B Contract Usage by Selected Contract Report (R5709544)

Overview

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

NIS Policies

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

Navigation
Click Roles, Procurement.
(Citrix users — right click on the menu, choose View by Role, choose Inventory.)

Purchasing - Agencies > Inquiries & Reports > Purchasing Reports >
Contract Reports > Contract Usage

Steps

Run the Contract Usage by Selected Contract Report

Start this instruction from the Work with Batch Versions- Available Versions window.

Work With Batch Versions - Available Versions 1) 7]
Select Find  Add  Copy Dekle Close Row Form Tools

v & + B 0 X B B &

Batch Application R5709544 Contract Usage Report
Read Only Report (Y/N)

Records 1-4

[] mMis0001 Usage Report RWILLEY001 08M17/2009 0 MO SECURITY Q
[ Nisoo02 By Selected Contract Mumber NISKMCKAY 08/18/2009 0 MO SECURITY

[ niso003 Commodity Contract Usage Report MNISMHANWAY 07/15/2009 0 MO SECURITY

[] NIS0004 Grant Contracts UATPT10 08/06/2009 0 NO SECURITY g
= 0 I B

1. Choose Version NIS0002 “By Selected Contract Number”
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2. Click ROW. Processing Options.

Work With Batch Versions - Available Versions
Select Find Add Copy Delete Close Row Form Tools

v & + B 0 X B O B

Batch Application RS’ = Seledon itract Usage Report
Read Only Report (Y/N) r— E;lmteggsg;mg
Version Detail

Records 1-4 Customize Grid

Version Version Title Description

MNIS0001 Usage Report RWILLEY001 08M7/2009 0 MO SECURITY
NIS0002 By Selected Contract Mumber NISKMCKAY 08/18/2009 0 MO SECURITY
NIS0003 Commodity Contract Usage Report MNISMHANWAY 07/15/2009 0 MNO SECURITY

MNIS0004 Grant Contracts UATPT10 08/06/2009 0 NO SECURITY

3. Enter the date range for which to run the report
4. Click OK

ORACLE, &+

I| ok cancel

v X
Begin/End Date
Beginning Date | |E"J

Ending Date | 08/21/2009 |

The Work with Batch Versions — Available Versions Screen reappears

-

Work With Batch Versions - Available Versions @[
Select| Find  Add  Copy Delele Cose Row Form Took

v| & + B 01 X B 5 &

Batch Application R5709544 Contract Usage Report
Read Only Report (Y/N)

Records 1-4

Version Title Description

NIS0001 Usage Report RWILLEYDOD1 08/17/2009 0 NO SECURITY

NIS0002 By Selected Contract Number NISKMCKAY 08/18/2009 0 NO SECURITY
NIS0003 Commodity Contract Usage Report MISMHANWAY 07/15/2009 0 NO SECURITY
NIS0004 Grant Contracts UATPT10 08/06/2009 0 NO SECURITY

5. Choose NIS0002 “By Selected Contract Number” and click the Select icon.
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The Version Prompting screen appears:

Version Prompting ]
Cance| Submit Form Tools
X & 8 &

Prompt For

[ Data Selection Ooata Sequencing

6. Select Data Selection and Submit
The Data Selection Screen Appears

ORACLE (o

Data Selection
OK Cance| Dekte Up  Down

v X 0 B @

[ [operatorfteitoperana  [comparison  |RghtOperand
] Wnere |Order Type (F4301) (DCTO) [BC] 2] is equalto | | ~06,09,06,0U,Y4,Y5.27 28, 26" [¥]
O And [&] | original Order Type (F4311) (OCTO) [BC] [ is equalte B ["o4.0c Y320 [¥]
[0 | And [ | original Order Number (F4311) (OORN) [BC] 2| is equalto || | ~oo0oo000” [¥]
0 [ [~ [~ [~]

7. In the third row (Original Order Number) complete the following field:

e Right Operand - enter the specific 8-digit contract number for which to run report. (Ex.
00012345)

ﬁ 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.

Click OK.
Click OK.
10. Click OK.
& This report runs in both PDF and CSV formats.

