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[bookmark: _Toc417546077]Revising a Procurement Document Overview
After a procurement document is entered or generated, modifications can be made to the document. For example, you can increase the quantity of an item, revise the cost of an item, or add new detail lines to the procurement document. You can also make revisions to any active (not gray) Field on the order header. Once a procurement document is revised, the system creates a record of the revisions and tracks these revisions.
 
Order revisions are based on the number of instances an order is modified, not the number of fields modified. The revisions will be sequential starting with 1.
 
Line revisions are based on the number of instances a detail line has been modified.
 
[bookmark: _Toc417546078]Revising a Procurement Document Lesson
Procedure

In the following lesson a Purchase Order is revised.  The process for Revising a Procurement Document is the same for Requisitions, Quotation Requests, Purchase Orders, and Contracts.


	Step
	Action

	1. [bookmark: T6_F126]
	Click the Navigator menu.


	1. [bookmark: T6_F4]
	Click the State of Nebraska link.


	1. [bookmark: T6_F6]
	Click the Purchasing - Agencies link.


	1. [bookmark: T6_F8]
	Click the Purchase Orders - Agency link.


	1. [bookmark: T6_F10]
	Click the Work with Purchase Order link.






	Step
	Action

	1. [bookmark: T6_F12]
	Narrow search for the Procurement Document to revise using the Order Filters, Order Type Filters and the Query by Example (QBE) line.


	1. [bookmark: T6_F20]
	Once filtering data is entered, click the Find button.


	1. [bookmark: T6_F22]
	Select the Radio button on a row in the grid that contains the Procurement Document to be revised.


	1. [bookmark: T6_F38]
	Click the Select button.






	Step
	Action

	1. [bookmark: T6_F70]
	Order Header

Modify information on the Order Header as needed.

Note:  Changes to the Order Header on Requisitions, Quotation Requests and Purchase Orders automatically update on the Detail Lines. Changes to the Order Header on Contracts do not automatically update on the Detail Lines.

Review the Detail lines to ensure the information is correct.

Note: Information from the Order Header will NOT populate to Detail lines that are cancelled or closed (Status = 999).





	Step
	Action

	1. [bookmark: T6_F129]
	Click the Additional Properties tab.






	Step
	Action

	1. [bookmark: T6_F72]
	Additional Properties

Update data in the Additional Properties fields as needed or required. i.e. Document Description, Document Location, and Document Contact.





	Step
	Action

	1. [bookmark: T6_F48]
	Click the Category Codes tab.






	Step
	Action

	1. [bookmark: T6_F109]
	Category Codes

Update fields as needed or required.
  
New/Renew: A new request or a contract renewal and how many.

Extension: A contract extension and how many.

Funding: i.e. ARRA for tracking

Location Moved To: i.e. Records Management

OCR: Officer Comp Required Y or N

84-602.02 Exempt: Blank or E

73-101.01 Pref: No Preference or Preference Given Y

Nebraska Vendor: Y or N

	1. [bookmark: T6_F50]
	Click the OK button.


	1. [bookmark: T6_F112]
	Order Detail

Modify or add detail line(s) as required. Any change(s) will update the revision number on the purchasing document.





	Step
	Action

	1. [bookmark: T6_F52]
	To Cancel a line on the Procurement Document, select the radio button on the Row to be cancelled.


	1. [bookmark: T6_F54]
	Note:  Row options can also be selected by Right Clicking on the selected line within the grid.

Click the Row button.


	1. [bookmark: T6_F56]
	Click the Cancel Line menu.






	Step
	Action

	1. [bookmark: T6_F115]
	Note the row that was cancelled now has lines through it and the statuses for the cancelled line are 980 - 999.

	1. [bookmark: T6_F118]
	To cancel all lines on a Purchase Order, click Form, Cancel Order

	1. [bookmark: T6_F123]
	Line Defaults

Functionality can be used to add new lines to the Procurement Document.

	1. [bookmark: T6_F60]
	Click the OK button.






	Step
	Action

	1. [bookmark: T6_F62]
	Information entered in the Text Attachment is tied to the Revision.
Click in the field.

	1. [bookmark: T6_F64]
	Enter details on revision(s) made to the document.

Include the date of the change and your initials. (Ex. 9/18/06 – LM)

	1. [bookmark: T6_F66]
	Click the OK button.


	1. [bookmark: T6_F68]
	Click the Close button.


	1. [bookmark: T6_F3]
	
End of Procedure.
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