Generating a ZP (Purchase Order) from a ZR
(Purchase Requisition)

Overview

Shop Supervisor will complete this step only if placing the order with the
vendor.

NIS Policies

The tasks in this documentation provide end users with the tools to enter data
and collect data in NIS. 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:
http://www.das.state.ne.us/.

NIS Navigation

Steps

NIS State of Nebraska > Dist & Mfg - CSI > Purchasing > CSI Purchase Order >
Inventory/Floor Stock Purchase Order > Gen Inventory/Floor Stock PO (ZP) from
Req (ZR)

Start this instruction from the Gen Inventory/Floor Stock PO (ZP) from Req (ZR)
— Work with Order Release window.

1 O
EnterpriseOne Menu —l Gen InventorylFloor Stock PO (ZP) from Req (ZR) - Work With Order Release 7
— Submit Job AlSelect Find  Close  Form Row  Iools |
— Wiew Job Gtatus V4 i
= State of Nehraska (% x E E k

= Dist & Mg - CSI Supplier |i Q Business Unit =
= Purchasing
> Gl Requisitions Order Number [ R [
[> C5l Stock and Non
Stock Orders from Uiy Ty |’
Contract ,7
< C8l Purchase Order Account Nurmber i

[ Purchase Orders -
Agencies
= InventoryiFloor Stock
Purchase Order
— Enter
InwentaryFloor
Stock PO (7P

(] Display Supplier ltem

No records found.

2nd Hem
Number

Order | Number

1. Enter the order number in the Order Number field, if known, to minimize the
search.

ﬁ Can do a search based on any information criteria in QBE line.
2. Click Find.
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nterpriseOne Menu —Jl Gen Inventory/Floor Stock PO (ZP) from Req (ZR) - Work With Order Release 2
Submit Job 2l Zelect Find  Cloze  Form  Row  Tools |
Wiew Job Status

f State of Nehraska d (% X B B L

 Dist & Mig - G5l Supplier F Bushees Uni —
=~ Purchasing
I GBI Requisitions Qrder Number F ] F

[> C8l Stack and Mon

Stack Orders fram ey BT |*
Contract ,7*
< G5l Purchase Order Aceourt Hurmber
> Purchase Orders - I_Dlsmay Supplier lterm

Agencies

= InventoryFloor Stock
Furchase drder
— Enter

Records 1-3 Customize Grid

InventorgFlaor
Stock PO (ZF) r Order Or |Order |Chg |Line 2nd tem Amount
Number Ty |Fd Order |HNumber | Number uoM | Open

[m} 32466 IR 52510 000 1.000 60072 1.0000 EA 126.00
O & 32917 IR 52510 000 1.000 55344-305529 1.0000 FT 20

- Len (m} 32817 IR 52510 000 2.000 TAT 1.0000 EA
InventoryFloor o L =

3. Choose the desired Order Number and Detail Line on the grid.

& Click on the “paperclip” to identify the attachments. Be sure to look at
any pertinent attachments.

4. Click Select. The Gen Inventory/Floor Stock PO (ZP) from Req (ZR) - Order
Release window appears.

seOne Me =J-l Gen Inventory/Floor Stock PO (ZP) from Req (ZR) - Order Release
— Bubmit Jak 2] oK Cancel Form  Tools
— ¥iew Job Status =
v State of Mebraska
= Dist & My - C5I Supplier A Q,  BEST SOURCE Business Unit 46070025
< Purchaging
[» C8| Requisitions Buyer ~
& 51 Stack and Nan Attachments ; Releaze
Sock Orders from Ship To 557816 CORRECTIONS - CORNHUSKER . Close
Contract @ Cancel
< 631 Purchase Order Order Number [zs17 [zr [s2510 o0 [1.000
[» Purchase Orders -
Agencies
< Inventory/Floor Stock
Purchage Order
— Enter
IventoryFloar
Stock PO (ZF) Relzase Qty 1.0000 FT
i Oty To Date Amt To Date
Criginal Gty 1.0000 Original Amt 20
Gen
InventoryiFloor Purchasing UOM FT Line Type 5
Stock PO (ZP;
from Quite (FG)
— Revise -

5. Change desired fields as necessary on the Header:
e Business Unit — this should be 460700XX (XX = Shop #)

e Supplier —- DO NOT CHANGE - for the purpose of this training.
(Your inmate clerk will enter in 999999 for the vendor. You will need to
change this. Click on the Visual Assist to search for the Supplier A/B#.)

e Buyer — Leave blank
e Ship To — should reflect the delivery location for your Warehouse
o 557816 = CSI Warehouse
Release Information TAB — Review:

e Release Oty — Should reflect the quantity you are ordering

¢ Changes made to the order release will be reflected on the generated
Purchase Order. They do not change the original Purchase Requisition.

