[bookmark: _GoBack]
Procurement
Created on 4/23/2015 1:11:00 PM



Table of Contents
Procurement	1
Requisitions and Pre- Requisitions	1
Pre- Requisition Processing	1
Enter a Deviation Request (O8) for a Service Contract	1
Enter a Deviation Request (O8) for a Service Contract Overview	1
Enter a Deviation Request (O8) for a Service Contract Lesson	1


	Training Guide
	

	Procurement
	



	
	Training Guide

	
	Procurement





	Page ii



	Page iii



[bookmark: _Toc417558019]Procurement
[bookmark: _Toc417558020]Requisitions and Pre- Requisitions
[bookmark: _Toc417558021]Pre- Requisition Processing
[bookmark: _Toc417558022]Enter a Deviation Request (O8) for a Service Contract
[bookmark: _Toc417558023]Enter a Deviation Request (O8) for a Service Contract Overview
AS Materiel Division - State Purchasing Bureau can grant exceptions to the competitive bid process on sole source, emergency services, and other unique services.
 
The deviation request must include an attachment of the draft contract, an estimated dollar value of the contract, and the Agency Director’s approval via Approval Routes (to set up Approval Routes for Deviation Requests, navigate to the Approval Route Worksheet on the AS - Materiel website). Justification for sole source, emergency, or other exceptions must be included in an attachment. Justification must fully explain why the service cannot be competitively bid or details of the emergency or specialized situation.
 
For emergencies, a copy of the contract signed by the vendor and agency director must accompany the deviation request. Once the data has been entered into a Request for Deviation from Service Contract and it has been approved, the document will be generated into an Exempt Purchase Requisition for Services (Z6) or Services Contract (O4) and processed by the Agency. 
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Procedure

In this lesson you will learn how to enter a Deviation Request.


	Step
	Action

	1. [bookmark: T6_F566]
	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 Deviation Request link.


	1. [bookmark: T6_F10]
	Click the Enter Deviation Request (O8) link.






	Step
	Action

	1. [bookmark: T6_F12]
	Click the Add button.






	Step
	Action

	1. [bookmark: T6_F14]
	In the Supplier Field enter the address book number of the vendor.

	1. [bookmark: T6_F18]
	In the Ship to Field enter the address book number of the location where services are to be performed.

Note: The Ship to number will automatically populate the Send Invoice To Field.

	1. [bookmark: T6_F22]
	In the Buyer Field enter the address book number of the buyer who is responsible for this Deviation Request/Service Contract.

	1. [bookmark: T6_F26]
	In the Business Unit Field enter the Business Unit which is applicable to this deviation request / service contract.

	1. [bookmark: T6_F30]
	In the Requested Field enter the date you want to receive the product/service. 

If this Field is not populated, the current date will default.

Note: You can type the date in MM/DD/YY format or you can use the Visual Assist tool (calendar icon).


	1. [bookmark: T6_F40]
	In the Promised Delivery Field enter the date the vendor has promised to have the product/service provided.

	1. [bookmark: T6_F240]
	If known, enter the Cancel Date  the contract is scheduled to end or work is to be completed.  This is not a required Field for Deviation Requests

	1. [bookmark: T6_F327]
	Click the Additional Properties tab.






	Step
	Action

	1. [bookmark: T6_F425]
	Document Description

o Highly Recommend

o Populate for a commodity or service requisition, this Field can be used for free form text.  It is helpful to fill this Field in at the requisition level.  Populate with data that describes the goods/services being procured.  This information will print on reports.  

o This Field can hold up to 30 alpha/numeric characters

	1. [bookmark: T6_F652]
	Insurance Expiration

o Highly Recommend if a certification of insurance is required.

o Populate with the expiration date of the insurance certificate.





	Step
	Action

	1. [bookmark: T6_F640]
	Click in the Insurance Expiration field.