4. Click Close. You will return to the main menu.

ﬁ View the Report via Submit Job or View Job Status. For step-by-step instructions, please
refer to the Working with Submitted Reports work instructions. Choose the Job Details to view
(R5709554 _...) once the Description is "Done".

ﬁ For more information on viewing reports in CSV, refer to the Running/Viewing Reports in CSV
work instructions in the System Basics manual.
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http://www.das.state.ne.us/nis/trainingmanuals/810_training_manuals/system_basics/027_SB_WI_L3_T3_Running_Viewing_Reports_CSV.pdf

Nebraska Information System (NIS)

Sample of last page of Report:

Contract Usage by Selected Contract Report (R5709544)

RE709544 STATE OF HEERASKA 081819
WISOMZ Comfract Usage Repori Fage.
By Seecied Contract Mumber
HElP Line [2¥] PO

Corfracte Code Ho.  Descripfion PO Vendor® Verdor Hame Agency  LastS@b  MextStat Cuanfity Unit Cost

0400029764 BE380 416000 GUB3O0ERT 09260947 1137504 WIMDSTREAM COMMUMICATIONS  DaS 5&0 559 el 513
-AL

DLDDOZS764 BE3BD  £UT000 EWES0OSSR 03260347 1227304 'WINDSTREAM COMMUKICATIONS D85 580 339 EW 534
-AL

DLDD0Z3764 BE380 418000 GUGIODERS 03260347 1227304 'WINDSTREAM COMMUKICATIONS D85 580 339 5000 &0
-AL

DLDD0Z9764 BE38D  £19.000 GUE300ESY 03260347 1227304 'WINDSTREAM COMMUKICATIONS D85 580 339 5000 13
-AL

DLDD0Z3764 BE380 420000 WTEDI3AA 03261052 1227504 'WINDSTREAM COMMURICATIONS D85 580 339 7m0 1035
-AL

DLDD0Z3764 BE380  £24.000 WTSDI4AD 03261052 1227504 'WINDSTREAM COMMURICATIONS D85 580 339 7m0 1829.15
-AL

DEDDOZS7E4 BE3ED L3000 HTOWE4AAES 03261052 1227504 'WINDSTREAM COMMURICATIONS D85 580 339 4m £.380.17
-AL

DLDD0Z3764 BE380  £4000 WTVESIEBAE 03257870 1227504 WINDSTREAM COMMURICATIONS D85 b2 339 1| 181468
-BL

DLDD0Z3764 BE380  £25.000 WTTLD4HA 03261032 1227504 'WINDSTREAM COMMURICATIONS D85 580 339 1| ERI0E
-BL

DLDD0Z3764 BE38D  £26.000 WTTLISAA 03261032 1227504 'WINDSTREAM COMMURICATIONS D85 580 339 1| 20z
-AL

DLDDOZS7E4 BE38D  £27.000 WTTL4SAA 03261032 1227504 'WINDSTREAM COMMURICATIONS D85 580 339 1| 15264
-AL

Q400025764 BE3ED 428000 WTESOTAR Q9261052 1227904 'WIMDSTREAM COMMUMICATIONS  D&S 50 EEE] | gzr
-AL

Q400025764 BE3ED  429.000 WTVTSQAEBEES Q9260962 1127904 'WIMDSTREAM COMMUMICATIONS  D&S 50 EEE] am 524055
-AL

0400025764 BE3ED  430.000 WTVISOAEDAES (9260962 1127904 WIMDSTREAM COMMUMICATIONS  D&S 5&0 L am 500.13
AL

0400025764 BE3ED 431000 NTVIZOACABES (9260962 1127904 WIMDSTREAM COMMUMICATIONS  D&S 5&0 L im 1MEH
AL

0400025764 BE3ED 432000 NTVISTACAMES (9260962 1127904 WIMDSTREAM COMMUMICATIONS  D&S 5&0 L im 447824
AL

0400025764 BE3ED 433000 NTVISQAEEAES (9260962 1227904 WIMDSTREAM COMMUMICATIONS  D&S §&0 59 im TESAS
AL

DEDD023764  Total Extended Dolar Cost 2,7B 58515 Total Dollar Cancelied Lines 1,961,436.50 Corfract Tolal Dollar Usage 748,148.65
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