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Contract Usage Overview

This work instruction describes how to generate a report to review total contract usage: purchase
order numbers, vendor, agency, quantity purchased and the dollar amounts against a contract.

Contract Usage Lesson

Procedure

In this lesson you will learn how to run the Contract Usage Report.

ORACI—E. JD EDWARDS ENTERPRISEONE

EnterpriseOne Menu = 0
Open Applications

You have na running applications The EnterpriseOne Menu contains several links to the applications.

Open New Window These links will always be atthe left of your screens, no matter what application you are using.

You can also hide the menu when you need more space for your waork.

Welcome!

[ Favorites
[ State of Nebraska - TEST

> Roles

I Actions

[ Preferences

o Trusted sites Sy v R0 -

Step Action

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

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

3. Click the Inquiries & Reports link.
Inquiries & Reparts|

4. Click the Purchasing Reports link.
IPurchasing Reports|

5. Click the Contract Reports link.
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Step Action

6. Click the Contract Usage link.

OR CI—E, HUNT, ETHAN [JFY300]
I&\ JD EDWARDS ENTERPRISEONE © Sign Out
Work With Batch Versions - Available Versions ]
Select  Find Close Row Form Tools
v & X B 0 &
Batch Application R5709544 Contract Usage Report
Read Only Report (Y/N)
Records 1-4 Customize Grid m]
@ Last <
Version Version Title user Modified Security  Description P
[ NIS0001 Usage Report UATMKEMPER 1112i2009 0 NO SECURITY
[ NIs0002 By Selected Contract Mumber NISKBINTZ 08/21/2009 0 NO SECURITY
[ Nis0003 Commeodity Contract Usage Report UATMKEMPER 1112i2009 0 NO SECURITY
[ NIs0004 Grant Contracts UATMKEMPER 11182009 0 NO SECURITY
1] 3|
Dane o Trusted sites S v How v

Step Action

7. Click check box for the NIS0001 version.

8. Click the Select button.
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ORACLE" 1p EDWARDS ENTERPRISEONE 3 Em‘; ‘j;fj‘
Version Prompting o
Cance| s:mmn Eﬁm 1555
‘D;Data Selection [JData Sequencing
Step Action

9. Click the Data Selection option.

10. Click the Submit button.

11. Leave the first row (Order Type) as is to run report on all contract purchase order
types, or change the Right Operand to the specific Order Type(s) for which to run
report.

Note: To change the information in the Right Operand field, click the drop-down
arrow in the corresponding row and choose Literal. Enter the appropriate
information, and click OK to return to the Data Selection window.

12. Leave the second and third rows (Dates) as is; the dates will be entered on the
Processing Options window.

13. To run the report by services or commaodities only, complete the following
information in the fourth row (Original Order Types):

Right Operand - enter OC to view Commoadities only, or enter O4 to view Services
only.
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Step Action

14. To run the report to a specific contract number, complete the following information
in the next blank line:

Left Operand - Original Order Number (F4301) (OORN) [BC]
Comparison - is equal to

Right Operand - enter the 8-digit contract number using leading zeros (ex. enter
00012345 for contract number 12345)

ORACI—E, JD EDWARDS ENTERPRISEONE

HUNT, ETHAN [JPY200]

© Sign Out
Data Selection

OK Cance| Dekte  Up  Down

v X o EH ®

Operator Left Operand Comparison Right Operand

| [06,09,06,00,¥4)Y5 77 28,26 v

Where | Order Type (F4301) (DCTO) [BC] | [is equaito

| Date - orderTransaction (F4301) TRDJ) (BC)

| i greater than or equalt v | | DateBeqin [PC]

[Date - OrderTransaction (F4301) (TRDJ) [BC]

V| | is less than or equal to V‘ ‘ EndDate [PO]

| onginal order Type (Fa311) (@CTO) 1BC]

| (=) = =)

| [is equaito v [-040c 320

[0 ] | vl | ) v

Add Row

Advanced

Dane g3 Trusted sites Ya v ®ioow -

Step Action

15. Click the OK button.

16. Enter the date range for which to run the report.

Page 4




Adminiat rlt@' VEIES

ORACLE, JD EDWARDS ENTERPRISEONE

Processing Options
0K Cancel

"4

Begin/End Date

Beginning Date |EIETE E
Ending Date 09/04/2009
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Done

[ + Trusted sites dh v H0w -

Step

Action

17.

Click the OK button.

ORACLE, JD EDWARDS ENTERPRISEONE

HUNT, ETHAN

Printer Selection D@E
OK  Cance| Tooks
B X =
Printer Selection  Print Property =~ Document Setup = Advanced
Printer Name |aGPLIONEWORLD
Printer Location |EDGEDEFAULT
Printer Model |LASER
Number of Copies 1 Range: 1-9999
Done + Trusted sites dh v H0w -
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Step

Action

18.

Click the OK button.

N.ote: This report runs in both PDF and CSV formats.
=

ORACI—E' JD EDWARDS ENTERPRISEONE

Work With Batch Versions - Available Versions @
Select Find Cpse Row Form Took
v & ®x B =
Batch Application [R6700544 Contract Usage Report
Read Only Report (Y/N)
Records 1-4 Customize Grid ol
[ []
Last q
0 version Version Title User Modified Security  Description P
NIS0001 Usage Repart UATMKEMPER 11/12/2009 0 NO SECURITY
[] NIS0002 By Selected Contract Number NISKBINTZ 08/21/2008 0 NO SECURITY
[ Nis0003 Commadity Contract Usage Report UATMKEMPER 1111212009 0 NO SECURITY
[] NIS0004 Grant Contracts UATMKEMPER 1118/2008 0 NO SECURITY
< >
Dane [ « Trusted sites Sy v Hiow -
Step Action
19. Click the Close button.
20. To view the report you will need to go to View Job Status. For more information go

to the Reports Lesson under the System Basics Training Guides
(http://www.das.state.ne.us/nis/training_manuals/sys_bscs/index.html).

You have successfully completed this lesson.
End of Procedure.
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