& Anything grayed out cannot be changed.

Detail Information TAB — Review:
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A ) — —

terpriseOne Menu -l Gen Inventory/Floor Stack PO (ZP) from Req (ZR) - Order Release

Subrnit Job <l ok cancel Form Tooks
[Wiew Job Status =] g
State of Nehraska x =] &
[~ DN = CE Supplier [3323810 DANIELS OLSEN Business Unit o0
< Purchasing
2]

I; 82: gﬁ‘ii‘iﬁ'mn o Aftachments @ Relzase
Stock Orders fram Ship To 557816 CORRECTIONS - CORNHUSKER 5. & Close
Contract ® Cancel

<GSl Purchase Order Order Number 32517 R 53510 000 1.000
[> Purchase Orders -

Agencies
= InventoryFloor Stack

Purchase Order

— Enter
InventorFloot
Stock PO (7F) Inventary Nurnber |65344-305929

Supplier tem Number |

nformation || Detail Information | Dates

Account Number |

— Gen SBL Type/Subledger

InventorviFloor

Stock PO (ZF° Lotisn Location

fenr Qunte (700

e Description — Review but DO NOT CHANGE: this defaulted from the
inventory number.

e Leave all other fields blank.
Dates TAB — Review:

EnterpriseOne Menu —J| Gen InventorylFloor Stock PO (ZP) from Req (ZR) - Order Release ] |
— Submit Job = OK Cancel Form  Iools
— Wiew Joh Gtatus ¥ B 3
< Elale of Nebraska — —

> Dist & Mfg - CSI Supplier 3323510 DANIELS OLSEN Business Unit 45070035
= Purchasing

I GSI Requistions Buyer =

> CSI Stock and Mon Aftachments ; Release
Stock Orders from Ship Ta 557616 CORRECTIONS - CORNHUSKER 8. Close
Confract & Cancel

Oreler Murmnbs

<05l Purchase Order WIS (R [32s17 R [52510 ooo 1000

[ Purchase Orders -
Agencies

= InventoryiFloor Stock

Purchase Order
— Enter
InventoryFloor

Stock PO (7P Reguested [&) Cancel Date
Promised Delivery 114192007 Order Date 11162007

GIL Date 111942007 Planned Effective 1171612007
InverntoryFloor
Stock PO (7P
from Quate (ZQ)

e Requested — date to receive order

e Promised Delivery — date the vendor can meet
e G/L Date — DO NOT CHANGE

e Cancel Date — LEAVE BLANK

e Planned Effective — DO NOT CHANGE

6. Click OK.

& if multiple rows were chosen, the Order Release window refreshes with
the next item. Repeat Steps 5 & 6 for each detail line that you wish to
include on the Purchase Order.
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7. Click Form, Generate Order. The Gen Inventory/Floor Stock PO (ZP) from
Req (ZR) - Generated Purchase Order window appears.

Gen Stock PO (ZP) from Req (ZR) - Generated Purchase Orders

Clpse  Row Iools

Records 1-1

Order Or [Order |Business |Supplier | Request
Number Ty Fd Unit Date

(ol 112573 ZP 52510 46070025 500001 02/14/2007

& The new Order Number and Or Ty (Order Type) will appear and should
be noted if you wish to do more work with them or facilitate searches later.
The Order Number must be given to the Vendor.

Click Close.
Click Close.

To revise a ZP purchase order:

You will then need to revise and add the T line and whether the order is
confirming or non-confirming.

Navigation

Shop Supervisor -- Roles: Procurement

Shop Supervisor’s and Staff can revise a document. Inmate clerks cannot
revise documents.