	1. [bookmark: T6_F642]
	Enter the desired information into the Insurance Expiration field. Enter "08/30/2015".

	1. [bookmark: T6_F663]
	Bond Expiration

o Highly Recommend if a bond is required.

o Populate with the expiration date of the performance bond, certified check, etc.

	1. [bookmark: T6_F661]
	Click in the Bond Expiration field.


	1. [bookmark: T6_F659]
	Enter the desired information into the Bond Expiration field. Enter "06/05/2015".

	1. [bookmark: T6_F674]
	Document Location

o Mandatory

o Identifies the facility where a commodity or service requisition was established, this Field can be pulled from the address book.

o This must be a Address Book Search Type of “F” - facility

	1. [bookmark: T6_F670]
	Click in the Document Location field.


	1. [bookmark: T6_F672]
	Enter the desired information into the Document Location field. Enter "678925".


	1. [bookmark: T6_F687]
	Document Contact

o Mandatory

o Identifies the primary person responsible for the commodity or service requisition.  This Field can be pulled from the address book.

	1. [bookmark: T6_F685]
	Click in the Document Contact field.


	1. [bookmark: T6_F683]
	Enter the desired information into the Document Contact field. Enter "576678".





	Step
	Action

	1. [bookmark: T6_F398]
	Click the Category Codes tab.






	Step
	Action

	1. [bookmark: T6_F341]
	The New/Renew Field is used to indicate if the anticipated contract is new or a renewal.

The Extension Field is used to indicate if a contract has an extension.

The Funding Field may be used to indicate if American Recovery & Reinvestment Act (ARRA) funds are being utilized.

The Location Moved To Field is used to indicate when all documents have been sent to Records Management.

The OCR Field is used to indicate an Officer Comp Required.

The 84-602.02 Exempt Field is used to indicate Exempt status.

The 73-101.01 Pref Field is used to indicate Preference Given.

The Nebraska Vendor Field is used to indicate a Nebraska vendor.

	1. [bookmark: T6_F443]
	Enter the desired information into the New/Renew field. Enter "N".





	Step
	Action

	1. [bookmark: T6_F573]
	Click the OK button.






	Step
	Action

	1. [bookmark: T6_F580]
	Click in the NIGP Number/ Inventory Number field.






	Step
	Action

	1. [bookmark: T6_F68]
	Enter the NIGP Code in the NIGP Number / Inventory Number Field.   

If you need to find the applicable 5-digit code, note that all Services will be greater than 90000. You can use the Visual Assist tool if necessary. This Field will not print on the purchasing documents.


	1. [bookmark: T6_F76]
	Enter the quantity of the item you are ordering in the Quantity Ordered Field.

	1. [bookmark: T6_F80]
	The Tr. UoM Field stands for Transaction Unit of Measure.  The system defaults to EA (each).  You can override this with the appropriate unit of measure if necessary.  Other options can be found using the Visual Assist tool.

	1. [bookmark: T6_F84]
	Enter the cost per unit in the Unit Cost Field.

	1. [bookmark: T6_F92]
	Enter a description pertaining to the specific detail line in the Description 1 Field.  This Field is limited to 30 characters.  What is entered here will print on all purchasing documents.

Note: For Contracts and Deviations, Description 1 and Description 2 should be unique.

	1. [bookmark: T6_F96]
	If necessary enter a description pertaining to the specific detail line in the Description 2 Field.  This Field is limited to 30 characters.  What is entered here will print on all purchasing documents.

	1. [bookmark: T6_F100]
	In the Account Number Field enter an account number which references the agency's business unit and object account which will be funding the purchase.  The format will be "Business Unit.Object Code".  For example, 12345678.987654.

	1. [bookmark: T6_F225]
	Scroll over to the Dev Request Field





	Step
	Action

	1. [bookmark: T6_F110]
	The Dev Request Field allows us to identify what type of deviation is being requested.  

