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[bookmark: _Toc419096447]Generating a Purchase Order (OG) from a Commodity Contract (OC) Overview
AS Materiel Division, State Purchasing Bureau manages contracts for commodities. These contracts are generated from Purchase Requisitions that are created by agencies. In order to accurately determine contract usage, agencies must generate Purchase Orders from the existing commodity contracts.

Either the agency or AS Materiel Division, State Purchasing Bureau can create/manage Service Contracts.

This Training Guide shows how to Generate a Purchase Order (OG) from an Existing Commodity Contract (OC). These instructions can be used to generate other types of Purchase Orders from existing Commodity contracts.
 
Order Type/       Description
Navigation

OC > OG            Generate Commodity Purchase Order from Commodity Contract
Purchasing – Agencies > Purchase Orders – Agency > Commodity Purchase Order – Agency > Generate Commodity PO – Agency > Gen Comm PO (OG) from Contract (OC)

OC > O6             Generate IT Equip & Svcs Purchase Order from Commodity Contract
Purchasing – Agencies > Purchase Orders – Agency > Commodity Purchase Order – Agency > Generate Commodity PO – Agency > Gen IT Equip & Svcs PO (O6) from Comm Contract (OC)
 
OC > OU            Generate Vehicle Purchase Order from Commodity Contract
Purchasing – Agencies > Purchase Orders – Agency > Commodity Purchase Order – Agency > Generate Commodity PO – Agency > Gen Vehicle PO (OU) from Contract (OC)
 
OC > OK            Generate Exempt Vehicle Purchase Order from Commodity Contract
Purchasing – Agencies > Purchase Orders – Agency > Commodity Purchase Order – Agency > Generate Commodity PO – Agency > Exempt Vehicle (OK)
[bookmark: _Toc419096448]Generating a Purchase Order (OG) from a Commodity Contract (OC) Lesson
Procedure

The following steps/screen shots show an example of Generating a Commodity PO (OG) from a Commodity Contract (OC). The steps are the same for generating any type of Purchase Order from a Commodity Contract.


	Step
	Action

	1. [bookmark: T6_F219]
	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 (OG) from Contract (OC) link.


	1. [bookmark: T6_F118]
	Enter any known information in the header or Query by Example (QBE) line to minimize the search. For example, in the "Description" QBE Field, you can enter a search text using " * " wild cards at the beginning and the end of the text to search for specific contracts.





	Step
	Action

	1. [bookmark: T6_F22]
	To populate the grid with all available detail lines on the Contract, click the Find button.


	1. [bookmark: T6_F28]
	Choose the row(s) in the grid reflecting the detail lines from which you want to generate a Purchase Order.


	1. [bookmark: T6_F30]
	Click the Select button.






	Step
	Action

	1. [bookmark: T6_F191]
	Header Information

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

o Supplier - Update with vendor if applicable. 
o Branch/Plant - Note:  9002 is not a valid Branch/Plant for a Purchase Order; this will result in an Error. Enter the correct Business Unit for the purchase.
o Buyer - Individual who is primarily responsible for this document at the AGENCY. This field will need to be revised on Statewide Contracts.
o Ship To - Address to which the goods are to be delivered. This field will need to be revised on Statewide Contracts.

Note:  Changes made to the order release will be reflected on the generated Purchase Order. They do not change the Contract.

	1. [bookmark: T6_F195]
	Release Information

Release Qty - Quantity for Purchase Order will populate – change this quantity. If quantity is not changed, there will be no more units of this item to be released to subsequent PO's and you will be ordering a large quantity of this item.

Release Amt is calculated using Release Quantity and Unit Cost





	Step
	Action

	1. [bookmark: T6_F231]
	Click in the Release Qty field.


	1. [bookmark: T6_F52]
	Click the Detail Information tab.






	Step
	Action

	1. [bookmark: T6_F198]
	Detail Information

Inventory Number - auto populates from Requisition. 

