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Generating a PO (09) from an Existing Service Contract
(04)

Generating a PO (0O9) from an Existing Service Contract (O4)
Overview

The Service Contract is non-encumbering and not budget checked. Purchase Orders will be
generated from the Service Contract. The end user can generate multiple Purchase Orders from a
single Service Contract.

Generating a PO (09) from an Existing Service Contract (O4)
Lesson

Procedure

In this lesson you will learn how to generate a Purchase Order from an existing Service Contract.

Step Action

1. Click the State of Nebraska link.
2. Click the Purchasing - Agencies link.
IPurchasing - Agencies|
3. Click the Purchase Orders - Agency link.
IPurchase Orders - Agency
4, Click the Service Purchase Order - Agency link.
[Service Purchase Order - Agency
5. Click the Generate Service PO - Agency link.
[Generate Service PO - Agency
6. Click the Gen Service PO (09) from Contract (O4) link.

[Gen Service PO (09) from Contract (04}
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© Sign Out

Gen Service PO (09) from Contract (O4) - Work With Order Release o
TEYEE ¥
Supplier ,7 Business Unit ’ai
Order Number @ oa
Inventory Number |x
Account Number |~
erspIaySuppherltem
Ho records found. Customize Grig o
[ I JC _JC I \ [l [
OB mber Ty o order Namber | Humber = uom  auniy v open et
4 |
Dane [0 T [ [ Tustedsites [Fh - [#00% -~ )
Step Action
7. Enter the order number in the Order Number field, to minimize the search.
8. Click the Find button.
9. Click the check box of the desired Order Number and Detail Line on the grid.
10. Click the Row button.
11. Click the Order Release menu.
Order Release
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Gen Service PO (09) from Contract (O4) - Order Release o
OK  Cancel Form Tools
X 0O =
Supplier a BranchiPlant 85026008
Buyer 4455871
Ship To 557767 AS MATERIEL, STATE PURCHASING
Order Number 42304 04 56650 000 1.000
Release Information  Detail Information | Dates
Release Qty 5.0000 EA Release Amt 50,000.00
Qty To Date Amt To Date
Original Qty 5.0000 Original Amt 50.000.00
Unit Cost 10,000.0000 Purchasing UOM EA Line Type J
Done [0 T [ [ Tustedsites EREN Y
Step Action

Review the following fields on the Header and make changes if needed.

Business Unit — a valid Business Unit for your agency

Supplier — Leave this value — it reflects the vendor that received the contract award.
Buyer —you can populate with the address book record for the individual in your
agency who will be responsible for the Purchase Order

Ship To - change to reflect a delivery location for your agency

Note: The Send Invoice To field cannot be changed when generating a Service
Contract from a Requisition. When finished generating the Service Contract, the
agency will need to revise the document.

13. Release Information

Release Qty field will populate with the quantity of the contract. Change this
quantity to the number of items to order on Purchase Order

Note: If quantity is not changed, there will be no more units of this item to be
released to subsequent PO's and you will be ordering a large quantity of this item.

14. Do not change the Release Amt field. This will automatically calculate when
Release Qty field is updated.
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Gen Service PO (09) from Contract (O4) - Order Release
OK Cance] Form Tools

B X =

Supplier [17o0581 | BELL MEDICAL INC BranchiPlant
Buyer [4asse71 | HUNT, ETHAN

Ship To [ss77e7 | AS MATERIEL, STATE PURCHASING

Order Number [42304 ] [pa 58650 000 1.000

Release Information | Detail Information | Dates

65025009

Inventory Number

Supplier ltem Mumber I

CPR EQUIPMENT MAINTENANCE

Account Mumber ‘ 65025009.527100

7 1

Type/Subledger

LotiSN

Location

Done

T

' [ Trusted sites

[Fa-[%io% -

Step Action

15. Detail Information

agency if necessary.

Review the Account Number field. Change to a valid Account Number for your
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Sign Out
Gen Service PO (09) from Contract (O4) - Order Release o
OK Cance] Form Tools
X 0 =
Supplier 1790581 BELL MEDICAL INC Branch/Plant 65025009
Buyer 4455871 HUNT, ETH,
@ Release
Ship To 557767 AS MATERIEL, STATE PURCHASING @ Close
Order Number [42304 o4 56650 000 1,000 & cancel
Release Information | Detail Information | Dates
Requested 05032010 [E0 Cancel Date 05/0312015
Promised Delivery 05/03/2010 Order Date 03/15/2010
GIL Date 03/15/2010 Planned Effective 05/03/2010
Done [T [@] Tstedsies [Fa = [#00% -

Step Action

16. Dates

Review the Requested field. Enter the date you want to receive the order. This field
automatically populates with the requested date from the contract.