1 = Sole Source- Sole availability at location
2 = Sole Source – Uniqueness of service
3 = Emergency
4 = Other Circumstances

	1. [bookmark: T6_F228]
	Add line attachments if desired.  Refer to Creating Document Attachment training manual for details about adding line attachments.

Add additional lines as needed.

	1. [bookmark: T6_F112]
	Click the OK button.


	1. [bookmark: T6_F563]
	The O8 number will be displayed in the Previous Order Field.  You should make note of it in the event you wish to do more work with this Order Number at a later time.

	1. [bookmark: T6_F114]
	If you want to continue with a new order you can do so from this screen (Enter Deviation Request (O8) - Order Header) and follow the steps provided in this work instruction. 

If you are finished click the Cancel button.


	1. [bookmark: T6_F116]
	Click the Close button.


	1. [bookmark: T6_F3]
	You have successfully completed this lesson.
End of Procedure.




	Page 12



	Page 11



image2.png
ORACLE' ID Edwards EnterpriseOne Roes v Personalization v Hep  AB&PT-AGENCYREQUESTER [PDSI]  SonOut

ORACLE’
JD EDWARDS ENTERPRISEONE

EnterpriseOne Tools Release: 9.1.4

#100% v





image3.png
Navigator v




image4.png
'STATE OF NEBRASKA




image5.png
Purchasing - Agencies




image6.png
Deviation Request




image7.png
' Enter Deviation Request (08)




image8.png
ORACLE' ID Edwards EnterpriseOne Roes v Personalization v Hep  AB&PT-AGENCYREQUESTER [PDSI]  SonOut

Enter Deviation Request (08) - Work With Order Headers Query[AiRecorss (V] @ )
v &+ B X B row BB ook
Order Number H x 08 S Business Unit
Supplier
o records ound.
| —— ——— [ [
& ‘Order or Order ‘Supplier ‘Suppler Entered
Number Ty Fd Number Description Date Ship To Buyer ‘Supplier SO
< >

#100% v





image9.png




image10.png
ORACLE" ID Edwards EnterpriseOne Roes v  Personalization v Hep  AB&PT-AGENCYREQUESTER [PDSI]  SonOut

Enter Deviation Request (08) - Order Header
B X O rom I roos

Orderteader QTR Category Cod
Order Number o8 Business Unit  —

shoTo — e

B o
e Promised Delivery

Send Invoice To -

Pmt. Remark

Desaripton
Print Message

Tax Expl Code " Hold Code [ aaw-rowcoes ke
Tax Rate/Avea — Approval Code:
Certficate —— Retainage %
D OrderedBy o
Person/Corp. ID Gy

Payment Terms Net 30 Days from Invoce Date ATADocument F

Messages

#100% v





image11.png




image12.png




image13.png
ORACLE' ID Edwards EnterpriseOne

Enter Deviation Request (08) - Order Header
B X O rom I roos

Property 01 |
Property 02
Property 03
Property 04
Property 05

Property 06

Roles +

Personalzation ~  Help

Property 07
Property 08
Property 09
Property 10
Property 11

Cancel Flag

Document Descripton
Insurance Expiration
Bond Expiraton
Date and Time 01
Date and Time 02
Doament Locaton

Document Contact

AB &PT -AGENCYREQUESTER [FDS10]  Sign Out

#100% v





image14.png
ORACLE" ID Edwards EnterpriseOne Roes v Personalization v Hep  AB&PT-AGENCYREQUESTER [PDSI]  SgnOut

Enter Deviation Request (08) - Order Header
B X O rom I roos





image15.png




image16.png




image17.png




image18.png




image19.png
ORACLE" ID Edwards EnterpriseOne Roes v Personalization v Hep  AB&PT-AGENCYREQUESTER [PDSI]  SgnOut

