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of their respective owners.

This software and related documentation are provided under a license agreement containing restrictions on
use and disclosure and are protected by intellectual property laws. Except as expressly permitted in your
license agreement or allowed by law, you may not use, copy, reproduce, translate, broadcast, modify,
license, transmit, distribute, exhibit, perform, publish or display any part, in any form, or by any means.
Reverse engineering, disassembly, or decompilation of this software, unless required by law for
interoperability, is prohibited.

The information contained herein is subject to change without notice and is not warranted to be error-free.
If you find any errors, please report them to us in writing.

If this software or related documentation is delivered to the U.S. Government or anyone licensing it on
behalf of the U.S. Government, the following notice is applicable:

U.S. GOVERNMENT RIGHTS

Programs, software, databases, and related documentation and technical data delivered to U.S. Government
customers are “commercial computer software” or “commercial technical data” pursuant to the applicable
Federal Acquisition Regulation and agency-specific supplemental regulations. As such, the use,
duplication, disclosure, modification, and adaptation shall be subject to the restrictions and license terms set
forth in the applicable Government contract, and, to the extent applicable by the terms of the Government
contract, the additional rights set forth in FAR 52.227-19, Commercial Computer Software License
(December 2007). Oracle USA, Inc., 500 Oracle Parkway, Redwood City, CA 94065.

This software is developed for general use in a variety of information management applications. It is not
developed or intended for use in any inherently dangerous applications, including applications which may
create a risk of personal injury. If you use this software in dangerous applications, then you shall be
responsible to take all appropriate fail-safe, backup, redundancy and other measures to ensure the safe use
of this software. Oracle Corporation and its affiliates disclaim any liability for any damages caused by use
of this software in dangerous applications.

This software and documentation may provide access to or information on content, products and services
from third parties. Oracle Corporation and its affiliates are not responsible for and expressly disclaim all
warranties of any kind with respect to third party content, products and services. Oracle Corporation and its
affiliates will not be responsible for any loss, costs, or damages incurred due to your access to or use of
third party content, products or services.

SYSTEM POLICIES

The tasks in this documentation provide end users with the tools to enter data and collect data in system. 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.
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Print Requisition, Contract, and Purchase Order Overview

Print Requisition, Contract, and Purchase Order Lesson

Procedure

Step Action

1. Click the State of Nebraska link.
|State of Nebraskal

2. Click the Purchasing - Agencies link.
IPurchasing - Agencies|

3. Decision: | want to:

e  Print a Purchase Order
Go to step 4 on page 1

e  Print a Purchase Requisition
Go to step 20 on page 6

e Print a Contract
Go to step 33 on page 10

4. Click the Purchase Orders - Agency link.
IPurchase Orders - Agency|

5. Click the Commodity Purchase Order - Agency link.
[Commodity Purchase Order - Agency

6. Click the Print Purchase Order link.
[Print Purchase Order|

7. Click the Print Agency Comm PO link.

[Print Agency Comm PO
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Version Prompting ]
Cancel Submt Form Took
X B B
Prompt For
M Data Selection [T Data Sequencing
Done T T [ Trusted sites [Fa =[x -

Step Action

8. Click the Data Selection option.
9. Click the Submit button.
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Data Selection
OK Cancel Dele  Up  Down

v X 0 B H
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Operator Left Operand Comparison Right Operand
[T where [Status Code - Next (F4311) (NXTR) [BC] =] [is notequalte =] [reee” =l
] And x| [Order Type (F4301) (DCTO) [BC) =] [is equalto =] [Brank B
O And 7| [Dacument (Order No, Invoice, etc ) (F4301) (D0CO) [BC] 7] [is equalto = [mun =
r [anad | HI Al E|
Add Row
Advanced
Dane [0 T [ [ Twstedsites [Fo = [#00% - )

Print Requisition, Contract, and Purchase

Order

PEREZ, JULE J [JP¥900]
© sign Out

Step

Action

10.

Indicate the Document Type to be printed.

Click the Right Operand list.

| Blank E|

11.

Click the Literal list item.
|Literal |
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Select Literal Value
v %
Single Value  Range of Values  List of Values
Literal Value: ’liox
Don T T Trustedsites [Fa = [=0% -
Step Action
12. Enter the Document Type into the Literal Value: field.
13. Click the OK button.
14. Enter the Purchase Order number to be printed in the appropriate Data Selection
field.
[ o B
15. Click the OK button.
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Submit Report Definition
OK  Find Cancel Tovls

B & X =

Report Definition ’W Report Definition for R43500_N
Source Type ’1— Batch Version

Source UBE W Purchase Order Print

Source Version W PO - Commadity - Agency

Output Type

W PDF TN Excel
W RTF N eTEXT
[T [N PowerPoint
= HTML

Delivery
[ Printer

[N Address Book Number E-Mail
I= E-Mail Address
IS Data Driven E-Mail
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Print Requisition, Contract, and Purchase
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PEREZ, JUL

Languages
¥ *ALL Active Languages ¥ User Preference Language Domestic
Records 1-1 Customize Grig [m]
Language
Selected Language Description

(] EN ENGLISH N
— I
Done [T [E] Tstedsies [Fo = [#00% -

Step

Action

16.