17. In the Promised Delivery field enter the day you expect the order to be received.
This field automatically populates with the current date. This must be changed for
accurate reporting.

18. The G/L Date field defaults from the G/L Date from the contract.

19. The Cancel Date field will automatically default to the Cancel date of the contract.
To alleviate encumbrance issues this date must be removed.

20. When you are finished click the OK button.
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Gen Service PO (09) from Contract (O4) - Work With Order Release o
Supplier ,7 Business Unit ’ai
Order Number [42304 os |
Inventory Number |K
Account Number |~
[l Display Supplier ltem
Records 1-2 Customize Grid ]
[ JC JC _JC I [ I ]
OB mber Ty o order Namber | Humber = uom  auaniy v open et
r 42304 04 00001 000 1.000 93818 40.0000 EA 0000 YR 400,000.00 0!
r 42304 04 56650 000 1.000 93818 4.0000 EA 0000 YR 40,000.00 0!
al | |
Lor I B T Fa= [
Step Action
21. If multiple rows were chosen, the Order Release window refreshes with the next
item. Repeat the previous steps for each Inventory Number that you wish to include
on the Service Contract.
22. If you want to review the contract before it is generated follow these steps.
Click Form, Review Order. The Gen PO (O9 or Z8) from Service Contract (O4) -
Suppliers Selected window appears.
Choose the order(s) to review prior to generation.
Click Row, Details. The Gen PO (09 or Z8) from Service Contract (O4) - Items
Selected for Order window appears.
When you are finished reviewing click Cancel.
If you do not wish to review the contract skip to the next step.
23. Click the check box of the Order Number in the Detail Line.
24. Click the Form button.
25. Click the Generate Order(s) menu.

Generate Order(s)
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Gen Service PO (09) frem Contract (O4) - Generated Purchase Orders

Chbse Row Tools

L3

Records 1-1 Customize Grid =]

I o \

Order Or  Order Business Request
Number Ty Fd Unit Supplier  Date

(ol 303269 09 56650 65025009 1790581 06/01/2010

Contract (O4)

PEREZ, JULE J [JPY900]
© Sign Out
6]

Done

[T [8]&F Trustedsies [Fa =m0 -

Step

Action

26.

recorded for future use.

The new Order Number and Or Ty (Order Type) will appear and should be

27.

Click the Row button.

The newly generated purchase order will need to be revised.

28.

[ Open Order Inquiry

Click the Open Order Inquiry menu.
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Gen Service PO (09) from Contract (O4) - Work With Order Details
Select Find  Add  Copy Close Form Row Tooks
v @ + B X = 3
Order Number 03269 09 F Business Unit 55025000
Related Order [ [ [
Original Order ‘1 ‘1 ‘1 NiA
NIGP Num/nventory ‘
Account Number ‘
SBL Type/Subledger = * - Display Supplier ltem
Commodity Code =
Records 1-1 Customize Grid o
[ 88 order Quantity Amount or Order  Change Supplier Supplier
Humber To Receive UM ToReceive shipTo Ty Fd Qrder Humber Hame
r 303269 1.0000 EA 10,000.00 557767 09 56650 000 1790581 BELL MEDI
[ ——— =
Done [T [@]F Tstedsies [Fo = [#00% -~ )

Step Action

29. Choose the document by clicking the check box in the detail line.

30. Click the Row button.

31. Click the Header Revision menu.
| Header Revision |
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© sign Out

B X 1
Order Header  Additional Properties ~ Category Codes

Order Number (303280 (09 56650 Business Unit [ esozsooa

Address Numbers Dates
Supplier & BELL MEDICAL INC Entered Date [o3nsr010 |
Ship To W AS MATERIEL, STATE PURCHASING Requested ,W
Buyer 4455871 HUNT, ETHAN Prom Del Date [oso1zat0 |
Send Invoice To [ss7re7 | ASMATERIEL, STATE PURCHASING Cancel Date [Eozats |
Pmt. Remark [
Description ‘
Print Message ’7
Tax Expl Code [ Hold Code [ BLANK - HOLD CODES 42/HC
Tax RatelArea [ Approval Code [toosze
Certificate ’7 Retainage % ,7
TaxID mamweeria Ordered By NeFEREZ
PersoniCorp. ID ’(;7 Order Taken By ,7
Payment Terms ] Net 30 Days from [nvoice Date

Messages

Dane [T [@] Tstedsies [Fa - [#00% -
Step Action

32.

