&1 Generating a Purchase Order (ZG) from Blanket
Order for Stock (ZC)

Overview

The Blanket Order for Stock is non-encumbering and not budget checked.
Purchase Orders will be generated from the Blanket Order to replenish stock.
The end user can generate multiple Purchase Orders from a single Blanket
Order.

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/.

Navigation

Click Roles, Inventory.

Inventory > Inventory Purchasing — Statewide > Stock Purchase Order > Gen
Stock PO (ZG) from Blanket Order (ZC)

Steps
Generate a PO from an Existing Blanket Order for
Stock
Start this instruction from the Gen PO (ZG) from Blanket Order (ZC) - Work with
Order Release window.
oo,
Gen Stock PO [ZG) from Blanket Order (ZC) - Work With Order Release ]
Supplier Business Unit P
Order Number i* I’ZT [+
Inventory Number if
Account Number
[ Display Supplier tem
No records fetched.
W B Gimber Ty P | order |Number | dumber s Date
<l i E3
ﬁ Enter any known information in the header or QBE line to minimize the
search.
1. Click Find.
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TUSTIELS

Gen Stock PO (ZG) from Blanket Order (ZC) - Work With Order Release i)
Select Find  Clese Form  Row  Tools ‘

v @ X 0 8§ B

Supplier

Business Unit

Order Mumber

=

Intentory Number

___*__
=
e]

Account Mumber

[ Display Supplier tem

Records 1-58

Order or Order |Chg | Line 2nd Item Quantity UOM | Amount Request

L] Humber. Ty Fd Order | Humber | Humber Open Open Date

O 11220 ZG 10000 000 2000 A4075-723765 41260000 EA 41,260 00 1202152004 pap®
O 11220 ZG 10000 000 10.000 H4050-340500 740000 TB £476.00 122142004 pa;E
O 11220 ZC 10000 000 12000 B4060-651003 750000 PK 1,008.75 122142004 pla
O 11248 ZC 10000 000 1.000 20032-200956 830.0000 C8 21,380.80 03182005 brie
] 11248 ZC 10000 000 2,000 20032-200451 1000000 C8 249000 03122005 hrie
O 11248 ZC 10000 000 8.000 20032-872507 100.0000 CS 5,150.00 03182005 ¢lip
O 11248 ZC 10000 000 9.000 20032-200840 100.0000 CS 3,057.00 03/182005 hrie
] 11246 ZC 10000 000 14.000 20032-200709 &15.0000 CS 2188275 03182005 brig ™

~

m | 2]

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

3. Click Row, Order Release. The Gen PO (ZG) from Blanket Order (ZC) —
Order Release window appears.

PeopleSoft.

Gen Stock PO (ZG) from Blanket Order (ZC) - Order Release i
OK  Cancel Form  Tools
supplier Q. AMSAN NOGG CHEMICAL & PAPER BranchiPlant T
Buyer [s7e679 KATHY DEVRIES o
B elease
Ship To 656783 FACILITY, MULTIFLE ADDRESSES O Clase
OrderNumber [i1220 e [1ooo0 [ooo 2000 Ocancel

Release Information || BElail INTaraLon | | Dales

Release Oty [ozsoooc ] Ea Release At [st25000
Qty To Date |7 AmtTo Date |7
Original Gty [1250000 Original Amt [a1,250.00

Unit Gast flmoooe | Purchasing Uom e Line Type R

4. Change desired fields as necessary on the Header:

e Buyer — If a different buyer will be managing the Purchase Order that is
created from the Service Contract

e Ship To - If the services will be provided at a location other than the one
defined on the Service Contract

5. Change the following field on the Release Information tab:
o Release Qty — Change to the amount required to replenish the stock
6. Change the following field on the Dates tab:

e Requested — date to receive Services based if this differs from the
information on the Service contract

7. Click OK. The Work with Order Release window appears.

ﬁ Additional line items can be released to the new Purchase Order prior to its
generation. To do this, repeat steps 1 — 6.
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ﬁ If you want to review the contract before it is generated, continue to the
next step, otherwise skip to Step 12.

