Entering a Purchase Requisition for Communications
Equipment (OT)
Created on 3/19/2010 10:47:00 AM



COPYRIGHT & TRADEMARKS

Copyright © 1998, 2009, Oracle and/or its affiliates. All rights reserved.

Oracle is a registered trademark of Oracle Corporation and/or its affiliates. Other names may be trademarks
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.



™ Training Guide
Mmlw:ﬂ!‘;gt_ Entering a Purchase Requisition for
o Communications Equipment (OT)

Table of Contents

Entering a Purchase Requisition for Communications Equipment (OT) ................... 1
Entering a Purchase Requisition for Communications Equipment (OT) Overview ........... 1
Entering a Purchase Requisition for Communications Equipment (OT) Lesson................ 1

Page iii



™ Training Guide
Mm-.nuwf'.‘ﬂ'ﬁ«..r. Entering a Purchase Requisition for
o Communications Equipment (OT)

Entering a Purchase Requisition for Communications
Equipment (OT)

Entering a Purchase Requisition for Communications Equipment
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(OT) Lesson

Procedure

Step Action

1. Click the State of Nebraska link.
[State of Nebraska]

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

3. Click the Requisitions - Agency link.
[Requisitions - Agency

4. Click the Enter Commodity Requisition link.
[Enter Commadity Requisition|

5. Click the Enter Communications Equip Req (OT) link.
[Enter Communications Equip Req (OT)
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ORACI—E‘ JD EDWARDS ENTERPRISEONE

PEREZ, JULE J [1FY800]
© sign Out
Enter Communications Equip Req (OT) - Work With Order Headers o
Selct Fnd  Add Copy Close Row Iools
v @ + B X H B
Order Number ‘i oT |x Business Unit [*
Supplier [
Ho records found. Customize Grid m]
Order or  Order Supplier Supplier Entered Cancel
Number Ty  Fd Humber Description Date Date Ship To Buyer Suf
H
Done [0 T [ [ Tustedsites [Fh = [#00% - )
Step Action

6. Click the Add button.
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ORACI—E- JD EDWARDS ENTERPRISEONE

Enter Communications Equip Req (OT) - Order Detail

OK Cance] Form Row Tools

B X O B 2

Order Detail Line Defaults  Additional Properties  Category Codes
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Entering a Purchase Requisition for
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PEREZ, JULE J [JP¥900]
© sign Out
6]

Order Number | W | Business Unit ,7
Supplier ||7Q Order Revision ,—
Ship To ,7 Entered Date W
Invoice To ] Requested 1
Buyer Number ] Prom Del Date [
Order Attachment EricE 28R
Records 1-1 Customize Grid ol
O & omer o S oraees  uow  com Gt lom  Descripons
] | o
Kl ; B
Do [0 T [ [ Twstedsites [Fo = [#00% -~ )
Step Action
7. Enter "557759" for CIO Division of Communications into the Supplier field.
This will always be the number to enter.
8. Ship To
0 Address to which the goods are to be delivered or the location where services are
to be performed
o If multiple locations, A/B # 559783 (FACILITY, MULTIPLE ADDRESSES) can
be used
o Primarily "F" search type Address Book records.
9. Invoice To - the address the Vendor will send their invoice to
0 Automatically populates but can be overridden
o Primarily "S" search type Address Book records if the invoice will not be sent to
the "Ship To" address.
10. Buyer Number - Individual who is primarily responsible for this document at the
AGENCY
11. Business Unit - BU accountable for the order
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Step Action
12. Dates

0 All dates default to current date but can be overridden
0 Entered Date — The date this Purchase Requisition is entered into NIS
0 Requested — The date you want to receive the item; change date to accommodate
formal bidding process. If the requisition is to establish a contract, this date may be
used to indicate the beginning date of the contract.
0 Prom Del Date — The date that the vendor has promised delivery. This
information is used for tracking vendor performance — the system will compare the
date received against the promised date. It is important to enter a valid Promised
Delivery date. If the requisition is to establish a contract, this date is used as the
contract renewal date. You do not need to populate this date until needed.
0 Cancel Date — Will remain blank unless you enter data. This can reflect the last
date the requisition is valid. It is not necessary to enter a cancel date at this level.

13. An Order Number has three components:
0 Order Number - system assigned
0 Order Type - defined by user at time of entry
0 Order Fund - automatically assigned based on Business Unit
Order Type - OT - Requisition for Communications Equipment

14. Click the Additional Properties tab.

[sdditional Properties|
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ORACI—E- JD EDWARDS ENTERPRISEONE

Enter Communications Equip Req (OT) - Order Detail o
E-I
Order Detail ~ Line Defaults ~ Additional Properties  Category Codes
Property 01 ,7 Property 05 ’7 Property 09 ’7
Property 02 ,7 Property 06 ’7 Property 10 ’7
Property 03 ,7 Property 07 ’7 Property 11 ’7
Property 04 ,_ Praperty 08 ’_ Cancel Flag ’_
Document Description |
Date and Time 01 l— Date 01 ’7
Date and Time 02 l— Date 02 ’7
Document Location l—
Documnent Contact l—
Records 1-1 Customize Grid ol
D & ymeer” wor” Sw  Oreres  vew  com Comt " bam Doscrpton
] | o
Kl { ||
Don [T T[S Tustedsies [Fo = [#00% -~ )
Step Action
15. Data on the Additional Properties tab provides information about the document:
Document Description, Document Location, and Document Contact
16. Document Location
0 Mandatory
o Identifies the facility where a commodity or service requisition was established,
this field can be pulled from the address book.
0 This must be a Address Book Search Type of “F” - facility
17. Document Contact
0 Mandatory
0 ldentifies the primary person responsible for the commodity or service
requisition. This field can be pulled from the address book.
0 This must be an Address Book Search Type of “B, E, N, or X”.
18. Click the Order Detail tab.

