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This work instruction describes how to generate the Buyer Performance report (R571344) for viewing the life of Pre- Requisitions-requisitions, Requisitions, Quotes, Contracts and Purchase Orders. This report was developed by AS Material Division per a directive by the Administrative Services Director's Office in conjunction with Department of Correctional Services.
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Procedure




	Step
	Action

	1. [bookmark: T5_F65]
	Click the Navigator menu.


	1. [bookmark: T5_F4]
	Click the State of Nebraska link.


	1. [bookmark: T5_F6]
	Click the Purchasing - Agencies link.


	1. [bookmark: T5_F16]
	Click the Inquiries & Reports link.


	1. [bookmark: T5_F18]
	Click the Purchasing Reports link.


	1. [bookmark: T5_F20]
	Click the Procurement Reports link.


	1. [bookmark: T5_F22]
	Click the Buyer Performance link.






	Step
	Action

	1. [bookmark: T5_F24]
	Click the Data Selection option.


	1. [bookmark: T5_F28]
	Click the Submit button.






	Step
	Action

	1. [bookmark: T5_F30]
	Click the Right Operand list.


	1. [bookmark: T5_F32]
	This report can only be run one buyer at a time.
Click the Literal list item.


	1. [bookmark: T5_F36]
	Enter the buyer address book number in the Literal Value: Field. 

	1. [bookmark: T5_F38]
	Click the OK button.






	Step
	Action

	1. [bookmark: T5_F40]
	NOTE: Buyer Address Book Number is now populated in the Right Operand.

Click the OK button.






	Step
	Action

	1. [bookmark: T5_F42]
	NOTE: The Processing Options date box fields.  
Enter Date Range:
Date - Report Begins
Date - Report Ends

Click the OK button.


	1. [bookmark: T5_F44]
	Click the OK button.

NOTE: View Report via View Job Status.


	1. [bookmark: T5_F3]
	
End of Procedure.
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