Send Invoice To

Delete the information from this field and press the tab key. The correct Send
Invoice To address book number will default. This can be overridden with another
address book number if needed.
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© Sign Out

0K Cance] Form Took

B X O =

Gen Service PO (09) from Contract (O4) - Order Header

Order Header  Additional Properties ~ Category Codes

[ aE]

Order Number (303280 (09 56650 Business Unit 55025000

Address Numbers Dates
Supplier 1730581 BELL MEDICAL INC Entered Date 03/15/2010
Ship To 557767 AS MATERIEL, STATE PURCHASING Requested 06/01/2010
Buyer 4455871 HUNT, ETHAN Prom Del Date 06/01/2010
Send Invoice To 557767 AS MATERIEL, STATE PURCHASING Cancel Date EERE W
Pmt. Remark [
Description ‘
Print Message

Tax Expl Code Hold Code BLANK - HOLD CODES 42/HC
Tax RatelArea Approval Code 100278
Certificate Retainage %

TaxID 431059774 Ordered By MISJPEREZ
PersoniCorp. ID C Order Taken By
Payment Terms Net 30 Days from [nvoice Date

Messages

Done [T [@] Tstedsies [Fa = [#00% -

33.

Cancel Date - remove the cancel date.

34.

Data on the Additional Properties tab provides information about the document:
Document Description, Document Location, and Document Contact

35.

Click the Category Codes tab.
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Gen Service PO (09) from Contract (O4) - Order Header [l
New/Renew N a, NEW
Category Code 07 :
Don [0 T [ [ Twstedsites 7o~ [0 ~ )
Step Action
36. Category Codes
37. Click in the Funding field.
38. If American Recovery & Reinvestment Act (ARRA) funds are being used for this
purchase enter "AR" into the Funding field.
39. When you are finished updating the Header click the Form button.
40. Click the Header To Detail menu.
| Header To Detail »]
41. Click the Populate menu.
This will make all relevant changes made to the Header appear in the Detail Line as
well.
POPULATE HEADER TO DETAIL will appear on the Order Detail tab
showing the information from the Header populated to the Detail Line. If you forgot
to populate from the Header to the Detail Line you will need to manually update the
Detail Line.
|  Populate |
42, Click the OK button.
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Gen Service PO (09) frem Contract (O4) - Order Detail

OK  Form Row Tools

8 B H

Order Detail Line Defaults  Additional Properties ~ Category Codes

Order Number 202269 09 56650 Business Unit 65025000

Supplier 1790581 BELL MEDICAL INC Order Revision 0

Ship To 557767 AS MATERIEL, STATE PURCHASING Entered Date T

Invoice To 557767 A8 MATERIEL, STATE PURCHASING Requested 06/01/2010

Buyer Number 4455871 HUNT, ETHAN Prom Del Date 06/01/2010

Order Attachment Cans 223

POPULATE HEADER TO DETAIL
Records 1-2 Customize Grid g
- Inventory 3-Digit  HIGP Quantity ™ Unit Extended Pu.
HNumber NiGP Sub Ordered Uol Cost Cost UoM Description 1
r 93818 Q |[18 | 1.0000 |EA 10000.0000 10,000.00 |[EA |CPR EQUIPMENT MAINTE
r
Rl ; iC
Dane T T [@ Trustedsites [Fa - -

43.

Click the OK button.

44,

Click the OK button.

A Warning Error - Event Still in Process will occur. This is okay.
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-1
[Feri ] @
|[couternew Fll[io ] ~ u[Mls = = 2 =5 (8%
o
Lor [ (G Tredses [a= [

Step Action
45, Enter the desired information into the field. Enter "Purchase Order from a

Contract".
46. Since you made changes to the Purchase Order you will need to document what

changes you made.
47. Click the OK button.

=]

48. Click the Close button.
49, Click the Close button.
50. Click the Close button.
51. You have successfully completed this lesson.

End of Procedure.
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