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Setting Up A Requisition, Quote and Special PO

Setting Up A Requisition, Quote and Special PO Overview

The purpose of this process is to create commitments on NIS to track manually created contracts
for construction related activities.

This instruction covers the process for creating a requisition, entering quote suppliers, entering
bid responses, generating a special purpose PO, generating a special order release, printing a
purchase order for a Project and entering a receipt.

After a Special Purpose Purchase Order document is created or generated, revisions can be made.
For example, you can increase the quantity of an ordered item, change the cost of items, or add
new detail lines to the purchase order. You can also make revisions to information contained in
the header such as Supplier, Ship To, Send Invoice To, Business Unit and Dates. Once an order is
revised, the system creates a record of the revisions. In addition, the system tracks these revisions.

The process is not related to the Department of Administrative Services Materiel Division, State

Purchasing Bureau. This is simply a way to put a commitment on the system to track expenses
related to a project.

Create a Requisition for a Project

Procedure

In this lesson you will learn how to create a requisition for a project.

ORACI—E. JD EDWARDS ENTERPRISEONE HUNT, ETHAN [JPY300]

© Sign Out

EnterpriseOne Menu =0
Open Applications

‘You have no running applications, The EnterpriseCne Menu contains several links to the applications.

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

You can also hide the menu when you need more space for your work.
Fast Path

Welcome!

@

[ Favorites

I Content Development Tools
I EnterpriseOne Menus

[ Mobile Sales Menus

> Power User Tasks [+

[ State of Nebraska

> Roles

~ Actions

I

Preferences

Done ' Trusted sites iy Hioowm -
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Step Action
1. Click the State of Nebraska link.
[State of Nebraskal
2. Click the Grants & Projects link.
[Grants & Projects]
3. Click the Grants & Capital Projects link.
[Grants & Capital Projects|
4, Click the 309 Projects link.
5. Click the Enter/Revise Special Req (X1) link.
[Enter/Revise Special Req (1]

ORACLE’ 1b EDWARDS ENTERPRISEONE e

© Sign Out
Enter/Revise Special Req (X1) - Werk With Order Headers @
Select Find  Add  Copy Close Row Tools

v @ + B X B B

Order Number i X1 B Business Unit -
Supplier ‘
No records found. Customize Grid @
Order or Order Supplier Supplier Entered Cancel
Number Ty Fd Number Description Date Date Ship To Buyer Su

|~
|

Dane [ + Trusted sites dy v Hiow -

Step Action

6. Click the Add button.
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OR ACLE' HUNT, ETHAN [JPY300]
JD EDWARDS ENTERPRISEONE Osi
Sign Out
Enter/Revise Special Req (X1) - Order Header o
OK  Cancel Form Tooks
X 0O &
Order Header Additional Properties = Category Codes
Order Number X1 Business Unit
Address Numbers Dates
Supplier 1 Q Entered Date
Ship To Requested
Buyer Prom Del Date
Send Invoice To Cancel Date
Pmt. Remark
Description
Print Message
Tax Expl Code Hold Code BLANK - HOLD CODES 42/HC
Tax Rate/Area
Certificate Retainage %
TaxID Ordered Br NISBSVIK
PersoniCorp. ID Order Taken By
Payment Terms Net 30 Days from Invoice Date
Messages
Done [ + Trusted sites fh v Hioowm <

Step Action

7. Enter the supplier number into the Supplier field.

Note: The actual supplier may not be known at this point. The field may be filled
with any type of information (i.e., Project Manager's Address Book number or
simply “best source”, Address Book number 999999).

8. Click in the Ship To field.

9. Enter the address to which the goods are to be delivered into the Ship To field.

Note: If multiple locations, address book number 559783 (FACILITY, MULTIPLE
ADDRESSES) can be used.

10. Click in the Buyer field.

11. Enter the address book number of the Individual who is primarily responsible for
this document at the Agency into the Buyer field.

12. Send Invoice To — automatically populates but can be overridden.

Note: Primarily "S" search type Address Book records if the invoice will not be sent
to the "Ship To" address.

In this lesson we will not change this field.

13. Click in the Business Unit field.
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PO
Step Action
14. Enter the business unit business unit accountable for the order into the Business
Unit field.
15. The Entered Date field will default to the current date.
16. Click in the Requested field.
17. Enter the date you would like to receive the item into the Requested field.
18. Click in the Prom Del Date field.
19. Enter the date the vendor has promised delivery into the Prom Del Date field.
20. Cancel Date — Will remain blank unless you enter data. This can reflect the last date
the requisition is valid.
21. Click the OK button.

ORACI—E. JD EDWARDS ENTERPRISEONE - EF“-'BDD]
© Sign Out

Enter/Revise Special Req (X1) - Order Detail ]

OK Cance] Form Row Tooks

B X B 8B &

Order Detail Line Defaults ~ Additional Properties  Category Codes

Order Number 4443 X1 56650 Business Unit 65025009

Supplier 000900 BEST SOURCE Order Revision

Ship To 550783 FACILITY, MULTIPLE ADDRESSES Entered Date TR

T Requested 0311012010

Buyer Number From Del Date 03/10/2010

Order Attachment Gancel Date
Records 1-1 Customize Grid =]
] @ mventory 3-Digit NIGP  Quantity Tr. Unit Extended Pu.

Number WGP Sub Ordered uoh Cost Cost uoh Description 1
¥ | &
< >
Dane [ « Trusted sites v Hiowm -
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Step Action

22. Enter the NIGP Number/Inventory Number into the Inventory Number field.

99999 indicates the document is a Project and the last 2 digits of the number
matches numbers used for Construction Categories used as subsidiaries in business
unit setup for Construction Projects.

Note: Note Users must use one of the following numbers or an error will appear:

Program Planning:
99999-CC0010

Professional Fees:
99999-CC0020

Construction:
99999-CC0030

Fixed Equipment:
99999-CC0040

Moveable Equipment:
99999-CC0050

Special or Technical Equipment:
99999-CC0060

Land Acquisition/Development:
99999-CC0070

Artwork:
99999-CC0080

Other Construction Related Costs:
99999-CC0090

23. 3-Digit NIGP —three-digit prefix to a commodity code (999) for all X document
types.

NIGP Sub - two-digit commodity code suffix (99) for all X document types.

Notes: 3-Digit NIGP and NIGP Sub automatically populates from the data entered
in the NIGP Number/Inventory Number field but can be overridden.

24, Click in the Quantity Ordered field.

25. Enter the quantity of the item that you require into the Quantity Ordered field.
26. Click in the Tr. UoM field.

217. Enter the appropriate unit of measure if necessary into the Tr. UoM field.

Note: System defaults to EA.

28. Click in the Unit Cost field.

29. Enter the estimated cost per unit into the Unit Cost field.
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Step Action
30. Extended Cost — The system will automatically populate this field based on the

Quantity Ordered and Unit Cost fields.
Pu. UoM - Defaults to the same Unit of Measure in the Tr. UoM field.

Note: Pu. UoM must equal Tr. UoM or an error will occur.

31. Click in the Description 1 field.

32. Enter the descriptive data pertaining to the specific detail line into the Description
1 field.
This is free text and will print on all purchasing documents.

33. Click in the Description 2 field.

34. Description 2 is a free text field and will print on purchasing documents. Enter
descriptive data that you want to appear in the system.

35. Click in the Account Number field.

36. Enter a valid business unit and object account from the Chart of Accounts into
the Account Number field.

37. Click the OK button.
=

38. Record the document number in the Previous Order field for use in future

processes.
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RACI—E, JD EDWARDS ENTERPRISEONE

Enter/Revise Special Req (X1) - Order Header
OK  Cancel Form Tools
8 X |3
Order Header Additional Properties = Category Codes

Order Number [ [x [ Business Unit ]
Previous Order 4448 X1

Address Numbers Dates
Supplier 1 Q Entered Date
Ship To Requested
Buyer Prom Del Date
Send Invoice To Cancel Date ]
Pmt Remark [
Description ‘
Print Message
Tax Expl Code Hold Code BLANK - HOLD CODES 42HC
Tax Rate/Area
Certificate Retainage %
TaxID Ordered By NISBSVIK
PersoniCorp. ID Order Taken By
Payment Terms Net 30 Days from invoice Date

Messages

Done + Trusted sites dh v H0w -

Step

Action

39.