State of Nebraska > Dist & Mfg - CSI > Purchasing > CSI Purchase Order >
Inventory/Floor Stock Purchase Order > Revise Inventory/Floor Stock PO (ZP)

Steps

1. Enter in the ZP number that was just generated

ORACLE’

EnterpriseOne Menu —Jl Revise Inventory/Floor Stock PO (ZP) - Work With Order Headers ] El

Rl “lselect Find  Add  Copy Close Row Tools |
es:

Procurement#25 = @ e @ = B X 2 L3

Order Number ’*7 ’? ’fi Business Unit =
— Bubmit Jok .
— View Joh Status Supnlier [
= State of Nebraska
<7 Dist & Mfg - C5I
> Inventary - G5l
[ Manufacturing - CS|
= Purchasing - CEI = "
[> Purchasing - Agencies :::’:::: :::::'I:Lm I’I::lﬂ:el
> ¢S5l Requisitions

< C8l Purchase Order 112673 7P 42510 500001 WEST HODSOM LUMBER CO 02/14/2007
= InventoryiFloor Stock |

Records 1-1

= 5

Purchase Order
— Enter

2. Click on the correct Order Number is selected and click on Select.
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ORACLE’

EnterpriseOne Menu -l Revise InventorylFloor Stock PO (ZP) - Order Header (il
OK cancel Form  Tools

Roles: = =
Procurement #25  « @ x . h

Order Murmber [112573 zr 2510 Business Unit 46070025
— Submit Job
— Miew Job Status
7 State of Nebraska
<7 Dist & Mfg - CSI
> Inwentary - CSI Addiess Numbers ates
[» Manufacturing - C5| Supplier G, WEST HODSON LUMBER CO

Order Date 021 472007
Requested 020142007
Promised Delivery 0201472007

= Purchasing - GSI
I> Purchasing - Agencies B
[> C8l Requisitions Buyer
« G5l Purchase Qrder

CORRECTIONS - CORNHUSKER.

= InventoryfFloar Stock Send Invoice To 260035 CORRECTIONS, NEBRASKA DEPART. o Dt
Purchase Order Pt Remark ‘ ancel Date
— Enter
InvernitaryFloot Description
Slock PO (ZP: Print Message
- Gan ?
InventoryFloor
Siock PO (2P Tax Expl Code Haold Code BLANK - ROLD CODES 42HT
from Req (7R Tax RatelArea Approval Code 100388
—Gen
InventorFloot Certificate Retainage %
Stack PO (ZF° Ordered B ,7
frorm Quate (70 ! SATRIED
PersoniCorp. ID Order Taken By
Payrnent Terms ’_ AlA Document ¥

= I or
Slock PO (ZF) [ |

& Changes to the Order Header do not automatically update on the Detail
Lines. To populate ALL information from the Order Header to the Order
Detail Lines, click Form, Header to Detail, Populate. Please review the
Detail lines to ensure the information is correct. Please note: the
information from the Order Header will NOT populate to Detail lines that
are cancelled or closed (Status = 999).

3. Click Form, Additional Info. The Order Header — Additional Information
window appears.

Enter Stock Req (ZR) - Order Header - Additional Information ] =
Ok Cancel Tools
X B

Fricing Group BLANK 40P
Freight Handling Code
CostRule BLANK - LANDED COSTS 41/F5

Send Method FRINTABAIL

Evaluated Receipt

I i)

Supplier 50

Reference |28, MON-CONFIRMING]

Delivery Instructions Line 1

|

Adjustment Schedule

¢ Indicate the shop number and if the order is Confirming or Non
Confirming in the Reference Field

e Click OK
e Click OK
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Purchase Order

— Enter
InventoryFloor
Stock PO (7P

- Gen
InwentorFloor

—

Retainage %

Stack PO (TP
fram Red (ZR;