Description 01 - auto populates from Requisition.  Update as necessary

Account Number - Update with a valid Account Number for your agency

	1. [bookmark: T6_F58]
	Click the Dates tab.






	Step
	Action

	1. [bookmark: T6_F200]
	Dates

Requested - Update as necessary

Promised Delivery - Update as necessary

Note:  Changes made to the Cancel Date from this screen do not update on the Order Header of the Purchase Order.  Additional steps are included in this training manual.

	1. [bookmark: T6_F68]
	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.






	Step
	Action

	1. [bookmark: T6_F70]
	Click the Form button.


	1. [bookmark: T6_F72]
	Click the Generate Order(s) menu.


	1. [bookmark: T6_F202]
	The new Order Number and Or Ty (Order Type) will appear and should be recorded.

	1. [bookmark: T6_F204]
	The newly generated purchase order will need to be revised to update the Send Invoice To Field and remove the Cancel Date.

	1. [bookmark: T6_F206]
	If the existing commodity contract has a $ UOM (Unit of Measure), if desired revise the purchase order to change the UOM to EA (Each) and correct the Qty (Quantity) and Unit Cost. (Ex: Release Qty=1500, UOM= $, Unit Cost=1)





	Step
	Action

	1. [bookmark: T6_F74]
	Click the Row button.


	1. [bookmark: T6_F76]
	Click the Open Order Inquiry menu.






	Step
	Action

	1. [bookmark: T6_F78]
	Choose the row(s) in the grid reflecting the detail lines from which you want to review on the Purchase Order.


	1. [bookmark: T6_F80]
	Click the Row button.


	1. [bookmark: T6_F82]
	Click the Header Revision menu.






	Step
	Action

	1. [bookmark: T6_F86]
	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.

	1. [bookmark: T6_F90]
	Cancel Date - remove the cancel date.

	1. [bookmark: T6_F226]
	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.  

	1. [bookmark: T6_F98]
	Click the OK button.


	1. [bookmark: T6_F208]
	Verify Header changes populated to detail lines and revise as needed.

Add additional lines pending the agency’s rules and regulations.





	Step
	Action

	1. [bookmark: T6_F100]
	Click the OK button.


	1. [bookmark: T6_F102]
	Warning Error notifies that "Event still in Process."  This is okay.

Click the OK button.






	Step
	Action

	1. [bookmark: T6_F249]
	Enter the desired information into the field. Enter "Test".

	1. [bookmark: T6_F251]
	Click the OK button.


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


	1. [bookmark: T6_F114]
	Click the Close button.


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


	1. [bookmark: T6_F3]
	
End of Procedure.




	Page 10



	Page 11



image2.png
ORACLE' ID Edwards EnterpriseOne Roes v Personalization v Hep  AB&PT-AGENCYREQUESTER [PYS10]  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
Purchase Orders - Agency




image7.png
‘Commodity Purchase Order - Agency »




image8.png
‘Generate Commodity PO - Agency *




image9.png
@ Gen Comm PO (OG) from Contract (OC)




image10.png
ORACLE" 1D Edwards EnterpriseOne Roles +

Personslzation v Help  AB&PT-AGENCYREQUESTER [PYS10]  SianOut

Gen Comm PO (0G) from Contract (OC) - Work With Order Release query[iRecores (V] @ (1)
v & X O com B row I Tods
Supplier Business Unit -
Order umber = I - Ca—
Inv Number/NIGP Number =
Account Number =
Cloisplay Suppler Ttem
N recors found.
[ [ [ [ [ [ [ [ [
O|® ‘Order or Order | Chg Line 2nd Item ‘Quantity ‘Service ‘Service ‘Amount. Requ.
Nomber [Ty | Fd | Oder | Nomber | Number Gpen uom_| Quantty o Open Date
< >