%]

Click the Cancel button.

RACI—G’ JD EDWARDS ENTERPRISEONE

Enter/Revise Special Req (X1) - Work With Order Headers
Select Find  Add  Copy Close Row Took
v @ + B X B B
Order Number ‘i K1 ‘a Business Unit [«
Supplier ‘
Ho records found. Customize Grig ]
& Order Or  Order Supplier Supplier Entered Cancel
Number Ty  Fd Number Description Date Date Ship To Buyer Su
- 3
Done [ + Trusted sites dh v H00w -
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Step Action

40. Click the Close button.
41. You have successfully completed this lesson.

End of Procedure.

Enter Quote Suppliers on a Quote for a Project
Procedure

In this lesson you will learn how to enter quote suppliers on a quote for a project.

ORACI—E. JD EDWARDS ENTERPRISEONE HUNT, ETHAN [JPY300]

© Sign out
EnterpriseOne Menu =O
Open Applications

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

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

You can also hide the menu when you need more Space for your work.
Fast Path

@

[ Favorites

I Content Development Tools
> EnterpriseOne Menus

[ Mobile Sales Menus

> Power User Tasks

[ State of Nebraska

Welcome!

[» Roles

 Actions

I Preferences

Dane <+ Trusted sites Sy v Rl v

Step Action

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

2. Click the Grants & Projects link.
[Grants & Projects]

3. Click the Grants & Capital Projects link.
[Grants & Capital Projects]

4, Click the 309 Projects link.

5. Click the Enter/Revise Special Req (X1) link.
[Enter/Revise Special Req (1]
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ORACI—G’ JD EDWARDS ENTERPRISEONE i

© Sign Out

Enter/Revise Special Req (X1) - Work With Order Headers ]
Select Fnd Add  Copy Clse Row Tooks
v @ +
Order Number ‘i X1 ‘x Business Unit B
Supplier ‘
No records found. Customize Grig =]
Order or  Order Supplier Supplier Entered Cancel
Number Ty  Fd Number Description Date Date Ship To Buyer Su
4 ¥
Dane o Trusted sites Sh v Hiowm -

Step Action

6. Enter the order number into the Order Number field.

7. Click the Find button.

8. Click the Select button.
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HUNT, ETHAN [JPY200]

ACI—E, JD EDWARDS ENTERPRISEONE
© Sign Out

Enter/Revise Special Req (X1) - Order Header
OK  Cance] Form Tooks

B X &
Order Header | Additional Properties | Gategory Godes

Order Number 4448 x1 56650 Business Unit 65025000

Address Numbers Dates

Supplier 999999 Q. BESTSOURCE Entered Date 031022010
Ship To 559783 FACILITY, MULTIPLE ADDRESSES Requested 031012010
Buyer 4455871 HUNT, ETHAN Prom Del Date 031102010

Send Invoice To 559783 FACILITY, MULTIPLE ADDRESSES 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 NISBSVIK
PersoniCorp. ID Order Taken By

Payment Terms 000 Due upon Receipt

Messages

Dane [ « Trusted sites Sy v Hiow -

Step Action

9. Click the Form button.

10. Click the Quote Suppliers menu.
| Quote Suppliers |
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HUNT, ETHAN [JFY300]

Enter/Revise Special Req (X1) - Quote Supplier Entry

© Sign Out

o
Order Number [4448 [xa 56650
Required By * T E
Records 1-1 Customize Grid (]
Supplier Name Printed Respond ::::ea :::epo“se
® \
Done [ + Trusted sites dh v H0w -
Step Action
11. Enter the current date into the Required By field.
12. Click in the Supplier field.
13. Enter the supplier's address book number into the Supplier field.
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HUNT, ETHAN

Enter/Revise Special Req (X1) - Quote Supplier Entry @

OK Delete Cance] Form Row Tooks
5] x =

Qrder Number 4448 [x1 56650

Required By * 03/02/2010
Records 1-1 Customize Grid =]

Printed  Response
Supplier Name Printed Respond Date Date
® 502374 |
Dane [ « Trusted sites dy v Hiow -

14.

Press the Down Arrow on your keyboard to add more suppliers as needed.

ORACLE, JD EDWARDS ENTERPRISEONE

Enter/Revise Special Req (X1) - Quote Supplier Entry

[y
0K Delete Cancel Form Row Tool
B o X B &
Order Number [4248 [xa 56650
Required By * 03/02/2010
Records 1-3 Customize Grig [m]
Printed Response
Supplier Name Printed Respond Date Date
O 502374 CORNHUSKER HEATING & AR ... 0 0
(e} 506559 NCE STORAGE SOLUTIONS 0 0
® 536014|
Done [ « Trusted sites du v Ho0w -
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Step

Action

15.

When finished click the OK button.

OIQACI—Ea JD EDWARDS ENTERPRISEONE

Enter/Revise Special Req (X1) - Order Header
OK Cancel Form Teok

S

Order Header  Additional Properties = Category Codes

Order Number 4448 X1

Address Numbers

Ship To 559783
Buyer 4455871

Supplier 999999 Q

56650 Business Unit

BEST SOURCE
FACILITY, MULTIPLE ADDRESSES

PersoniCorp. ID

Messages

TaxID PURCHASE

Payment Terms 000 Due upon Receipt

HUNT, ETHAN
Send Invoice To 559783 FACILITY, MULTIPLE ADDRESSES
Pmt. Remark [
Description [
Print Message
Tax Expl Code Hold Code
Tax Rate/Area
Certificate Retainage %

Order Taken By

HUNT, ETHAN [JPY300]

65025009

Dates
Entered Date

Reguested
Prom Del Date

Cancel Date

03/02/2010
03/10/2010
03/10/2010

BLANK - HOLD CODES 42/HC

——
sssvik
]

Dane

[@ « Trusted sites

43 -

H00% v

Step

Action

16.

Click the Cancel button.
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ORACI—G, JD EDWARDS ENTERPRISEONE

}I
ﬁdminlﬂrh VROES

HUNT, ETHAN [JPY200]

© Sign Out

Enter/Revise Special Req (X1) - Work With Order Headers @
Select Find  Add  Copy Clse Row Took
s & + B X B B
Order Number ’44437,)(17 ’~7 Business Unit ’ai
Supplier ‘
Records 1-1 Customize Grid  [E @
[ [l [
B Wmbor |7y Fa | mwer  beserption omte - bmm spTo | Buer su
(O} 4448 1 56650 999999 BEST SOURCE 031022010 559783 4455871
4 ¥
Dane [ + Trusted sites dy v Hiow -
Step Action
17. Click the Close button.
18. You have successfully completed this lesson.
End of Procedure.

Enter Bid Responses on a Quote for a Project

Procedure

In this lesson you will learn how to enter bid repsonses on a quote for a project.
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EnterpriseOne Menu
Open Applications
You have no running applications.

Open New Window

Training Guide
Setting Up A Requisition, Quote and Special PO

© Sign Out

=80 Welcome!

The EnterpriseOne Menu contains several links to the applications.
These links will always be at the left of your screens, no matter what application you are using.

Fast Path

@

[ Favorites

> Content Development Tools
> EnterpriseOne Menus

[ Wobile Sales Menus

[» Power User Tasks

[ State of Nebraska

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

I Roles

~ Actions

— Help

— My System Options

— Work With Work Center
— Submit.Job

— View Job Status

I Preferences

 Trusted sites dh v H0w -

Step

Action

Click the State of Nebraska link.
State of Nebraskal

Click the Grants & Projects link.
[Grants & Projects|

Click the Grants & Capital Projects link.

[Grants & Capital Projects|

Click the 309 Projects link.

Click the Enter Bid Response (X1) link.

[Enter Bid Response (X1
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© Sign Out
Enter Bid Response (X1) - Work With Suppliers @
Select Fnd Cpse Row Tooks
v @ X B &
Order Number ‘i 1 ‘1 Business Unit *
No records found. Customize Grid ]
Order Or  Order Promised Response
Supplier Name Number Ty Fd Delivery Date
Dane [ + Trusted sites dy v Hiow -

Step Action

6. Enter the order number into the Order Number field.

7. Click the Find button.

Choose a supplier by clicking the radio button to the left of the row.

