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

Generating a PO (09) 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 CONTRACT 76500 O4 or
76501 O4.

ORACLE" 1D Edwards EnterpriseOne Roles + Personalization = Help AB &PT - AGENCY REQUESTER  [JPY510] Sign Out

ORACLE
JD EDWARDS ENTERPRISEONE

EnterpriseOne Tools Release: 9.1.4

#100% ~

Step Action

1. Click the Navigator menu.

Mavigator -

2. Click the State of Nebraska link.
| sTaTE OF NEBRASKA]

3. Click the Purchasing - Agencies link.
| Purchasing - Agencies ¥ |
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Step Action
4. Click the Purchase Orders - Agency link.
| Purchase Orders - Agency 4 |
5. Click the Service Purchase Order link.
| Service Purchase Order v
6. Click the Gen Service PO (09) from Contract (O4) link.
| @ Gen Service PO (09) from Contract {04) |
ORACLE" 1D Edwards EnterpriseOne Personalization = Help AB &PT - AGENCY REQUESTER  [JPY510] Sign Out
if rvice Purchase Order
Gen Service PO (09) from Contract (04) - Work With Order Release Query:[AlRecords [ v] [ (I
v & K B eom B row B 100
Supplier EBusiness Unit
Order Number i ® |04
Inv Number NIGP Number T
Account Number
[Coisplay supplier 1tem
No records found. customizerid  [E @
] ez e O ol P el ey e R b T i - 5
< >
#100% ~
Step Action
7. Enter 76500 O4 (Moving) or 76501 O4 (Installation) in the Order Number Field,
to minimize the search.
8. Click the Find button.
&Y
9. Click the check box of the desired Order Number and Detail Line on the grid.
10. Click the Select button.
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ORACLE" 1D Edwards EnterpriseOne Roles v Personalization »  Help AB &PT - AGENCY REQUESTER [PY910]  Sign Out

STATE OF NEBRAS 910 >
Gen Service PO (09) from
¥ & eom & moos

Supplier 2023742 x Q. ALCOHOL MONITORING SYSTEMS INC Business Unit

O@EE

46140057

Buyer 1218671 JEFFREY LAABS (DCS)
® Release
Ship To 557819 CORRECTIONS - COMM CORREC CTR Close

Cancel
Order Number 65057 04 10000 000 1.000

Release Information Detail Information Dates
Release Qty 3500.0000 DY Release Amt 34,825.00
Qty To Date AmtTo Date
Original Qty 3500,0000 Original Amt 34,825.00

Unit Cost 9.9500 Purchasing LOM DY Line Type Bl

100% ~

Step Action

11. HEADER INFORMATION
Review the following fields on the Header and make the following changes:

Business Unit — a valid Business Unit for your agency
Supplier —vendor that received the project bid. Use one of the following:

e 4203420 Office Innovations LLC
e 631076 Office Installation Specialists Inc.
e 1744140 World Class Office Installers Inc.

Buyer - 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

12. Release Information

Release Qty Field will populate with the quantity of the contract. Change this to
match the Request for Quote total cost submitted by the contractor.

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.

13. The Release Amt will automatically calculate when Release Qty Field is
updated.
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ORACLE’ 1D Edwards EnterpriseOne

Roles ~ Personalization ~  Help AB &PT - AGENCY REQUESTER  [1PY510]

Sign Out

Gen Service PO (09) from Contract (04) - Order Release
¥ 3 Eom BB ook

Supplier 2023742 ALCOHOE MONITORING SYSTEMS INC Busmess Uit 46140057
Buyer 1218671 JEFFREY LAAES (DCS)
® Release
Ship To 557819 CORRECTIONS - COMM CORREC CTR Close
Cancel
Order Number 65057 04 10000 000 1.000 e

Release Information Detail Information Dates

Inv Number/NIGP Number [F1 % CCCL ALCOHOL HOME MONITORING
Supplier Ttem Number

Account Number 46140057,554300

SBL Type/Subledger

Lot/sn Location

Production Number

H100% -

Step Action
14, Detail Information

Review the Account Number Field. Change to a valid Account Number for your
agency. The account number is made up of your business unit and object code.