Crder Detail
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ORACLE" 1o EDWARDS ENTERPRISEONE i

© Sign Out

Enter Communications Equip Req (OT) - Order Detail o

OK Cance] Form Row Iools

B X O B 2

Order Detail Line Defaults  Additional Properties  Category Codes

Order Number [ ot | 56650 Bl 65025008

Supplier 557759 CIO - DIVISION OF COMMUNICATIO frder Revsion

Ship To 578925 NIS - ADMINISTRATIVE SERVICES Entered Date 0410112010

Invoice To 678943 AS-NIS Requested 04/01/2010

Buyer Number 100278 PEREZ, JULIE J Prom Del Date

Order Attachment Gancel ate
Records 1-1 Customize Grid m]

'ml Inventory 3-Digit MIGP Quantity Tr. Unit Extended Pu.
HNumber NIGP Sub Ordered UoM Cost Cost UoM Description 1

D l—‘lilil

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

Step Action
19. Enter Detail Lines for this Requisition
DO NOT CLICK ON "OK" BUTTON
20. Note: Order Number will not be created until Oder Detail information is entered.
21. Inventory Number & NIGP Information

o Inventory Number — represents the NIGP commodity code for items to be
purchased. All applicable 5-digit codes for Services will be >90000. All
Commodity Codes will be <90000. This field will not print on the purchasing
documents.

0 3-Digit NIGP — Will populate from the NIGP Number/Inventory Number; this is
the three-digit prefix to a commodity code

0 NIGP Sub — Will populate from the NIGP Number/Inventory Number; this is the
two-digit commodity code suffix

3-Digit NIGP and NIGP Sub automatically populate from the data entered in the
NIGP Number/Inventory Number field but can be overridden.
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Enter Communications Equip Req (OT) - Order Detail

OK Cance] Form Row Iools

B X O B 2

Order Detail Line Defaults  Additional Properties  Category Codes

Order Number 48371

Supplier 557759

Ship To 678925
Invoice To 678943

Buyer Number 100378

Order Attachment

Records 1-1
[mlif3

r
Rl

Inventory
Humber

oT

3- Digit
HNiGP

56650

CIO - DIVISION OF COMMUNICATIO
NIS - ADMINISTRATIVE SERVICES
AS-NIS

PEREZ, JULIE J

HIGP
Sub Ordered

Quantity ™ Unit
UoM Cost
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PEREZ, JULE J [JP¥900]
© sign Out

[ aE]

Business Unit 65025009

Order Revision
Entered Date 04/01/2010
Requested 04/01/2010
Prom Del Date

04/01/2010

Cancel Date

Customize Grig m]

Extended Pu,

Cost UoM Description 1

[T TS Tustedsies

ERENTI

Step

Action

22.

The new Order Number|Order Type will appear and should be recorded if you
wish to do more work with them or facilitate searches later.

23.

» 72559 — Telecommunications Parts and Pieces not otherwise specified.
* 91579 — Telecommunications Services (Not otherwise classified)
* 72553 — Telephone dialing and answering apparatus

Inventory Number - Provides data regarding the type of item you are purchasing.

A suggested list of Inventory number are provided below in accordance with the
CIO - Division of Communications:

24.

You must enter data in the 3-Digit NIGP field for all additional lines.

3-Digit NIGP field will populate from the NIGP Number/Inventory Number; this is
the three-digit prefix to a commodity code

25.

NIGP Sub field will populate from the NIGP Number/Inventory Number; this is
the two-digit commaodity code suffix

26.

Quantity Ordered — Enter the quantity of the item that you require.

217.

visual assist.

Tr. UoM — Transaction Unit of Measure. System defaults to EA; override this with
the appropriate unit of measure if necessary. Other options can be found using the
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Step Action

28. Enter a price not less than $5.00 into the Unit Cost field.

This is necessary to route through your agency for approval. If you wish to enter and
exact cost, please contact the CIO - Division of Communications at 402/471-3562.

29. Enter Equipment description (ex. M12 amplifier) into the Description 1 field.

30. Enter Agency's Billing Number and Job Code (ex. BN 402/471-3562; JC6506750)
into the Description 2 field on each detail line in order for that line to print out
billing information.

31. Enter Billing Number.Object Account (Ex. 65060012.534700) Account number into
the Account Number field.

NOTE: This is the same as Business Unit.object code 534700 (534700 =
Communications Supplies Expense)

32. Ln Ty —Line Type
Defaults to J - Non-Inventory or Non-Stock Item; Represents "G/L Account
Number," it indicates that a purchase is going to be made against a specific account
and that funds will be drawn from that Business Unit and Object Account

33. Click the OK button.

=]

34. Click the Cancel button.

35. Click the Close button.

36.

End of Procedure.
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