Click the Select button.
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ORACLG’ JD EDWARDS ENTERPRISEONE

HUNT, ETHAN [JFY300]

© Sign Out
Enter Bid Response (X1) - Quote Response Entry o
OK Cancel Row Form Tools
B X B 13
Order Number [t | |sees0 Response Date 02201 ojIE]
Supplier ’W CORNHUSKER HEATING & AIR CONDI Promised Delivery ’7
Ship To EE FACILITY, MULTIPLE ADDRESSES Required Response [oainzi2010 |
Records 1-1 Customize Grig a
Quantity unit Account Request  PI
Ordered UM Price Description item Number Number Date
® 1.0000 EA 0000 TRAINING EXAMPLE 99999-CC0090 65025009.521403 03/10/2010 ’—
3 | 2
Done [ « Trusted sites dh v H0w v

Step Action

10. Click in the Unit Price field.

0000

11. Enter the total cost into the Unit Price field.

12. Click the OK button.
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ORACL €’ 1p EbwaRDS ENTERPRISEONE o EMS [j;ﬂ]
Enter Bid Response (X1) - Work With Suppliers @
Select Find Close Row Tools
v @ X B B
Order Number 4448 X1 * Business Unit
Records 1-3 Customize Grid ]
# suppier  ams T 2Ol BT o
@ 502374 CORNHUSKER HEATING & AIR CONDI 4448 X1 56650 03/02/2010
& 508559 NCE STORAGE SOLUTIONS 4448 X1 56650
O 536014 MIDWEST STORAGE SOLUTIONS INC 4448 X1 56650
Do [ + Trusted sites S5 v Hioowm <
Step Action
13. Repeat these steps for each supplier.
14. When finished click the Close button.
15. You have successfully completed this lesson.

End of Procedure.

Enter Special Purpose PO (X3) Direct

Enter Special Purpose PO (X3) Direct Overview

The purpose of this process is to create commitments in EnterpriseOne to track manually created

contracts for construction related activities.

This instruction covers the direct creation of a PO Release (X3) for a project without first creating

a Requisition (X1) and Purchase Order (X2) for the project. It is useful to streamline the

document creation process for small projects where it is not required to capture the competitive
bids for a project, because bids are not required or the bidding process is documented elsewhere.

The process is not related to the AS Materiel Division, State Purchasing Bureau. This is simply a

way to put a commitment on the system and to track expenses related to a project.
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Step Action

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

2. Click the Grants & Projects link.
[Grants & Projects]

3. Click the Grants & Capital Projects link.
[Grants & Capital Projects

4, Click the 309 Projects link.

5. Click the Revise Spec Order Release (X3) link.
[Revise Spec Order Release (%3]

ORACI—E. JD EDWARDS ENTERPRISEONE

PEREZ, JULEE J [JF¥300]

© Ssign Out

Revise Spec Order Release (X3) - Work With Order Headers ]
Select Find  Add  Copy Close Row Took
v & + B X B &
Order Number ‘i X3 " Business Unit -
Supplier ‘
No records found. Customize Grid ol
[ [ [
Order or  Order Supplier Supplier Entered
Number Ty  Fd Number Description Date Ship To Buyer Supplier SO
2 5
Dane [ [ [ [CF ] mustedsites H100% -
Step Action
6. Click the Add button.
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ORACI—E' JD EDWARDS ENTERPRISEONE = JUUEDJ S ;z}f‘]
Revise Spec Order Release (X3) - Order Header @
c:;‘ée_\ Eﬁm I;“éls
Order Header  Additional Properties Category Codes
Order Number X3 Business Unit
Address Numbers Dates
Supplier I Q Entered Date
Ship To Requested
Buyer Promised Delivery
Send Invoice To Cancel Date
Pmt. Remark
Description
Print Message
Tax Expl Code Hold Code BLANK - HOLD CODES 42/HC
Tax RatelArea Approval Code
Certificate Retainage %
TaxID Ordered Br NISJPEREZ
PersoniCorp. ID Order Taken By
Payment Terms Net 30 Days from Invoice Date AlA Document Y
Messages
Dane [ [ [ [[J[ trusted sites H10% -
Step Action
7. Supplier
The Address Book number of the vendor from whom you will purchase the goods
0 Primarily "V" search type Address Book records.
NOTE: This should NEVER be an "E" search type Address Book record.
8. NOTE: Error Message: "Address Number - Invalid" will disappear once additional
information is entered.
9. Ship To - Address to which the goods are to be delivered or the location where
services are to be performed
0 The Ship To number will automatically populate the Send Invoice To field.
o Primarily "F" search type Address Book records.
10. Buyer Number - Special Purpose Purchase Orders will be processed by AS Task
Force for Building Renewal.
ALWAYS enter Address Book number 576618.
11. Description

Enter a brief description of the Project.
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Step Action
12. Business Unit accountable for the project.

NOTE: Generally, each project is tied to a single unique Business Unit. For
projects funded by the 309 Task Force for Building Renewal, the Business Unit
number is supplied by 309.

13. Requested Date - The date when you want the special purpose purchase order to be
filled or delivered.

14. Promised Delivery - The date the supplier promised to deliver this order.

ORACLE" 1o EDWARDS ENTERPRISEONE .
gn Ou
Revise Spec Order Release (X3) - Order Header o
OK Cancel Form Tools
X B =&
Order Header ~ Additional Properties ~ Category Codes
Property 01 Property 07
Property 02 Froperty 08
Property 03 Froperty 09
Property 04 Property 10
Property 05 Property 11
Froperty 06 Cancel Flag
Document Description A |
Date 01
Date 02
Date and Time 01
Date and Time 02
Document Location
Document Contact
Done [ [T [F[ trusted sites T100% -
Step Action
15. Data on the Additional Properties tab provides information about the document:

Document Description, Document Location, and Document Contact.

These fields are OPTIONAL for Special Purpose POs.
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Step

Action

16.

0 Document Description - Populate for a commaodity or service purchase order, this
field can be used for free form text; This field can hold up to 30 alpha/numeric
characters

0 Document Location - Identifies the facility where a commodity or service
requisition was established, this field can be pulled from the address book; this
should be a Address Book Search Type of “F” - facility

0 Document Contact - Identifies the primary person responsible for the commodity
or service requisition. This field can be pulled from the address book; this should be
an Address Book Search Type of “B, E, N, or X”.

17.

Click the OK button.

ORACI—E- JD EDWARDS ENTERPRISEONE = JUUEDJ [;J\;z}:?
Revise Spec Order Release (X3) - Order Detail o
c;;|<cej Eﬁm %év IE‘;'IS
Order Detail Line Defaullts = Additional Properties = Category Codes
Order Number 4461 X3 26520 Business Unit 65127023
Supplier 540205 OLSSON ASSOCIATES, PAYMENTS CrEREErT
) Entered Date 06/23/2010
Ship To aros COLLEGE SYSTEM, NE STATE
Requested 06/25/2010
TEERT Prom Del Date 08/22/2010
ELjl Cancel Date
Order Aftachment
Records 1-1 Customize Grig m]
I o] e iy memeer W b Graeed  dm ot Cot " GoM  Descrptont
5
4 | i
Done [ [T [ trusted sites H10% -
Step Action
18. An Order Number has three components
0 Order Number - system assigned
0 Order Type - Special Purpose PO is X3
0 Order Fund - automatically assigned based on Business Unit
19. Enter Detail Lines for this Special Purpose Purchase Order
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Step Action

20. NIGP Number/Inventory Number

0 NIGP Number/Inventory Number — represents the NIGP commaodity code for
construction related projects.

21. NIGP Number/Inventory Number

Note: Enter an NIGP Number for all construction related projects from the
following:

0 99999-CC0010 Program Planning

0 99999-CC0020 Professional Fees

0 99999-CC0030 Construction

0 99999-CC0040 Fixed Equipment

0 99999-CC0050 Moveable Equipment

0 99999-CC0060 Special or Technical Equipment
0 99999-CC0070 Land Acquisition/Development

0 99999-CC0080 Artwork

0 99999-CC0090 Other Construction Related Costs

22. NIGP Number/Inventory Number

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.