ORACLE" 1D Edwards EnterpriseOne

Roles + Personaizaton ~  Help AB &PT - AGENCY REQUESTER  [1PY910]

Sign Out.

OF NEf sing

Gen Service PO (09) from Contract (04) - Order Release
XK B rom BB ook

Supplier 2023742 ALCOHOL MONITORING SYSTEMS INC Business Unit s
Buyer 1218671 JEFFREY LAES (DES)
® Release
ShipTo 557815 CORRECTIONS - COMM CORREC CTR Close
Cancel
Order Number 65057 04 10000 000 1.000 e

Release Information Detail Information Dates

Requested p5/04/2013 * [ Cancel Date 06/30/2016
Promised Defivery 05/04/2015 Entered Date 05/04/2015
G Date 05/04/2015 Planned Effective 05/04/2015

H100% ~
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Step Action

15. 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.

16. In the Promised Delivery Field enter the day contractor will perform the move.
This Field automatically populates with the current date. This must be changed for
accurate reporting.

17. The G/L Date Field defaults from the G/L Date from the contract.
18. The Cancel Date Field will automatically default to the Cancel date of the
contract. To alleviate encumbrance issues this date must be removed.
19. When you are finished click the OK button.
=l
ORACLE’ 1D Edwards EnterpriseOne Roles v Personalization »  Help AB &PT - AGENCY REQUESTER [JP¥510]  Sign Out

STATE OF NEBRASKA -PY 910 > Purd Pure vice Purchase Order
Gen Service PO (09) from Contract (04) - Work With Order Release Query:[MliRecords [~ @ (D
@& ¥ 5 rom B row B 100

Supplier Business Unit

Order Number 65057 04

T Number/NIGP Number

Account Number

[Ooisplay supplier 1tem
Records 1-2 customzecrid 2 O
|| oreer or | order |Chg | Lne 2nd Item Quantity Service Service Amount Requ
Number T |Fd Order | Number | Number Open UOM | Quantity UoM Open Date

0 65057 04 00001 00O 1.000 961 400.0000 DY L0000 DY 3,980.00  0f
0 65057 04 10000 00O 1.000 961 3400.0000 DY L0000 DY 33,830.00  0f

< >

#100% ~

Step Action

20. If multiple rows were chosen, the Order Release window refreshes with the next
item. Repeat the previous steps for each line that you wish to include on the
Service Contract.
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Step Action

21. If you want to review the Purchase Order before it is generated follow these
steps.

Click Form, Review Order. The Gen PO (09) from Service Contract (O4) -
Suppliers Selected window appears.

Choose the order(s) to review prior to generation.

Click Row, Details. The Gen PO (09) 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.

22. Click the check box of the Order Number in the Detail Line.
23. Click the Form button.
24, Click the Generate Order(s) menu.

| Generate Order(s) |

ORACLE" 1D Edwards EnterpriseOne Roles + Personalization = Help AB &PT - AGENCY REQUESTER  [JPY510] Sign Out

STATE Y910 > Pu Service Purchase Order
Gen Service PO (09) from Contract (04) - Generated Purchase Orders Query:[all Records [~ @

¥ BB row B Toos
Records 1-1 Customize Grid =]

Order or Order | Business Request
Number Ty Fd Unit Supplier Date

@ 531570 09 10000 46140057 2023742 06/01/2015

H100% -
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Step Action

25. The new Order Number and Or Ty (Order Type) will appear and should be
recorded for future use. This is your purchase order number along with the
document type which is an 9.

26. The newly generated purchase order will need to be revised.

Click the Row button.

