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Need to Order Report 

Need to Order Report Overview 
This process provides the end user the suggested order quantity for items, which are 
recommended to be reordered.  
  
Required Set-up must be complete before the report can be generated.  

 Populate the Buyer Number in Item Branch/Plant – Item/Branch Plant Info screen 
 Item Branch/Plant Quantities must be defined 

Note: To have the system automatically calculate the Reorder Point (ROP), a minimum of twelve 
periods of history must exist in the Item History file. If there is not enough history, enter a reorder 
point in the “Reorder Point” field in the Item Branch Quantities screen. If a value in the Reorder 
Point field exists, it will override the system calculated reorder point.  
  
The suggested reorder quantity is based on the pre-defined reorder point for the inventory item 
assigned to a Branch/Plant and open orders.  

 Reorder Quantity – The estimated reorder quantity for an item. You can enter this 
quantity if there is not enough sales history available for the system to accurately 
calculate a reorder quantity. 

 Maximum Reorder Qty – The maximum order quantity for an item. You can base the 
quantity on factors other than usage, such as perishability, storage capacity, and so forth. 

 Minimum Reorder Qty – The minimum order quantity for an item. . You can base the 
quantity on factors other than usage, such as perishability, storage capacity, and so forth. 

Reorder Point – A quantity for an item that specifies when replenishment occurs. Typically, this 
occurs when the total quantity on-hand plus the quantity on order equal or do not meet a specified 
quantity. You can enter this quantity or the system can calculate it if there is sufficient sales 
history. 

Need to Order Report Lesson 
Procedure 
 
In this lesson you will learn to run the need to order report. 
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Step Action 

1. Click the State of Nebraska link. 

 
2. Click the Inventory link. 

 
3. Click the Inquiries & Reports link. 

 
4. Click the Inventory Reports link. 

 
5. Click the Stock Need to Order Report link. 
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Step Action 

6. Click in the Branch/Plant field. 

 
7. Enter the branch plant number into the Branch/Plant field.  

 
Note: This report can be run by either the Buyer Number or the Supplier Number. It 
is recommended to populate the Buyer Number once the setup is complete on the 
Item Branch Plant. 

8. Supplier Number - If known you may use this; however, it is recommended to use 
Buyer Number 

9. Enter the address book number of the individual who is primarily responsible for 
purchasing inventory stock for a Branch/Plant into the Buyer Number field. 

10. Select a radio button for either: 
 
     Reorder Point 
     All Items 

11. Click the Find button. 

 
12. Click the Tools button. 

 
13. Click the Export Grid Data menu. 
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Step Action 

14. Define the Cell Range 
 
Note: The Standard Export will allow the user to export all fields without selecting 
any other criteria. 

 

 
 

Step Action 

15. Click the Continue button. 

 
16. The system will export the information into an excel document. You may use this 

report as a tool to determine which inventory items need to have a purchase 
requisition created. 
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Step Action 

17. When you are finished click the Close button. 
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Step Action 

18. Click the Close button. 

 
19. You have successfully completed this lesson. 

End of Procedure. 
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