23. Quantity Ordered - Enter the full cost of the Construction Contract.
24, Tr. UoM - Transaction Unit of Measure. System defaults to EA; Always enter "$".
25. Unit Cost — Always enter "1".
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ORACI—E' JD EDWARDS ENTERPRISEONE = JUUEOJ S ;z}:‘]
Revise Spec Order Release (X3) - Order Detail @
c:;‘ée_\ Eﬁm r_éé-.- Iggs
‘Order Detail Line Defaults =~ Additional Properties Category Codes
Order Number 4481 x3 26520 Busingss Unit 65127023
Supplier 240205 OLSSON ASSOCIATES, PAYMENTS CroREErr
Entered Date 06/23/2010
Ship To 558725 COLLEGE SYSTEM, NE STATE
Requested 06/25/2010
Invoice To Prom Del Date 08/23/2010
FhlimE Cancel Date
Order Atachment
Records 1-2 Cusiomize Grid ]}
| (B8] mamber || metory mamber Wop' S Oraered  vow  Coat Comt ™ Uow  Description
[ 99999-CC0030 999 99 50000.0000 |$ ‘I\
-
4 | i
Dane [ [ [ [F[ trusted sites H10% -
Step Action
26. NOTE: To facilitate partial receipts and payment on the contract, the Quantity and
Unit Cost fields are reversed.
217. Description 1 — This is free text — enter description of the contract
System will capitalize the text.
28. Description 2 — This is free text — Enter Contract Description, as needed.
29. Account Number
Enter the Business Unit from the Special Purpose PO Header followed by a period
(.) and the applicable Object Code into the Account Number field.
Account Number = Business Unit.Object Code
30. NOTE: Business Units created for projects by the Task Force for Building Renewal
allow a very limited selection of Object Codes. Contact the Task Force for
acceptable Object Codes.
31. Click in a field on the next row to populate additional fields based on Account
Number.
32. Click the OK button.
=
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PEREZ, JULEEJ [JFY300]
© Sign Out

Revise Spec Order Release (X3) - Order Header o
c;;|<cej Eﬁm 15.;'5
Order Header Additional Properties = Category Codes
Order Number [ [x3 Business Unit ]
Previous Order ’44517’)67
Address Numbers Dates
Supplier 1 Q Entered Date ]
Ship To ] Requested ]
Buyer Promised Delivery ]
Send Invoice To ’7 Cancel Date ’7
Pmt Remark [
Description ‘
Print Message ’7
Tax Expl Code ] Hold Code [ BLANK-HOLD CODES 42HC
Tax Rate/Area ’7 Approval Code ’7
Certificate ’7 Retainage % ’7
TaxID O Ordered B [NisJPEREZ
Person/Corp. ID ’7 Order Taken By ’7
Payment Terms [ Net 30 Days from Invoice Date AlA Document ¥
Messages
Done [ [T [ trusted sites H100% -
Step Action
33. Note the number that appears in the Previous Order Number field for future
reference.
34. Enter data for next Special Purpose Purchase Order or Click the Cancel button.
35. Click the Close button.
36.

End of Procedure.

Generate a Special Purpose Purchase Order for a Project

Procedure

In this lesson you will learn how to generate a special purpose purchase order for a project.
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ﬁdminlﬂr&!ﬂ VROES

ORACLE’ 1o EDWARDS ENTERPRISEONE e

© Sign Out
EnterpriseOne Menu BEO
Open Applications

You have no running applications The EnterpriseOne Menu contains several links to the applications.

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

You can also hide the menu when you need more space for your work.
Fast Path

@

Welcome!

[ Favorites

I Content Development Tools
I» EnterpriseOne Menus

[> Mobile Sales Menus

[» Power User Tasks

> State of Nebraska

[» Roles

+ Actions
—Help
— by Svstem Options
Work Center
— Submit.Job

w Job Stalus

I Preferences

Dane o Trusted sites dy v Hiow -

Step

Action

Click the State of Nebraska link.
State of Nebraskal

Click the Grants & Projects link.
[Grants & Projects]

Click the Grants & Capital Projects link.
[Grants & Capital Projects

Click the 309 Projects link.

Click the Gen Spec Order (X2) from (X1) (w/quote) link.
[Gen Spec Order (X2) from (X1) (wiquote)|
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OCORACLE HUNT, ETHAN [JFY300]
JD EDWARDS ENTERPRISEONE Gt
Gen Spec Order (X2) from (X1) (w/quote) - Quote Order Release o
OK  Find Cance] Form Row Tools
@ X B B &
Business Unit *
Order Number i X1 B
NIGP/Inv Number ‘
Account "
Supplier *
Buyer o
Records 1-1 Customize Grig a
Release Responded Release Service Service NIGP Humber,
Quantity Price/ Amount UM Amount Quantity Uoh Supplier Name Inventory Hur
ol I |
< 2
Done [ « Trusted sites dh v H0w v

Step Action
6. Enter the order number into the Order Number field.
7. Click the Find button.
8. Click the Release Quantity field of the desired supplier.
| |
9. Enter the release quantity into the Release Quantity field.
10. When finished click the OK button.
11. Record the new order numbers of future use.
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HUNT, ETHAN [JPY200]

ORACI—E, JD EDWARDS ENTERPRISEONE "
© Sign Out

Gen Spec Order (X2) from (X1) (w/quote) - Generated Purchase Orders @

Cpse Row Tooks

Records 1-3 Customize Grid =]
I I [
Order Or  Order Business Request
Humber Ty Fd unit Supplier  Date
® 4449 X2 56650 65025009 502374 03M0/2010
(] 4450 X2 56850 85025009 506559 03/10/2010
(2] 4451 X2 56650 65025009 535014 03M10/2010

Dane [ + Trusted sites dy v Hiow -

Step Action

12. I%:k the Close button.
13. You have successfully completed this lesson.

End of Procedure.

Generate a Special Order Release (X3) from (X2) for a Project

Procedure

In this lesson you will learn how to generate a special order release (X3 from X2) for a project.
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ORACI—E- JD EDWARDS ENTERPRISEONE

EnterpriseOne Menu BEO
Open Applications
You have no running applications.

Welcome!

The EnterpriseOne Menu contains several links to the applications.

> Content Development Tools
> EnterpriseOne Menus

[ Wobile Sales Menus

[» Power User Tasks

[ State of Nebraska

I Roles

~ Actions

— Help

— My System Options

— Work With Work Center
— Submit.Job

— View Job Status

I Preferences

Training Guide

HUNT, ETHAN [JFY300]
© Sign Out

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 work.
Fast Path
va L]
[ Favorites

Done  Trusted sites

-

E100%

Setting Up A Requisition, Quote and Special PO

Step

Action

Click the State of Nebraska link.
State of Nebraskal

Click the Grants & Projects link.
[Grants & Projects|

Click the Grants & Capital Projects link.
[Grants & Capital Projects|

Click the 309 Projects link.

Click the Gen Spec Order Release (X3) from (X2) link.
|Gen Spec Order Release (X3) from (2]
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ﬁdminlﬂrh VROES

HUNT, ETHAN [JPY900]
© Sign Out

Gen Spec Order Release (X3) from (X2) - Work With Order Release
Select Fnd  Clse Form Row Tooks

v @ X 0O B B
Supplier ,7

Order Number ] X2 [

Inventory Number |~

Account Number [

No records found.

Business Unit B

[ Display Supplier ltem

[

Customize Grid g

N o

Order or Order Chg Line 2nd Item
] Number Ty Fd Order  Number Number

|~

[l

Service Service
UOM  Quantity UoM

=

Amount Re
Open Dat

&

Dane

 Trusted sites

3 v Hiow -

Step Action

6. Enter the order number into the Business Unit field.

7. Click the Find button.

8. Choose the Order Number desired by clicking the check box next to it.

=]

9. Click the Select button.

Page 30




|
Adminiat r@' VEIES

ORACLE, JD EDWARDS ENTERPRISEONE

Training Guide

HUNT, ETHAN [JPY

Setting Up A Requisition, Quote and Special PO

Gen Spec Order Release (X3) from (X2) - Order Release
OK  Cancel Form Tools
8 X |3
Supplier 1502374 @, CORNHKUSKER HEATING & AIR CONDI Branch/Plant [esozso0a
Buyer 4455871 HUNT, ETHAN
@ Release
Ship To 559783 FACILITY, MULTIPLE ADDRESSES O Close
Order Number 4449 e 56650 000 1.000 O cancel
Rel i Detail 1 | Dates
Release Qty 450.0000 EA Release Amt 202,500.00
Qty To Date Amt To Date
Qriginal Qty 450.0000 Original Amt 202,500.00
Unit Cost 450.0000 Furchasing UOM EA Line Type J
Done [ + Trusted sites dh v Ho0w v

10.