27. Click the Open Order Inquiry menu.
| Open Order Inquiry |

ORACLE" 1D Edwards EnterpriseOne Roles v Personalization »  Help AB &PT - AGENCY REQUESTER [PY910]  Sign Out

Gen Service PO (09) from Contract (04) - Work With Order Details Query:|All Records | v| [@ @
v @+ B X Eeom B ro B ook

Order Number [531570) % 08 . Business Unit 46140057
Related Order -

Original Order = = = i

Inventory Number

Account Number

SBLType/Subledger = = [pisplay Suppier Ttem

Commodity Code

Records 1-1 Customize Grid =]

| | Orcer Quantity Amount or Order | Supplier Supplier
Number ToReceive UM | ToReceive Ship To Ty Fd Number Name

O 581570 100.0000 DY 995.00 557819 09 10000 2023742 ALCOHOL MONITORING SYS
< >

#100% v

Step Action

28. Choose the document by Clicking the check box in the detail line.

(=]

29. Click the Row button.

30. Click the Header Revision menu.

| Header Revision |
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ORACLE" 1D Edwards EnterpriseOne Roles + Personalization = Help AB &PT - AGENCY REQUESTER  [JPY510] Sign Out

STATE OF N > Pu
Gen Service PO (09) from Contract (04) - Order Header
¥ 3 Eom BB ook

Order Header Additional Properties Category Codes

Order Number 531570 03 10000 Business Unit 46140057
Address Numbers Dates
Supplier 2023747 X Q ALCOHOL MOMITORING SYSTEMS INC Entered Date 05/04/2015
ShipTo o) CORRECTIONS - COMM CORREC CTR Requested 06/01/2015
L= 1218671 JEFFREY LAABS (DCS) Promised Delivery 06/01/2015
Send Invoice To 809852 CORRECTIONS - CENTRAL OFFICE # Cancel Date 06/30/2016
Fmt, Remark
Description Alcohol and home monitoring
Print Message
Tax Expl Code . Hold Code: BLANK ~HOLD CODES 42HC
TaxRate/Area Approval Code 572007
Certificate Retainage %
Tax ID 300137963
Ordered By 9ABREQ1
Person/Corp. ID c Order Taken By
Payment Terms Net 30 Days from Invoice Dale AIA Document. 0
Messages

H100% v

Step Action

31. 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.

ORACLE" 1D Edwards Enterprisecne Roles + Personalization = Help AB &PT - AGENCY REQUESTER  [JPY910] Sign Out

Home  Navigator ~  Open Applications =  RecentReports

STATE OF NEB Y 910 > Purchasing - Agen

Gen Service PO (09) from Contract (04) - Order Header
¥ 5 eom BB ook

Order Header Additional Properties Category Codes

Order Number 581570 03 10000 Business Unit 46140057
Address Numbers Dates
Supplier 2023742 ALCOHOL MONITORING SYSTEMS INC Entered Date 05/04/2015
Ship To 557819 CORRECTIONS - COMM CORREC CTR Requested 06/01/2015
B
uyer 1218671 JEFFREY LAABS (DCS) Promised Delivery 06/01/2015
Send Invoics To 809852 CORRECTIONS - CENTRAL OFFICE # Cancel Date 06/30/20 18] x [
Pmt. Remark
Description Alcohal and home monitoring
Frint Message
Tax Expl Code - Hold Code BLANK - HOLD CODES 42/HC
Tax RatejArea Approval Code 572007
Certificate Retainage %
TaxID 300137363
Ordered By oaEREQ1
Person/Corp. TD c Order Taken By
Payment Terms et 30 Days from Invoice Date. AIA Document v
Messages

®100%
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Step Action

32. Cancel Date - remove the cancel date.

ORACLE" 1D Edwards EnterpriseOne Roles v Personalization ~  Help AB &PT - AGENCY REQUESTER [PY910]  Sign Out

STATE NEBR Pur
Gen Service PO (09) from Contract (04) - Order Header o
¥ 3 Eom BB ook