Click the OK button.
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© Sign Out

Printer Selection ]
%E R
Printer Selection  Print Property  Document Setup = Advanced
Printer Name |\\NISERFU1\E\POuEUE
Printer Location |EDGE
Printer Mode! |Laser
Number of Copies ,17 Range: 1-9999
Done [T Tosted sies o (w0 -
Step Action
17. Click the OK button.
18. View the Purchase Order via View Job Status.
19.
End of Procedure. Remaining steps apply to other paths.
20. Click the Requisitions - Agency link.
[Requisitions - Agency
21. Click the Print Commodity Requisitions link.
|Print Commodity Reuuisitinns|
22. Click the Print Comm Req (OR) link.

[Print Comm Req (OR)
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Version Prompting
Cance] Submit Form  Tovls

£ O B

Prompt For

[T Data Selection

© Sign Out
6]

[T Data Sequencing

[T [&] Tstedsies [Fo = [#00% -~

Step

Action

23.

Click the Data Selection option.

24.

Click the Submit button.
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Data Selection
0K Cancel Delte  Up  Down
v X 1

Operator Left Operand Comparison Right Operand

[T Where [Status Code - Next (F4311) (NXTR) [BC] =] [is notequal to =] [re0e =l
] And =] [Order Type (F4301) (DCTO) [BC] =] [is equaito =] [ror =
(] And 7] [Document (Order No, Invoice, etc.) (F4301) (D0CO) [BC] 7] [is equalto =] [ =
r [ | | I ] |
Add Row
Advanced

Done T T 7 Trustedsites [Fa - [=mx -

Step Action

25. Enter the Purchase Requisition number to be printed.

Click the Right Operand list.

[ v B

26. Click the Literal list item.
[Literal |
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Select Literal Value

0K Cance]

v X

Single Value Range of Values = List of Values

Literal Value: |

Done [0 T [ [ Tustedsites 7o~ [#00% -~ )

Step Action

27. Enter the Purchase Requisition number into the Literal Value: field.
28. Click the OK button.
29. Click the OK button.
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© Sign Out

Printer Selection D
Printer Selection  Print Property  Document Setup = Advanced
Printer Name |\\N|’SERFU1\E\POuEUE
Printer Location |EDGE
Printer Mode! |Laser
Number of Copies ,17 Range: 1-9999
Done [T Tosted sies o (w0 -
Step Action
30. Click the OK button.
31. View the Purchase Requisition via View Job Status.
32.
End of Procedure. Remaining steps apply to other paths.
33. Click the Contracts - Agency link.
[Contracts - Agency]
34. Click the Print Service Contracts - Agency link.
IPrint Service Contracts - Agency|
35. Click the Print Agency Service Contract (O4) link.

[Print Agency Semvice Contract (04
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Version Prompting o
Cance] Submit Form Tools
& 'y
Prompt For
[ Data Selection [T Data Sequencing
Don [T T [ [ Tusted sites [Fo = [#00% -~ )

Step Action
36. Click the Data Selection option.
37. Click the Submit button.
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Data Selection
0K Cancel Delte  Up  Down
v X 1

Operator Left Operand Comparison Right Operand

[T Where [Status Code - Next (F4311) (NXTR) [BC] =] [is notequal to =] [re0e =l
] And =] [Order Type (F4301) (DCTO) [BC] =] [is equaito =] [ros =
(] And 7] [Document (Order No, Invoice, etc.) (F4301) (D0CO) [BC] 7] [is equalto =] [ =
r [ | | I ] |
Add Row
Advanced

Done T T 7 Trustedsites [Fa - [=mx -

Step

Action

38.

Click the Right Operand list.

Enter the Contract number to be printed.

INuII

E|

39.

Click the Literal list item.

[Literal
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Select Literal Value

0K Cance]

v X

Single Value Range of Values = List of Values

Literal Value:

Done [T [@] Tstedsies [Fo = [#00% -~ )

Step Action

40. Enter the Contract number into the Literal Value: field.
41. Click the OK button.
42, Click the OK button.
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Submit Report Definition
OK  Find Cancel Tools

B @ X =
Report Definition RD42500U Report Definition for R43500_N o
Source Type 1 Baich Version
Source UBE R43500 Purchase Order Print
Source Version NISK0001 Contract - Service - Agency
Output Type
¥ rOF = Excel
W RTF IS eTEXT
= xmL = PowerPoint
TN HTIL
Delivery
[ Printer

[N Address Book Mumber E-Mail
I E-1ail Address
[N Data Driven E-Mail

Languages
¥ *ALL Active Languages ¥ User Preference Language
Records 1-1 Customize Grig =]
Language
Selected Language Description
(] EN ENGLISH ]
Done T T [ Trusted sites [Fa - [=mx -

Step Action

43, Click the OK button.

ACI—E‘ JD EDWARDS ENTERPRISEONE

@ Printer Selection
OK Cance] Form Tools
8 X z
Printer Selection  Print Property  Document Setup  Advanced
Printer Name [SNISERPO1BIP Queue
Printer Location |EDGE
Printer Model |LASER
Number of Copies 1 Range: 1-9999
Done [T [@] Tstedsies [Fo - [#00% -~ )
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Step Action

44, Click the OK button.
45, View the Contract via View Job Status.
46.

End of Procedure.
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