8. Click Form, Review Order. The Gen PO (ZG) from Blanket Order (ZC) —
Supplier Selected for Order window appears.

PeopleSoft.

Gen Stock PO (ZG) from Blanket Order (ZC) - Suppliers Selected for Order i)
oK Cancel farm  Rew  Iooks

2 H & |

Records 1-1

Customize Grid =

Order or | order Supplier | Supplier Branch/ fr—
L] Number T |Co Hame Plant Date

{l | zo 10000

A00017 AMSAN NOGG CHEMICAL & PARPEl 2505002y

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

10. Click Row, Details. The Gen Stock PO (ZG) from Blanket Order (ZC) —
Items Selected for Order window appears.

PeopleSoft.

Gen Stock PO (ZG) from Blanket Order (ZC) - ltems Selected for Order il
OK Cacel Form FRow Tools

B X B B & ‘

BranchiPlant 2505002

Order Number 26 10000
Supplier 500017

Records 1-1

a 1000000 |03/2142006 03f21/2006 03/21/2006 B4075-723755
<l

11. Click Cancel to return to the Gen PO (ZG) from Blanket Order (ZC) —
Suppliers Selected for Order window.

12. Click Form, Generate Order. The Gen PO (ZG) from Blanket Order (ZC)
Generated Purchase Orders window appears.

T e

Gen Stock PO (ZG) from Blanket Order (ZC) - Generated Purchase QOrders ]
Cose Row Tools

X B & ‘
|

Records 1-1 i id

Order or

Order | Branch/ Supplier
Humber Ty |Co Plant

Request
Date

® 46338 ZG 10000 25050021 500017 03/21i2006

ﬁ The new Order Number and Or Ty (Order Type) will appear and should be
recorded for future use.

13. The newly generated purchase order will need to be revised to update the
Send Invoice To field and remove the Cancel Date. To make these revisions

click Row, Open Order Inquiry. The Work with Order Details window
appears.
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PeopleSoft. " ﬂ

=}
Gen Comm PO (OG) frem Contract (OC) - Work With Order Deralls M @ =
Select Fpd  add  Copy  Chose L&m Eow  Tools |
v G o+ B X B =

Order Numbar 12773 oG d DranenPlant BE050008

Related Order -

ariginal Order . . . Az Cumancy

MIGP Musrihermanlon Nombor
Account Number

Trpaidubleoger . . [l oisntay Suppliar farn

Hecords 1.1

Dvder Quantity
L} lfli| Nurntier ToReceive

i | b iik] 1.0000 M B0 S5TTEA OO 56512 000 SO7000 AMERICAN MINORITY OUSINESS &
>

14. Choose the document and click Row, Header Revision. The Order Header
window appears.

5
PeopleSoft.
&
Gen Comm PO [OG) frem Contract (OC) - Order Header [ 13 &
g% Carcel form  Jous
8 X 0O r
Qrder Mumbsr 12773 08 G512 Husiness Unit B5050008
Address Mumnbers Danes
Supplive So7000 AMERICAN MINORITY BUSINESS FOR S
Crder Data Uz}
Ship T DAS MATERIEL - STATE PRINT SHO Requested 022007
Buyer 1117504 JOE, & Proemisud Duliviry 032372007
gand Invoice To 250011 DASMATERIEL ChrcaID T
Pl Remark CAST0A h
Dieseriplion Preszure Seal Famns
Prind Message
Tax Eapl Gl Hodd Codie BLANK - HOLD CONES 43H0
Tax Ralelares Anpraval Cose 1117504
Certifeats Retalnags %
Tax £} IEETRE) Crdiere g HISLMILLER
PorsoniCom i) E e Takaen By
Payment Terms: AlA Dotument i
g

15. Update the following fields:

¢ 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.

e Cancel Date - remove the cancel date.
16. Click Form, Header to Detail, Populate.
17. Click OK. The Order Detail window appears.
18. Click OK to return to the Work with Order Details window.
19. Click Close to return to the Generated Purchase Orders window.
20. Click Close to return to the Work with Order Release window.

21. Click Close to return to the menu.
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