Order Header Additional Properties Category Codes

Order Number 531570 09 10000 Business Unit 46140057
Address Numbers Dates
Supplier 023742 ALCOHOL MONTTORING SYSTEMS INC Entered Date 05/04/2015
ShipTo ) CORRECTIONS - COMM CORREC CTR Requested 06012015
Er=s 1218671 JEFFREY LAAS (DCS) promised Delivery 06/01/2015
Send Invoice To 809852 CORRECTIONS - CENTRAL OFFICE # Cancel Date | [
Fmt, Remark
Description Alcohol and home monitoring
Print Message
Tax Expl Code . Hold Code BLANK - HOLD CODES 42HC
Tax Rate/Area Approval Code 572007
Certificate Retainage %
Tax ID 300137963
6 Ordered By 9ABREQ1
Persan/Corp, ID c Order Taken By
Payment Terms Net 30 Days from Invoice Dale AIA Document 0
Messages

H100% ~

Step Action

33. Click the Additional Properties tab.

Additional Properties

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

35. Click in the Document Contact field and delete the information. Input the
address book number of the person who is the contact for this order.
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ORACLE" 1D Edwards EnterpriseOne Roles + Personalization = Help AB &PT - AGENCY REQUESTER  [JPY510] Sign Out

Gen Service PO (09) from Contract (04) - Order Header
¥ B rom B Toos

Order Header Additional Properties Category Codes

Property 01 ] Property 07
Froperty 02 Property 08
Property 03 Property 09
Property 04 Property 10
Property 05 Property 11
Property 06 Cancel Flag
Document Description ALCOHOL AND HOME MONITORING

Insurance Expiration

Bond Expiration

Date and Time 01
Date and Time 02

- #
Document Location e CORRECTIONS - CENTRAL OFFICE
Document Contact 218671 JEFFREY LAABS (DCS)

H100% v

Step Action

36. Click the OK button.
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ORACLE" 1D Edwards EnterpriseOne Roles v Personalization ~ el AB &PT - AGENCY REQUESTER [PY910]  Sign Out

Gen Service PO (09) from Contract (04) - Order Detail
B orm B row & Tooks

Order Detail nal Properties Category Codes
Order Number 581570 08 10000 Business Unit 46140057
Supplier 2023742 ALCOHOL MONITORING SYSTEMS INC Order Revision o
ship To 557819 CORRECTIONS - COMM CORREC CTR Entered Date 05/04/2015
Invoice To 809852 CORRECTIONS - CENTRAL OFFICE # Request=d 06/01/2015
Buyer Number 1218671 JEFFREY LAARS (DCS) From el Date 08/01/2015

Cancel Date

Order Attachment POPULATE HEADER TO DETAIL

ALL CHANGES TO THE HEADER MUST BE MADE THROUGH HEADER REVISIONS

Records 1-2 Customize Grid =]
Line NIGP Number 3-Digit | NIGP Quantity .| unit Extended Pu
Mumber | Inventory Number NIGR Sub Ordered UoM | Cost Cost UoM | Description 1
1.000 961 & Q foo 100.0000 [DY 2.9500 995.00 [OY  [CCCL ALCOHOL HOME MONITOR
>
H100% ~
ORACLE" 1D Edwards Enterpriseone Roles + Personalization - Help AB &PT - AGENCY REQUESTER  [IPY910] Sign Out

Gen Service PO (09) from Contract (04) - Media Object
8 cancel ) Form J& Tools

Textt v| @
[courernew  ~||[10-]| B # © 3
q v
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Step Action

38. Since you made changes to the Purchase Order you will need to document what
changes you made. Enter "Revised send invoice to location, revised document
contact, removed cancel date from order header. YOUR INITIALS, DATE

OF CHANGE".
39. Click the OK button.
=
40. Click the Close button.
41. Click the Close button.

42.
End of Procedure.
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