a Vendor. Use text attachments to add
additional detail.

ﬁ The first line text attachment for each line will print on the
procurement document. (It is public knowledge). If you do not
want this information on the document you must add it as a
second text line attachment.

4. Select the Row you wish to add an attachment by clicking in the box in the
first column:

e Click the Row Icon and Select Line Attachments
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i —

EnterpriseOne Menu [ZQ=0 Enter InventoryiFloor Stock Req (ZR) - Order Detail ]
" OW  Cancel Eorm  Bow  Tools

¢ B ¥ 0 # B

Open Applications:

— Crder Detail
e Wind o | _ 1 Zero Cost
Price History
Cancel Line
Roles: Order Mumber A2510 Business Linit AROTO035
Blanket Release
Procurement #15 = e
Substitute tems
— Submit.Jok Supplier Obsolete ltems BEST S0OURCE Order Revision
= State of Nebraska
= Dist & hfg - CSI Ship To Farts List CORRECTIONS - CORNHUSK... Order Date [orogzony
< Purchasing - G5 Kits
= G5l Reguisitions Quate Suppliers
< Enter Revise Original Orders
Inventory/Floor Stock
Requisition Chg Qrder Summary
0 Mattix Orders
Order Recap
— Gen CSI Contract SupplyiDemand
Req (0.0 from Stock Quunte Price Breaks
Contract (ZC) Supplier Schedule
I» Commodity Codes HRecordsine — : =
[» Receive Purchases ligit | NIGP Quantity r. Unit. Extended Pu,
[> Price Management | Sub Ordered UoM Cost Cost. Uol|
— My Svstern Profile Additional Info 2
~Help \ 1.0000 [EA [ 6000 | ENED

Confg Related Crder
Wiew Config ltem
Confy Generic Text
Regional Info

The Media Object Screen Appears

Media Object Viewer

Save Cancel | Text File URL OLE  Temp... Char... Delete
B X (¢ @ @ % B @

5. Click the Text Icon once to add info that will print; Click the text Icon again for
internal info.

& Textl wil print on the document; Text2 is used for internal information.
To change the document name, double click on “Text1” and type “Blank”
and change “Text2” to “Comments”.

6. Put cursor in box and type a message — date, comments then your first initial
and last name.

T —

eOne Me =M -MMedia Object Viewer
Open Applications: 5 Save  Cance| Tt.a'ﬁ File URL  OLE Temp.. Char.. Delete
~ Media Obiect Viewer B X ¢ m @ @ B H o
New Window
Blank 7/9/07 This is for intermal information only. ! Kemper =
Roles: @
Frocurement#15 j @
ICnmments
— Submit.Job

= State of Nebraska
= Dist & Mfg - CSI

7. Click Save.
The Enter Stock Req (ZR) — Order Detail Screen Appears.
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EnterpriseOne Menu [=J Enter InventoryiFloor Stock Req (ZR) - Order Detail ] H
Open Applications: f:‘ Ok Cancel Form  Row  Tools ‘
— Drder Detail 8 x ﬂ B
MI Order Detail |[Line Defaults
Roles: Order Murmber ‘23223 |ZR ‘5251 0 Business Unit 4070025
Procurement #15 = G2
— SubmitJob Supplier 999999 BEST SOURCE Order Revision
= Gtate of Nebraska

= Dist & iy - CSI Ship To 557816 CORRECTIONS - CORNHUSK... Order Date 07/08/2007

= Purchasing - CS

= CSl Requisitions
= Enter Revise

InventaryFloor Stock

Requisition

— Enter Inventory/Floor
Stock Req (2R

— Gen GBI Confract
Beq (0. from Stock
Contract {ZC]

> Gommadity Codes (=R =22
I Receive Purchases HNIGP Number / 3-Digit | NIGP Quantity Tr. Unit Extended Pu,
[ Price Management Inventory Number NIGP Sub Ordered UshM Cost Cost Usl
~ My Systern Profile
— Help ¥ &  45000-TR-AC-501 [450 oo 1.0000/ [EA 6000 | B0 [EA
[m|

4 | 0

& The “paper clip” in the second box shows there is an attachment. If you
want to see the attachment click on the “paper clip”.

8. You may add a new line by clicking into the next row or if the order is
complete click the OK Icon.

9. Note your order number and give to your supervisor.

S

EnterpriseOne Menu |-l Enter Inventory/Floor Stock Req (ZR) - Order Header
Open Applications: ':; K Cancel Form  Tools

— Order Header 8 X z
Lew, W\_lndow Order Mumber [ [zr [ Business Lnit
Previous Order W ’ZR—

Roles:
Procurement #15 j @ Address Numbers Dates
— Submit Joh EnaEr | Q (rder Date
£ i S— N —
= Purchasing ELvEy Promised Delivery
 C8l Requisitions Send Invoice To
= Enter Revise Cancel Date
InventonyF loor Stock Pt Remark [
Reguisition Description |
Print Message

en ontract

Req (03 from Stock
Contract (7 n .
[ Commodity Codes ppraval Lode

— Help

Ordered By UATCEIOS
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