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A Purchase Requisition for a service or commodity can be generated directly into a Purchase Order.

Exception Orders require exception processing and routing based on State Statute and/or Direct Purchase Authority Letters from AS Materiel Division Administrator.

In some cases, once an Agency has initiated a Requisition (OR, OW, ON, OI), AS Materiel, State Purchasing Bureau will generate a Direct Purchase Authority (DPA) Requisition (OO), and the agency will generate a Purchase Order (ZO).

In other cases, a Purchase Order may be generated from the Purchase Requisition once it has been approved by the respective AS division. (Ex. OCIO for IT Equipment and Services purchases, Transportation Services Bureau for Vehicle purchases, etc.)

Agencies should not generate a Purchase Order from a Purchase Requisition if the total value of the Purchase Requisition is greater than $10,000. Agencies must wait until a State Purchasing Buyer contacts them to proceed with the procurement process.
 
Order Type/      Description
Navigation

OR > OP           Purchase Order generated from a Purchase Requisition
Purchasing- Agencies > Purchase Orders- Agency > Commodity Purchase Order- Agency > Generate Commodity PO- Agency > Gen Comm PO (OP) from Req (OR)
 
ON > OP           Purchase Order generated from a Requisition for IT Equipment and Services
Purchasing- Agencies > Purchase Orders- Agency > Commodity Purchase Order- Agency > Generate Commodity PO- Agency > Gen Comm PO (OP) from Hardware/Software (ON)
 
OI > OP            Purchase Order generated from a Requisition for Vehicles
Purchasing-Agencies > Purchase Orders-Agency > Commodity Purchase Order-Agency > Generate Commodity PO-Agency > Gen Comm PO (OP) from Vehicle Req (OI)
 
OO > ZO           Purchase Order generated from a Direct Purchase Authority (DPA ) Requisition created by State Purchasing Bureau
Purchasing-Agencies > Purchase Orders-Agency > Commodity Purchase Order-Agency > Generate Commodity PO-Agency > Gen Direct Purchase Auth PO (ZO) from Req (OO)
 
O3 > O9            Purchase Order generated from a Requisition for Services
Purchasing-Agencies > Purchase Orders-Agency > Service Purchase Order > Gen Service PO (O9) from Agency Req (O3)

Z6 > O9             Purchase Order generated from Exempt Service Requisition
Purchasing-Agencies > Purchase Orders-Agency > Service Purchase Order > Gen Service PO (O9) from Exempt Req (Z6)
[bookmark: _Toc417917127]Generating a Purchase Order from a Requisition Lesson
Procedure

The following is an example of generating a Purchase Order (OP) from a Requisition (OR). The window titles will be different depending on the type of Purchase Order being generated.


	Step
	Action

	1. [bookmark: T6_F154]
	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 Commodity Purchase Order - Agency link.


	1. [bookmark: T6_F12]
	Click the Generate Commodity PO - Agency link.


	1. [bookmark: T6_F14]
	Click the Gen Comm PO (OP) from Req (OR) link.






	Step
	Action

	1. [bookmark: T6_F16]
	Enter the Purchase Requisition number into the Order Number Field.

	1. [bookmark: T6_F18]
	To populate the grid with all available detail lines on the Purchase Requisition, click the Find button.


	1. [bookmark: T6_F20]
	Choose the row(s) in the grid reflecting the detail lines from which you want to generate a Purchase Order.


	1. [bookmark: T6_F24]
	Click the Select button.






	Step
	Action

	1. [bookmark: T6_F133]
	Header Information

Review and update the following fields on the Header as required:

o Supplier - Uupdate with vendor if applicable
o Branch/Plant - Note:  9000 is not a valid Branch/Plant for a Purchase Order; this will result in an Error. Revise the Business Unit if applicable.
o Buyer - Individual who is primarily responsible for this document at the AGENCY. 
o Ship To - Address to which the goods are to be delivered. 

Note:  Changes made to the order release will be reflected on the generated Quotation Request. They do not change the original Purchase Requisition.





	Step
	Action

	1. [bookmark: T6_F138]
	Release Information

Release Qty automatically populates from the Requisition.  This can be increased or decreased during this process.

Release Amt is calculated using Release Quantity and Unit Cost





	Step
	Action

	1. [bookmark: T6_F144]
	Detail Information

Inventory Number - auto populates from Requisition. 

Description 01 - auto populates from Requisition.  Update as necessary

Account Number - Update as necessary





	Step
	Action

	1. [bookmark: T6_F146]
	Dates

Requested - Update as necessary

Promised Delivery - Update as necessary

Cancel Date - Must be blank.  Removal of the date must be made from the Work with Purchase Order header after Purchase Order is generated.

	1. [bookmark: T6_F62]
	Click the OK button.

Note:  If multiple rows were chosen, the Order Release window refreshes with the next item. Repeat Steps for each detail line that you wish to include on the Purchase Order.



	1. [bookmark: T6_F162]
	Detail Information

Inv Number/NIGP Number - auto populates from Requisition. 

Description 01 - auto populates from Requisition.  

Account Number - Update as necessary





	Step
	Action

	1. [bookmark: T6_F78]
	Click the Form button.


	1. [bookmark: T6_F80]
	Click the Generate Order(s) menu.






	Step
	Action

	1. [bookmark: T6_F148]
	The new Order Number and Or Ty (Order Type) will appear and should be recorded.

	1. [bookmark: T6_F82]
	Click the Close button.


	1. [bookmark: T6_F84]
	Click the Close button.


	1. [bookmark: T6_F3]
	
End of Procedure.
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