—Gen

Records 1-2

InventoryFloor
Stock PO (7P

from Quote (ZQ)

ass [

48526-TR-CH-082

| |

100.0000 [GL

EnterpriseOne Menu —J Revise Inventory/Floor Stock PO (ZP) - Order Detail ] El
Ror =l ok cCencel Form Row Tools
es:
8 B
Frocurement#25 = @ ) x B8 = Ll
Order Detail J{Line Defaults
— Submit Job
— Miew Job Status
< Siale of Nebraska Order Mumber 112573 P 52510 Business Unit 46070025
< Dist & Mfg - CSI
> Imventary - 8l
[ Manufacturing - CS|
< Purchasing - G81 Supplier 500001 WEST HODSON LUMBER CO  Order Revision h]
> Purchasing - Agencies
[> ©8I Requisitions 8hip To 557604 CORRECTIONS - CORNHUSE . Order Date 02/14/2007
+ C8l Purchase Qrder
= InventoryiFloor Stock Hold Code BLANK - HOLD CODES 42/HT

4. To add the T line, click on the next line and add:

Complete the following information for freight, pallet fee, fuel surcharge or any

other fee:

NIGP Number: TXT
e Quantity Ordered: 1
e TrUOM: EA

e Unit Cost: $0.01

e Description: Write in the new Shop #, a “+” sign, Quoted Freight or

Estimated Freight. If it is FOB Destination, type the shop number and

FOB Destination. Also include the dollar amount in the description.

For Example:

NN, + Quoted Freight $XX.XX
NN, + Estimated Freight $XX.XX
NN, FOB Destination

NN, No Freight, P/U

e If, in addition to freight, there will be a pallet fee, fuel surcharge or any
other miscellaneous fee, you will need to add another line for that
charge. Enter the NIGP Code, Quantity, UOM, Unit Cost (if necessary)

and the description.

For Example:

NN, +Pallet Fee $XX.XX

NN, +Fuel Surcharge $XX.XX
NN, +EPA Fee $XX.XX

e Scroll overto Ln Ty: Type in “T”

& Freight Quote is when a vendor gives you an amount for freight.

& Freight Estimate is when a vendor gives you a guess for freight.

ﬁ FOB Destination is when the vendor pays freight.
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ORACLE’

EnterpriseOne Menu -l Revise InventoryfFloor Stock PO (ZP) - Order Detail
OK  Cancel Eorm  Row  Tooks

Roles:
=
Frocurement #25 =] (%) H X 08 &

— Subrmit.lob Order Detail
— View.Job Status
< Btate of Mebraska
= Dist & Mfg - GS| Order Numhber 112573 Fiz) 52510 Business Unit AR070025
I> Inventary - CS1
> Manufacturing - C8I
< Purchasing - CSI

I Purchasing - Agencies Supplier 500001 WEST HODSON LUMBER Order Revision i}
I» CS| Reguisitions
< (8l Purchase Order Ship T 557684 CORRECTIONS - CORNHUSK... Order Date 0211 472007
= InvertoryFloor Stack
Purchase Order Hold Code BLANK - HOLD COOES 424HC

— Enter
InventoryiFloor .
Stock PO (7P Retainage % [
—Gen

InventorgiFloor
Stack PO (7P,

frarm Req (ZR
— Gen Records 1-3 ]
InventoryiFloor
Stock PO (7P u NIGP Humber / 3 - Digit | NIGP Quantity Tr. Unit Extended Pu,|
from Quote (7 Inventary Number NIGP Sub Ordered UoMm Cost. Cost. Uol|
O 48526-TR-CH-082 485 26 1000000 GL o0 Gl
O TAT TAT ali] 1.0000 EA EA

— InventorgFloor ,7 ,— ’—

Stock PO (ZF; r o ‘
Approval | |

—Gen

5. Click OK

erpriseOne Me >l -B Revise Inventory/Floor Stock PO (ZP) - Media Object ] |

o sl 0K Cancel Form Tools
e & O
Procurement#25 =] (%) B £ 0 &
Text! |7
— Submit.Job @

— ¥igw Job Status HCUUHEFNEW j ‘ 10 = ‘ B S U
7 State of Nebraska
= Dist & Mg - CSI
> Irmventary - CSI
[ Manufacturing - CSI
< Purchasing - G5l
[» Purchasing - Agencies
[» CBl Requisitions
= CSI Purchase Order
= Inventary/Floor Stock
Purchase Order
— Enter
InventoryiFloor
Stock PO (ZP

7/9/07 N Kemper =

—Ben _';l
Inve it niF oo - =
ek PO (7P

6. After revising a purchase order, the above box will appear. Type in the date,
your first initial and your last name.
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