Click the OK button.

Verify and/or revise the Release Qty field.
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’I
idmhlﬂrh’ VROES

HUNT, ETHAN [JPY200]

ORACI—G, JD EDWARDS ENTERPRISEONE

Gen Spec Order Release (X3) from (X2) - Work With Order Release

Select Fnd Cose Form Row Took

v @ X 0O B B

© Sign Out
@

|~

Supplier Business Unit -
Order Number |444g X2 |
Inventory Number |~
Account Number [
[ Display Supplier ltem
No records found. Customize Grid =]
al Order or Order Chg Line 2nd ltem ‘Quantity Service Service Amount Re(
Humber Ty Fd Order Humber  Humber Open UOM  Quantity UoM Open Dat

&

Dane

[ + Trusted sites

S+ Hiow -

Step Action

Click the Close button.

%]

11.

Click the OK button.
oK

12.

13.
created for the business unit.

Record the new order number for future use.

Note: The Purchase Orders have now been generated and a commitment has been
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HUNT, ETHAN [JFY300]

© Sign Out

Gen Spec Order Release (X3) from (X2) - Generated Purchase Orders o
Cjuxse %égu IEB
Records 1-1 Customize Grid =]
I o [
Order Or  Order Business Request
Number Ty Fd Unit Supplier  Date
® 4452 X3 56650 65025009 502374 03/0/2010
Done + Trusted sites dh v H00w -
Step Action
14. Click the Close button.
15. You have successfully completed this lesson.
End of Procedure.

Modify the Purchase Order Release (X3) to Facilitate Partial

Receipts
Procedure

In this lesson you will learn how to modify the purchase order release (X3) to facilitate partial

receipts.
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I Content Development Tools
I» EnterpriseOne Menus

[> Mobile Sales Menus

[» Power User Tasks

> State of Nebraska

[» Roles

+ Actions

—Help

— by Svstem Options
Work Center

— Submit.Job
w Job Stalus

I Preferences

© Sign Out
EnterpriseOne Menu =g
B &l Welcome!
Open Applications
You have no running applications The EnterpriseOne Menu contains several links to the applications.
Open New Window These links will always be at the left of your screens, no matter what application you are using.
You can also hide the menu when you need more space for your work.
Fast Path
va L]
[ Favorites

Dane o Trusted sites

S5 v ®iow -

Step Action

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

2. Click the Grants & Projects link.
[Grants & Projects]

3. Click the Grants & Capital Projects link.
[Grants & Capital Projects

4, Click the 309 Projects link.

5. Click the Revise Spec Order Release (X3) link.
[Revise Spec Order Release (X3
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ORACLG’ JD EDWARDS ENTERPRISEONE

HUNT, ETHAN [JFY300]

© Sign Out

Revise Spec Order Release (X3) - Work With Order Headers o
TEIYIEXE R
Order Number H ,)(3_ F Business Unit ’17
Supplier ‘
HNo records found. Customize grid  I& @
[ [ I [
B mber Ty ra | e Deserption oo bete’ | ShpTo | Buyer su
3| 3
Done [ + Trusted sites dh v H00w -
Step Action
6. Enter the order number into the Order Number field.
7. Click the Find button.
8. Click the Row button.
9. Click the Detail Revision menu.
| Detail Revision |
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}I
ﬁdminlﬂrh VROES

HUNT, ETHAN [JPY900]
© Sign Out

Revise Spec Order Release (X3) - Order Detail

OK Cance] Form Row Iooks

(YR

8 X B &
Order Detail | Line Defaults | Additional Froperties | Category Codes
Order Number 4452 X2 56650 Business Unit 65025009
Supplier 502374 CORNHUSKER HEATING & AIR COND Order Revision 1
Ship To 550783 FACILITY, MULTIPLE ADDRESSE! Entered Date 031022010
Invoice To 550783 FACILITY, MULTIPLE ADDRESSES Requested 03102010
Buyer Number 4455871 HUNT, ETHAN Prom Del Date 03/02/2010
Order Aftachment Ee
Records 1-2 Customize Grig a
Inventory 3-Digit NIGP Quantity Tr. Unit Extended Pu.
D Number HIGP Sub Ordered UoM Cost Cost UoM Description 1
) 99999-CC0090 999 99 | 4s0.0000 [EA 450.0000 200.00 [EA TRAINING EXAMPLE
O
< | e
Dane o Trusted sites Sy v Hiow -

10.

450.0000

Click in the Quantity Ordered field.

11.

Enter the unit cost into the Quantity Ordered field.

12.

Click in the Unit Cost field.

| 450.0000 |

13.

Enter "1" into the Unit Cost field.

14.
=]

Click the OK button.
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ORACLE" 1o EDWARDS ENTERPRISEONE s
Revise Spec Order Release (X3) - Media Object o
0K Cancel Form Tools
8 3 L3
Text! v| @
Courier Mew |-l B - ull-||s= = E|EE & w
Done [ + Trusted sites 4h v H0% -

Step

Action

15.

Click in the text window field.

16.

Enter the reason for the change into the text window field.

ORACLE’ HUNT, ETHAN [JPY300]
JD EDWARDS ENTERPRISEONE Gt
Revise Spec Order Release (X3) - Media Object ]
0K Cancel Form Tools
B 2 |3
Text v @&
[courierriew — ~| 10~ B 7 U[@~|l2= = E|EE &|w
Updated the Quantity Ordered and Unit Cost fields.
Dane [  Trusted sites Sy v H0n v
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Step Action

17. Click the OK button.

OCRACLE HUNT, ETHAN [JFY300]
JD EDWARDS ENTERPRISEONE =
© Sign Out
Revise Spec Order Release (X3) - Work With Order Headers ]
Selct Fnd  Add  Copy Cose Row Took
v & +
Order Number 1452 X3 B Business Unit =
Supplier ‘
Records 1-1 Customize Grig =]
Order or  Order Supplier Supplier Entered Cancel
Number Ty  Fd Number Description Date Date Ship To Buyer Su
® 4452 X3 5BB50 502374 CORNHUSKER HEATING & AIR CONDITIONI 03/02/2010 550783 4455871
< | 2]
Dane [@ « Trusted sites Sh v Riowm -

Step Action

18. Click the Close button.

19. You have successfully completed this lesson.
End of Procedure.

Print a Purchase Order

Procedure

In this lesson you will learn how to print a purchase order.
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ORACI—E- JD EDWARDS ENTERPRISEONE

EnterpriseOne Menu BEO
Open Applications
You have no running applications.

Welcome!

The EnterpriseOne Menu contains several links to the applications.

> Content Development Tools
> EnterpriseOne Menus

[ Wobile Sales Menus

[» Power User Tasks

[ State of Nebraska

I Roles

~ Actions

— Help

— My System Options

— Work With Work Center
— Submit.Job

— View Job Status

I Preferences

Training Guide

HUNT, ETHAN [JFY300]
© Sign Out

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 work.
Fast Path
va L]
[ Favorites

Done  Trusted sites

-

E100%

Setting Up A Requisition, Quote and Special PO

Step

Action

Click the State of Nebraska link.
State of Nebraskal

Click the Grants & Projects link.
[Grants & Projects|

Click the Grants & Capital Projects link.
[Grants & Capital Projects|

Click the 309 Projects link.