#100% v





image11.png




image12.png




image13.png




image14.png
ORACLE' ID Edwards EnterpriseOne

Roles v Personalization v Help AB &PT - AGENCY REQUESTER  [1PY910] Sign Out.
Gen Comm PO (0G) from Contract (OC) - Order Release
8 X Deom B
= [ e e —— ozt (B —
Buyer 576607 RENEBOTTS (4S)
r— Reesse
sioTo [ AL, MATREADDRESSES Cose
el
Onder Norber 33 o o000t o ews
Release Information
Relesse aty [ — Relesse At se05.20
QyTodate 153,000 AmtToDate 25847
Original Qty 2225.0000 Original Amt 34,153.75
Uit Cost 153500 r—— o e e -

#100% ~





image15.png
Sian Out

ORACLE' 1D Edwards EnterpriseOne Roles ~  Persondization ~  Help  AB&PT-AGENCYREQUESTER [PY910]
Gen Comm PO (0G) from Contract (OC) - Order Release
B X O rom & rods
Suppler S0554 NATIONAL EVERYTHING WHOLESALE Business Unit T —
B 576678 COME HERICHS|
" o Attachments  Release
ShpTo a5z Q ASACCONTING, ENTERPRISEONE Cose
Order Number 13339 oc o000t o000 6.109 conesl
Release Information QRN AT I
Release Qty 2072.0000 o Release Ant 180520
QtyTovate 153.0000 AntToDate 258,47
Original Qty 22250000 Original Amt 3415375
Unit Cost 15,3500 Purchasing UOM o Line Type

#100% ~





image16.png




image17.png




image18.png
ORACLE' ID Edwards EnterpriseOne Roes v Personalization v Hep  AB&PT-AGENCYREQUESTER [PY810]

Sian Out

Gen Comm PO (0G) from Contract (OC) - Order Release

8 X Deom B
Suppler 00554 NATIONAL EVERYTHING WHOLESALE. Business Unit [ ——
Buyer 576678 CONNIE HEINRICHS (AS)

r— @ Relesse
sioTo e S ACCOUNTING, EVTERPRISEONE Cose
Order Norber 1338 o« o000t o ews el

Relcase information QR B Dcics 8

v umber NIGP Nurber (258 ¥ FACIAL TISSLE, BOKED, WHITE,
‘Supplier Item Number

pmr ey

‘SBL Type/Subledger

Lot/sN. Location

[aop—

#100% ~




image19.png




image20.png
ORACLE' D Edwards EnterpriseOne Roles v Personization v Help  AB&PT-AGENCYREQUESTER [PY10]  SonOut
Gen Comm PO (0G) from Contract (OC) - Order Release
B X O rom & rods
Suppler S0s54 NATIONAL EVERYTHING WHOLESALE Business Unit [ —
Buyer 576678 CONE HETRICHS (15)
Attachments  Release
shpTo [emoas | ASACCOUNTING, ENTERFRISEONE Close
Order Number 13339 oc o000t 000 6.109 conesl
Detail Information S
x B R iEE 07/31/2016
05/05/2015 Entered Date o7/30/2012
05/05/2015 Planned effective 072172014

®100% ~





image21.png




image22.png
ORACLE' ID Edwards EnterpriseOne Roes v  Personalizafion v Hep  AB&PT-AGENCYREQUESTER [PYS10]  SonOut

Gen Comm PO (0G) from Contract (OC) - Work With Order Release Query:[AiRecores (V] @ (1)
v @ X O rom B row & oo

Suppler — Business Unit ——

Order Number i —

Iy Nmber NIGP Number =

Account Number d

Cloisplay suppler 1tem
[ [ [ [ [ [ [ [ [
O o o [ode oy e nd tem Quantiy Service Serice | Amount Rea
v |Fd | Order | tumber | Number Open vom_| quantity Uom open Date

