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Entering Suppliers to Receive Quotation Requests

Entering Suppliers to Receive Quotation Requests Overview

Quotation Requests are used to request bids from potential suppliers. Quotes on products desired
by the State are received from suppliers wishing to provide the products and services. These bid
responses will be entered into the system.

Navigation paths tend to change as the system is developed. If you are unable to find the Order
Type below, please call the OCIO Help Desk (402) 471-4636.

Order Type/  Description
Navigation

0oQ Quote for Commodity Purchase =< $9999
Purchasing — Agencies > Quotation Requests — Agency > Commodity Quotation Request —
Agency > Gen Comm Quote (OQ) from [type] Req [(document type)]

OF Quote => $10,000
Processed by AS Materiel Division, State Purchasing Bureau

Z1 Quote for Services
Purchasing — Agencies > Quotation Requests — Agency > Service Quotation Request — Agency >
Gen Service Quote (Z1) from [type] Req [(document type)]

ZQ Quote for Stock
Inventory Purchasing - Statewide > Stock Quotation Request > Gen Stock Quote (ZQ) from Req

Entering Suppliers to Receive Quotation Requests 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 Quotation Requests - Agency link.
[Quotation Requests - Agency|

4. Click the Work with Commodity Quote link.

[Waork with Cormmodity Quote|
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OIQACI—Ea JD EDWARDS ENTERPRISEONE PEREZ, JULE J [JPYB00]

Work with Quotation Request - Work With Order Header ]
Select Find  Add  Cose Form Row Took
v & + X B H &
Select a Query I ~| =vc Quer Edit Queries N
Previous Order | |
Order Filters
Order Number ‘x oQ ‘x Business Unit B
Supplier - Document Location -
Ship To * Document Contact B
Buyer Number - NewiRenew -
Invoice To » Funding =
Doc Description | Location Moved To *
Order Type Filters
[T view Purchase Orders T View Contracts [T view Quotes T view Requisitions T Clear Filters |
Find
No records found. Customize Grid
I | I [ ] LI
Order + Or % Line Quantity TR. Unit Extended PU Description
Number Ty Number Ordered UoM  Cost Cost um Description Line 2
a | 3
Dons [ [ [ [ Tstedsies |7 - [®mx -
Step Action
5. Narrow Search for Quotation Request using Order Filters and Query by Example

(QBE) line.

I* |

6. opulate grid, click the Find button.

7. If radio button does not automatically populate for the Quotation Request to enter
Suppliers, populate approriate radio button.

8. Click the Select button.
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Work with Quotation Request - Order Header
OK  Cance] Form Tooks

B X &
Order Header  Additional Properties Category Codes

Order Number 3187 0Q 56650 Business Unit 65025000

Address Numbers Dates

Supplier 999999 @ BESTSOURCE Entered Date 031082010
Ship To 678925 NIS - ADMINISTRATIVE SERVICES Requested 0710112010
Buyer 100378 PEREZ JULIEJ Prom Del Date 071012010

Send Invoice To 678943 AS-NIS Cancel Date

Pmt Remark [

Description

Print Message

Tax Expl Code Hold Code BLANK - HOLD CODES 42/HC
Tax RatelArea

Certificate Retainage %
TaxID PURCHASE Ordered B NISJPEREZ
PersoniCorp. ID Order Taken By

Payment Terms 000 Due upon Receipt

Messages

[ Trusted sites LS

Dare | |

Step Action

9. Click the Form button.

10. Click the Quote Suppliers menu.

Page 3




Training Guide
Entering Suppliers to Receive Quotation

ﬁdlﬂinlﬂrdl'ﬂgﬁ VROES

Requests

ORACI—E' JD EDWARDS ENTERPRISEONE

PEREZ, JULEE J [JP¥300]
© Sign Out

Work with Quotation Request - Quote Supplier Entry @
Required By * | E1
Records 1-1 Customize Grig =]
[ Supplier Hame Printed Respond ;:tr:ed g:t?o“e
0 I A T T [P [ = )
Step Action
11. Enter the Bid Opening date in the Required By field in the header.
12. Click in the Supplier field.
13. Supplier
Enter Supplier's Address Book number.
Note: 999999 (Best Source - Generic Supplier Address Book number can be
entered to generate a Quotation Request that does not have specific vendor details.)
Use the down arrow on the keyboard to add a new line on the grid to enter additional
supplier(s).
14. Printed
Respond
Printed Date
Response Date
Automatically update when a Quotation Request is printed for the Supplier or the
Supplier's response is entered in the system.
15. Click the OK button.
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Step Action

16. Click the Cancel button.

17. Click the Close button.

%]

18.

End of Procedure.
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