Click the Print Special Order Release link.
[Print Special Order Release
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ORACLE HUNT, ETHAN [JPY200]
JD EDWARDS ENTERPRISEONE o
Version Prompting @
Cance| Submt Form Tools
X @ &
Prompt For
[ Data Selection O pata sequencing
Dane [ « Trusted sites Jy v Hiow -

Step Action

6. I%:k the Data Selection option.
7. Click the Submit button.

Page 40




Adeministrati

RACI—E JD EDWARDS ENTERPRISEONE

Data Selection

OK  Cance| Delste  Up  Down

Training Guide
wees Setting Up A Requisition, Quote and Special PO

v X i
Operator Left Operand Comparison Right Operand
[] Where |[Status Code - Next (F4311) (NXTR)[BC] | [is notequalto v/ ["999" v
0 | order Type (F4301) CTO) BCI | [is equaito DIE=S v
| [Document (order No, Invoice, etc.) (F4301) (DoC0) [BC] v | [is equalto v [Nul v
O | | | ~|
Add Row
Advanced
Done < Trusted sites dh v H00w v
Step Action

| Null

v|

Click the Right Operand list of the third row.

RACI—E JD EDWARDS ENTERPRISEONE

Data Selection

OK  Cance| Delste  Up  Down

v X i
Operator Left Operand Comparison Right Operand
[] Where |[Status Code - Next (F4311) (NXTR)[BC] | [is notequalto v/ ["999" v
0 | order Type (F4301) CTO) BCI | [is equaito DIE=S v
O [Document (order No, Invoice, etc.) (F4301) (D0CO) [BC] v [is equal to v [Nul
~
o | “I ~| fBrank il
Zero
Add Row Literal
Address Number (F4301) (ANS) [BC)
Address Number (F4311) (AN8) [BC)
Advanced

Address Number - Ship To (F4301) (SHAN
Address Number - Ship To (F4311) (SHAN
Agreement Supplement - Distribution (F42
Amount - Extended Cost (F4311) (ECST) [l
Amount - Extended Price (F4311) (AEXP) [
Amount - Foreign Changed Amount (F431
Amount - Foreign Extended Cost (F4311) (
Amount - Foreign Extended Price (F4311)
Amount - Fareign Open (F4301) (FAP) [BC
Amount - Foreign Open (F4311) (FAP) [BC
Amount - Fareign Unit Cost (F4211) (FUC)
Amount - Foreign Unit Price (F4311) (FRR.
Amount - On Hold (F4311) (ACHG) [BC]
Amount - Open (F4311) (AOPN) [BC]
Amount - Order Gross (F4201) (OTOT) [BC
Amount - Received (F4311) (AREC) [BC]
Amount - Received Foreign (F4311) (FRE(
Amount - Relieved (F4311) (ARLV} [BC]
Amount - Tax Commitment (F4311) (FTN1
Amount - Tax Relieved (F4311) (TRLY) [BC
Amount - Unit Cost (F4311) (PRRC) [BC]
Amount - Unit Cost [RV]

Buyer Number (F4301) (ANBY) [BC]

Buyer Number (F4311) (ANBY) [BC] b

Done.

o Trusted sites

A~

) 100%
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Step Action
9. Click the Literal list item.
[Literal

ORACLE’ 1o EDWARDS ENTERPRISEONE e

Select Literal Value
OK  Cancel
s X

Single Value Range of Values  List of Values

Literal Value:

© Sign Out

 Trusted sites Sy v Hiow -

Step

Action

10.

Enter the purhase order number into the Literal Value: field.

11.

Click the OK button.

12.

Click the OK button.
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RACI—G’ JD EDWARDS ENTERPRISEONE

Submit Report Definition o
OK  Fnd Cancel Took

|8 ®
Report Definition RD43500EA Report Definition for R543500_ il
Source Type 1 Batch Version

Source UBE R43500 Furchase Order Print

Source Version NISE0001 Cap Projects - Special Order R
Output Type

PDF Excel
RTF eTEXT
XML FowerPoint

HTML
Delivery
[ printer
Address Book Number E-Mail
E-Mail Address
Data Driven E-Mail

Languages

*ALL Active Languages User Preference Language

Records 1-1 Customize Grid a

Language
Selected Language Description

EN ENGLISH N |

Done + Trusted sites Sh v H00w v

al PO

Step

Action

13.

Click the OK button.

RACI—E, JD EDWARDS ENTERPRISEONE

Printer Selection
OK  Cancel Form Tooks
8 X |3
Printer Selection  Print Property =~ Document Setup | Advanced
Frinter Name [mvisERPOTBIPQUeUE
Printer Location |EDGE
Printer Model |LASER
Number of Copies 1 Range: 1-9999
Done + Trusted sites dh v H0w v
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Step Action

14. Click the OK button.
15. You have successfully completed this lesson.

End of Procedure.

Enter Revisions and Review Order Revisions
Procedure

In this lesson you will learn how to enter revisions and review order revisions.

ORACI—E. JD EDWARDS ENTERPRISEONE HUNT, ETHAN [JPY300]

© Sign out
EnterpriseOne Menu =O
Open Applications

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

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

You can also hide the menu when you need more Space for your work.
Fast Path

va 1]

[ Favorites

I Content Development Tools
> EnterpriseOne Menus

[ Mobile Sales Menus

> Power User Tasks

[ State of Nebraska

Welcome!

[» Roles

= Actions

— Help

— My System Options
m

With Wark Center

ob
View Job Status

I Preferences

Dane <+ Trusted sites Sy v Rl v

Step Action

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

2. Click the Grants & Projects link.
[Grants & Projects]

3. Click the Grants & Capital Projects link.
[Grants & Capital Projects]

4, Click the 309 Projects link.

5. Click the Revise Spec Order Release (X3) link.
[Revise Spec Order Release (%3
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OCRACLE HUNT, ETHAN [JPY200)

JD EDWARDS ENTERPRISEONE os
Sign Out
Revise Spec Order Release (X3) - Work With Order Headers ]

Select Fnd  Add  Copy Cse Row Took
v @ +
Order Number ‘i X3 ‘x Business Unit B
Supplier ‘
No records found. Customize Grig =]
Order or  Order Supplier Supplier Entered Cancel
Number Ty  Fd Number Description Date Date Ship To Buyer Su

|~
|

Dane [@ « Trusted sites Sh v Hiowm -

Step Action
6. Enter the order number into the Order Number field.
7. Click the Find button.
8. Click the Row button.
9. Click the Detail Revision menu.
| Detail Revision |
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Revise Spec Order Release (X3) - Order Detail @

OK Cance] Form Row Tooks

B X B B &

Order Detail | Line Defaults || Additional Properties | Category Codes

Order Number 4452 X2 56650 Business Unit 65025009

Supplier 502374 CORNHUSKER HEATING & AIR COND Order Revision 2

Ship Te 559783 FACILITY, MULTIPLE ADDRESSES Entered Date 031022010
Invoice To 559783 FACILITY, MULTIPLE ADDRESSES Requested 03102010
ELEANIEE 4455871 HUNT, ETHAN Prom Del Date 03/02/2010
Order Attachment Cancel Date ]

Records 1-2 Customize Grid a
Inventory 3-Digit MIGP  Quantity Tr. Unit Extended Pu.
o Number HIGP  Sub Ordered UoM Cost Cost oM Description 1
[l 99999-CC0090 999 99 | 200.0000 ‘E!\ 1.0000 200.00 |EA |TRMN\NG EXAMPLE
O
< | e
Dane [« Trusted sites Sy v Hiow -

Step Action

10. Change one or more of the fields or add new detail line.

200.0000

11. Click the OK button.
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HUNT, ETHAN [JP¥300]

ORACI—E, JD EDWARDS ENTERPRISEONE © Sign Out

Revise Spec Order Release (X3) - Media Object o
OK  Cancel Form Tooks

B & B &

Ted1 ¥ @
Courier New - -] B 7 U~

I
Il
[
i
i}
0
<§

Done [ + Trusted sites 4h v H0% -

Step Action

12. If a key-field was changed, the Media Object window will appear.

Click in the text window field.

13. Enter the reason for the change into the text window field.

Page 47




Training Guide

Setting Up A Requisition, Quote and Special
PO
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idmirllﬂrlt@' VROES

Revise Spec Order Release (X3) - Media Object
OK  Cance] Form Tooks

B # &
Textl v @

HUNT, ETHAN [P

|CuunerNew ﬂ 1w~ B~ UN-~

Updated the Quantity oOrdered field.