Enter Deviation Request (08) - Order Header

B X B rom B s
Property 01 ' Property 07 |
Property 02 ' Property 08 |
Property 03 ' Property 09 |
Property 04 ' Property 10 |
Property 05 ' Property 11 |
Property 06 ' Cancel Flag
Document Desarption |CPR EQUIP MAINTENANCE
A
S
S
—
snetiscin — OIS
Document Contact [s76678 \CONNIE HEINRICHS (AS)

#100% v





image20.png
| Category Codes




image21.png
ORACLE' ID Edwards EnterpriseOne Roes v Personalization v Hep  AB&PT-AGENCYREQUESTER [PDSI]  SgnOut

Enter Deviation Request (08) - Order Header
B X O rom I roos

Additional

Location Moved To .
or .

5460202 EXEMPT .

73-10101PREF [ nomemenE
Nebraska Vendor ——

Category Code 03 ——

Category Code 10 ——

Category Code 11 —

Category Code 12. ——

#100% v





image22.png
ORACLE' ID Edwards EnterpriseOne Roes v Personalization v Hep  AB&PT-AGENCYREQUESTER [PDSI]  SgnOut

Enter Deviation Request (08) - Order Header
B X & rom I roos

Additional

Location Moved To .
or .

5460202 EXEMPT .

73-10101PREF [ nomemenE
Nebraska Vendor ——

Category Code 03 ——

Category Code 10 ——

Category Code 11 —

Category Code 12. ——

#100% v





image23.png




image24.png
AB &PT -AGENCYREQUESTER [FDS10]  Sign Out

ORACLE" 1D Edwards EnterpriseOne Roles v Personalizaton v Help

Enter Deviation Request (08) - Order Detail
B X O rom B gow & 1o

PRSI Linc Defaults \ _ Additional Properties \ _Category Codes
Order Number 7095 o 10000 Bushess Unit 020186
Suppler 1730581 e MEDICAL INC Order Revison
shpTo ss7767 AS -MATERIEL, STATE PLRGHASIV. Entered Date 04/10/2015
InvoiceTo s AS - MATERIEL, STATEFLRCHASIV Requested 04/10/2015
Prom DelDate
Buyer Number 76678 connE HEmRICHS (45) @EaE
CancelDate 0s/05/2015
Order Attachment.
ALL CHANGES TO THE HEADER MUST BE MADE THROUGH HEADER REVISIONS
Records 1-1 ‘Custonize Grid
0| ige e, [ rage wamoers 3-Digt | NG | Quantiy T [unt Extended Pu.
Number | Tnventory Number N |sb | Ordered Uom | cost cost ot | Descrpton 1
m [ [ [ [ 0 0
< >

#100% v




image25.png




image26.png




image27.png
ORACLE' 1D Edwards EnterpriseOne Roles ~+

Enter Deviation Request (08) - Order Detail
B X O rom B gow B 100

Personalzation +

Heb

AB &PT -AGENCYREQUESTER [FDS10]  Sign Out

PRSI Linc Defaults \ _ Additional Properties Y _Category Codes
Order Number 7095 o 10000 Bushess Unit 020186
Suppler 1730581 Be11 MEDICAL INC Order Revison
shpTo ss7767 AS -MATERIEL, STATEPLRGHASIV. Entered Date 04/10/2015
InvoiceTo s A4S - MATERIEL, STATEFLRCHASIV Requested 04/10/2015
Prom DelDate
Buyer Number 76678 ConnE HEmRICHS (45) @EaE
CancelDate 0s/05/2015
Order attachment.
ALL CHANGES TO THE HEADER MUST BE MADE THROUGH HEADER REVISIONS
Records 1-2
s Busness [t [Dev | Report |Tag Imoce | shpTo | Buyer Last  [Next | Entered Reuest
Type | subledger | Unit Ty | Reauest | Code4 |Number | To Number | Number | Status | Status | Date Date
(- [ [ al [
< >

#100% ~





image28.png




image29.png




image30.png




image1.png