Dane

n Out

[ « Trusted sites

Step Action

14. Click the OK button.

ACI—G, JD EDWARDS ENTERPRISEONE

Revise Spec Order Release (X3) - Werk With Order Headers

HUNT, ETHAN [P

Dane

© Sign Out
Select Find Add Copy Close Row Took
v @ + B X B B
Order Number 4452 X3 * Business Unit *
Supplier ‘
Records 1-1 Customize Grig a
@ Order or Order Supplier Supplier Entered Cancel
Number Ty Fd Number Description Date Date Ship To Buyer su
® 4452 X3 56650 502374 CORNHUSKER HEATING & AIR CONDITIONL... 03/02/2010 559783 4455871
< | >

[ + Trusted sites f

a -

H100%
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Step Action
15. Click the Row button.
16. Click the Order Revisions menu.

| Order Revisions |

ORACI—E. JD EDWARDS ENTERPRISEONE

Revise Spec Order Release (X3) - Work With Order Revisions Summary ]
§f5m E%i Cjnxse Revsmngachmen( %é;v R%m Iféls
Order Number * = x2 | [sees0 Business Unit ]
Supplier ’*7 @ Last Revision O All Revisions
Records 1-1 Customize Grid =]
[ CIC ] [
O fomoer | 7 ra tser Upcated soppier | it e
O & 4452 X3 56650 NISBSVIK 03/02/2010 502374 65025009 3 UPDATED THE QUANTITY ORDERED F
Dane [@ « Trusted sites Sg v H0n v
Step Action
17. Choose the Order and Revision you want to view by clicking the check box next to
it.
Note: You can add a "Revision Attachment™ to explain details specific to the
revision by clicking Revision Attachment icon — note that this does not get printed to
the order and is specific only to this order revision.
18. Click the Row button.
19. Click the Revision Details menu.
| Revision Details |
20. Note: This provides you with the line(s) that were revised.
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’I
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HUNT, ETHAN [JPY900]
© Sign Out

Order Number
Order Revision
Supplier
Ship To

Attachments

Records 1-1

v @ X 0 B

Revise Spec Order Release (X3) - Order Revisions Detail
Select Fnd  Clse Form Row Tooks

(56650

Branch/Plant ,W
Last Ord Revision 3

Revised B [msBsvik |
Revision Date ,W

@ Last Revision QC Al Revisions

[ pisplay Supplier ltem

(AR

Customize Grid g

[ [ ]

O [#) Mamber | Revsion Oraeren VoM Amount s Ty Pt Humbe
] 1.000 100.0000 EA 10000 65025009 521403 J 65025009 99999-C
] I >
Dane [ + Trusted sites Sy v Hiow -
Step Action
21. Choose the line you want to view by clicking the check box next to it.
22. Click the Row button.
23. Click the Revision History menu.
[ Revision History
24, Note: This provides you with the original line(s) prior to the revision.
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RACI—G JD EDWARDS ENTERPRISEONE

Revise Spec Order Release (X3) - Order Revision History
Find Close Form Row Tools
@ X =
Order Number [4452 X3 56650 Change Order 000
Line / Revision No 1.000 3 Last Ord Revision 3
Supplier 502374 CORNHUSKER Hi Revised By NISBSVIK
Ship To 559783 Revision Date 03/02/2010
Records 1-4 Customize Grid (&) (O
0o Order 2nd Item Quantity Trans Unit Purch Ln De
Revision Number Ordered UOM  Cost UOM  Amount Ty Description Lil
[l 0 99399-CC0090 4500000 EA 4500000 EA 202,500.00 J  TRAINING EXAMPLE
¥ 1 99999-CC0090 200.0000 EA 1.0000 EA 200.00 ) TRAINING EXAMPLE
[l 2 99999-CC0090 200.0000 EA 1.0000 EA 20000 J  TRAINING EXAMPLE
¥ 3 99999-CC0090 100.0000 EA 1.0000 EA 100.00 J  TRAINING EXAMPLE
< | b
Done ' Trusted sites Gh v H00w v

25.

%]

Click the Close button.

Select

RACI—G JD EDWARDS ENTERPRISEONE

Revise Spec Order Release (X3) - Order Revisions Detail
Row Tools

v @ X 0 B &

Find  Close Form
Order Number

Order Revision

Branch/Plant

65025009
3

4452

T

Last Ord Revision

Supplier 502374 Revised By NISBSVIK
Ship To 550783 Revision Date 03/02/2010
Attachments @ Last Revision O Al Revisions
[CIDisplay Supplier tem
Records 1-1 Customize Grid =]
Line Order 2nd item Quantity Ln Branch 3rd Iten
Humber  Revision Humber Ordered UoM  Amount Account Humber Ty Plant Humbet
1.000 3 99999-CCO0090 100.0000 EA 100.00  §5025009.521403 J 65025009 99999-C
| 2
Done o Trusted sites dh v H00w -
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Action

26.

Click the Close button.

ORACI—E JD EDWARDS ENTERPRISEONE
Revise Spec Order Release (X3) - Work With Order Revisions Summary
Select Fnd  Close Revision Attachment Row Report Tooks

v @ X &

Business Unit *

Order Mumber * ‘4452 ) ‘55559

Supplier - @ Last Revision O All Revisions

Records 1-1 Customize Grid o
Order or  Order Date Business Order

[ yumber Ty Fd User Updated Supplier  Unit Revision Description

& 4452 X3 56650 NISBSVIK 03/02/2010 502374 65025009 3 UPDATED THE QUANTITY ORDERED F

HUNT, ETHAN [JFY300]
© Sign Out

@@

[ + Trusted sites

v Rlow -

Done

Step

Action

217.

Click the Close button.
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Revise Spec Order Release (X3) - Work With Order Headers

Select Find Add  Copy Close Row Tools

Training Guide
Setting Up A Requisition, Quote and Special PO

HUNT, ETHAN [JFY300]

© Sign Out

@@

v @ + 3

Order Number ‘4452 ) ‘~ Business Unit =

Supplier ‘

Records 1-1 Customize Grid @

& Order Or  Order Supplier Supplier Entered Cancel
Number Ty Fd Number Description Date Date Ship To Buyer Su

® 4452 X3 56650 502374 CORNHUSKER HEATING & AIR CONDITIONI... 03/02/2010 559783 4455871

© | >

Done [ + Trusted sites Gh v H00w -

28.

%]

Click the Close button.

29.

You have successfully completed this lesson.
End of Procedure.

Submit Order Revisions Report
Procedure

In this lesson you will learn how to submit an order revisions report.
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© Sign Out
EnterpriseOne Menu BEO
Open Applications

You have no running applications The EnterpriseOne Menu contains several links to the applications.

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

You can also hide the menu when you need more space for your work.
Fast Path

va [>-]

[ Favorites

I Content Development Tools
I» EnterpriseOne Menus

[> Mobile Sales Menus

[» Power User Tasks

> State of Nebraska

Welcome!

[» Roles

+ Actions
—Help
— by Svstem Options
Work Center
— Submit.Job

w Job Stalus

I Preferences

Dane o Trusted sites dy v Hiow -

Step Action

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

2. Click the Grants & Projects link.
[Grants & Projects]

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

4, Click the Grants & Projects Reports link.
[Grants & Projects Reports]

5. Click the Purchasing Reports link.
IPurchasing Reports|

6. Click the Procurement Reports link.
IProcurement Reports|

7. Click the Revisions History link.
[Revisions Histon]
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ORACLE, JD EDWARDS ENTERPRISEONE HUNT, ETHAN [JFY800]

© Sign Out

Version Prompting o
Cancel Submit Form Tools
L3
Prompt For
[ Data Selection [JData Sequencing
Done [ + Trusted sites da v H0w -

Step Action
8. I%:k the Data Selection option.
9. Click the Submit button.
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© Sign Out

Data Selection
OK  Cance| Dekete Up Down
v X 1
Operator Left Operand Comparison Right Operand
[1 where |Document (Order No, Invoice, etc ) (F4301) (DOCO) [BC] ¥ | 1= equaito v/ [ Biank v
@l | order Type (F4301) (DCTO) [BC) v |[is equalto v [ Biank v|
m| [ 9| ol vl
Add Row
Advanced
Dane  Trusted sites dy v Hiow -

Step Action

10. Click the Right Operand list of the first row.
| Blank v

ORACLE, JD EDWARDS ENTERPRISEONE

Data Selection
OK  Cancel Delte  Up  Down
v X 1
Operator Left Operand Comparison Right Operand
[ud] ‘Where |Da:umem {Order No, Invoice, efc.) (F4301) (DOCO) [BC] v| | is equal to
0 [ order Type (F4201) mCTO) EBCH v/ [is equaito
o | o
Address Mumber (F4301) (ANS) [BC]
Add Row Address Number - Ship To (F4301) (SHAN) [
Change Order Number (F4301) (CORD) [BC]
Advanced Change Order Work Field - Global [RV]
Docurnent (Qrder Mo, Invoice, etc.) (F4301) (1
Header Change Order - Global [RV]
Mumeric Change Qrder from PO - Global [R!
Time of Day (F4301) (TDAY) [BC]
Done < Trusted sites $h v H00% -
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Step Action
11. Click the Literal list item.
[Literal

Select Literal Value

ORACI—E’ JD EDWARDS ENTERPRISEONE e

© Sign Out

0K Cance]

v X

Single Value Range of Values  Listof Values

Literal Value: 1

[ + Trusted sites 43 - Hiow -

Step

Action

12.

Enter the order number into the Literal VValue: field.
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ORACI—E, JD EDWARDS ENTERPRISEONE

Select Literal Value

OK  Cancel

"4

Single Value Range of Values  List of Values

Literal Value: 4452

HUNT, ETHAN

[ + Trusted sites

Dane

4 v ®iow -

Step Action

13. Click the OK button.

ORACLE, JD EDWARDS ENTERPRISEONE

Data Selection
0K Cancel Delete  Up  Down
v X 1
Operator Left Operand Comparison Right Operand
[] Where [Document (©rder No, Invoice, etc.) (F4301) (DOGO) [BC] v | [is equal to v [4452° v
il |OruerTyDe (F4301) (DCTO) [BC) V| | is equalto V‘ ‘ Blank V‘
o | o 5| v
Add Row
Advanced
Done < Trusted sites dh v H00% v
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Step

Action

14.

Click the Right Operand list of the second row.

| Blank

v|

ORACLE, JD EDWARDS ENTERPRISEONE

Data Selection
OK Cancel Dekte Up Down

v X o B ®

‘Operator Left Operand ‘Comparison

Right Operand

‘Where |Ducumem {Qrder Mo, Invoice, efc.) (F4301) (DOCO) [BC] v| | is equal to

| order Type (F4301) CTO) [BC) v |[1s equaito

Gl = ]

[ | sl

Business Unit (F4301) (MCU) [BC]
Line Type - Global [RV]

Order Fund (Order Number) (F4301) (KCOO)
Order Suffix (F4301) (SFXQ) [BC]

Order Type (F4301) (DCTO) [BC]

User ID (F4301) (USER) [BC]
szSpecifyChangeOrder [FO]

Done [ + Trusted sites Gh v Hioowm -
Step Action
15. Click the Literal list item.
[Literal
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© Sign Out
Select Literal Value

0K Cance]
v X

Single Value Range of Values  List of Values

Literal Value: I Q

Dane [ + Trusted sites Sy v Hiow -

Step Action

16. Enter the order type into the Literal Value: field.
17. Click the OK button.
18. Click the OK button.
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HUNT, ETHAN [JP¥300]

© Sign Out

Printer Selection @
%( cﬁ)néej Eﬁm IEB
Printer Selection  Print Property =~ Document Setup | Advanced
Printer Name |acPL/ONEWORLD
Printer Location |N\S
Printer Model |Laser
Number of Copies ,17 Range: 1-9999
Done [ + Trusted sites dh v H0w v
Step Action
19. Click the OK button.
=
20. You have successfully completed this lesson.

End of Procedure.

Enter Receipts for a Project

Procedure

In this lesson you will learn to enter receipts for a project.
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© Sign Out
EnterpriseOne Menu BEO
Open Applications

You have no running applications The EnterpriseOne Menu contains several links to the applications.

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

You can also hide the menu when you need more space for your work.
Fast Path

va [>-]

[ Favorites

I Content Development Tools
I» EnterpriseOne Menus

[> Mobile Sales Menus

[» Power User Tasks

> State of Nebraska

Welcome!

[» Roles

+ Actions
— Help

— by Svstem Options
Work Center

— Submit.Job
w Job Stalus

I Preferences

Dane o Trusted sites dy v Hiow -

Step

Action

Click the State of Nebraska link.
State of Nebraskal

Click the Grants & Projects link.
[Grants & Projects]

Click the Grants & Capital Projects link.
[Grants & Capital Projects

Click the Receiving link.
Feceiving

Click the Enter Receipts by PO (X3) link.
[Enter Receipts by PO (43
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ORACI—G’ JD EDWARDS ENTERPRISEONE HUNT, ETHAN [JPY300]

© Sign Out

Enter Receipts by PO (X3) - Work With Purchase Orders to Receive o

Select Find Close Row Form Tools

v @ X B B B
Order Number ‘i X3 - Branch/Plant B

MIGP/nventory Mumber F

Account Number [

Receipt Document
Previous Batch

No records found. Customize Grig =]

[ L JC JCJT_ I \ [ ] I [ ]

Order  Or Order Ord  Line  HIGP Humber/ Quantity Trans Amount Base
Number Ty Fd  Suf  Number Inventory Humber Supplier  Open UOM  Open ShipTo  Curr  Descri

[l pisplay Supplier ltem

|
|

Done

[ + Trusted sites du v H0w -

Step Action

6. Enter the order number into the Order Number field.

7. Click the Find button.

8. Click the Select button.

Warning: If releasing an amount on a single line of a multi-line Purchase Order, a
Zero must be entered over the amount in all other lines indicating the desire to
release no $ for those lines.

9. Enter today's date in the G/L Date field if it did not default in.
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OK Cance] Form Row Tools

B X 5 B &

Enter Receipts by PO (X3) - Purchase Order Receipts

Batch Number 2087316

Records 1-1

[ & Rrec WGP Humber!

Opt Inventory Number Description

] 1 99999-CCO0090 TRAINING EXAMPLE
< |

Receipt
Order Number ‘4452 \X&‘
Supplier 502374 CORMHUSKER HEATING & AIR CONDI

Description 2

© Sign Out
@

GiL Date 0310212010 &
Receipt Date 03/02/2010

Receipt Document

Customize Grig a

Trans Purch
‘Quantity UOM  Unit Cost UoMm  Ar
50.0000 EA 1.0000 EA

>

Dane

[ « Trusted sites

4 v Hiow -

Step Action

10. Click in the Quantity field.
| 50.0000]

11. Enter the quantity number into the Quantity field.

12. Click the OK button.
=]
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HUNT, ETHAN [JFY300]

© Sign Out
Enter Receipts by PO (X3) - Work With Purchase Orders to Receive o
Select Find  Close Row Form Tools
v @ X B L3
Order Number ‘4452 X3 Branch/Plant B
MNIGP/nventory Mumber F
Account Number ‘~
Receipt Document 412718
Frevious Batch 2087316 [ oispiay Supplier item
Records 1-1 Customize Grig =]
Order  Or Order Ord  Line HIGP Humber/ Trans Amount Base
Number Ty Fd  Suf Number Inventory Humber UOM  Open shipTo  Curr Descri
@ 4452 X3 56650 000 1.000 99999-CCO090 50.0000 EA 50.00 550783 TRAINI
L %
Done [ + Trusted sites Gh v H00w -

13.

Click the Find button.

14.

The Amount Open has been reduced by the amount of the receipt

15.

Click the Close button.

16.

End of Procedure.

You have successfully completed this lesson.

Page 65




	Setting Up A Requisition, Quote and Special PO
	Setting Up A Requisition, Quote and Special PO Overview
	Create a Requisition for a Project
	Enter Quote Suppliers on a Quote for a Project
	Enter Bid Responses on a Quote for a Project
	Enter Special Purpose PO (X3) Direct
	Enter Special Purpose PO (X3) Direct Overview
	Enter Special Purpose PO (X3) Direct Lesson

	Generate a Special Purpose Purchase Order for a Project
	Generate a Special Order Release (X3) from (X2) for a Project
	Modify the Purchase Order Release (X3) to Facilitate Partial Receipts
	Print a Purchase Order
	Enter Revisions and Review Order Revisions
	Submit Order Revisions Report
	Enter Receipts for a Project