O« 13390c 00001 000 1103 6% 207.0000 cs o000 cs PETERS)
O¢ 3390c 00001 000 2109 64015 2262.0000 c5 0000 €5 72,4662
O¢ 13390C 00001 000 3109 64015 25454.0000 Cs 0000 cs 50663725
O¢ 3390c 00001 000 4109 64015 215.0000 cs 0000 cs 576555
O 13390C 00001 000 5.108 64015 11320000 Cs 0000 s 2,90280
O¢ 3390c 00001 000 6.109 6015 2067.0000 c5 0000 €5 31,728.45
O¢ 13390C 00001 000 7.108 64015 181.0000 C5 0000 cs 57114
O¢ 3390c 00001 000 5.109 6015 3010000 Cs 0000 cs 851529
O¢ 13390C 00001 000 9.109 64015 115.0000 C5 0000 cs 463430
O¢ 13390c 00001 000 10.109 64015 5622.0000 C5 0000 cs 159,155.24

< >

#100% ~





image23.png
=) Form




image24.png
‘Generate Order(s)




image25.png
ORACLE' ID Edwards EnterpriseOne

Gen Comm PO (0G) from Contract (OC) - Generated Purchase Orders

Roles +  Personalization ~  Help

B &PT - AGENCY REQUESTER [#Y910]

Sian Out

Qe [AiRes ] @D
X B ron B8 1oas
Recrds 11
[ [ [ [ [
o o | over | susnes Reuest
Number T Unit ‘Supplier Date
© 581571 0G 46020186 500554 07/01/2015

#100% v




image26.png
B row




image27.png
‘Open Order Inquiry




image28.png
ORACLE' 1D Edwards EnterpriseOne Roles +

Personslization v Help  AB&PT-AGENCYREQUESTER [PYS10]  SianOut

Gen Comm PO (0G) from Contract (OC) - Work With Order Details Query[AiRecorss (V] @ )
v &+ B X 5 rom B ron B ods

el aeg x 06 Business Uit 46020186

Related Order = = =

oiginal Order = = = N

Inventory Number =

Account Number =

SELType/Subledger [ospiy suppler ttem

Commodty Code E—
Records 1-1
Ol g oreer Quantty Amount o | oder | Suppher Suppier

Nmber | ToReceive M| ToRecave SipTo [Ty |Fd | Number Name

O¢ s1571 50000 s 775 6792506 10000 500554 NATIONAL EVERYTHING WH
< >

#100% ~




image29.png




image30.png




image31.png
ORACLE' D Edwards EnterpriseOne Roes v Personalizafion v Hep  AB&PT-AGENCYREQUESTER [PYS10]  SonOut

Gen Comm PO (0G) from Contract (OC) - Order Header

B X O rom I roos

Order Header
Order Number ss1571 o6 10000 Business Unit 6020185

‘Address umbers Dates
Suppler 500554 NATIONAL EVERYTHING WHOLESALE Entered Date [osos/015
shipTo 678925 (XL ETERIE Requested [o7poy015
N — JE—

Ve STETE CONNIE HETRICHS (45) Promised Deiivery 07/01/2015
Send Invoice To oz — R
X Q. pacumy, maTPLE poRESSES CancelDate BAES
Pt Remark
Descrpton
Print Message
Tax Expl Code: — = Hold Code: [ a-Howcooes azmc
TaxRate/Area — Approval Code: 572007
Certcate —— Retanage %
TaxD 7616237
Ordered By sAmReQL

Person/Corp. 1D = Order Taken By
Payment Terms - Net 30 Days from Invoice Date ATADocument |

Messages |

#100% v





image32.png




image33.png
AB &PT -AGENCYREQUESTER [PY910]  SignOut

ORACLE" 1D Edwards EnterpriseOne Roles v Personalizaton v Help

Gen Comm PO (0G) from Contract (OC) - Order Detail
B O rom B row I oo

order vetail (TN [

Order Number s1s71 o6 10000 Business Unit 020186

Suppler s0554 NATIONAL EVERYTHING WHOLESALE Order Revision o

shoTo omans A ACCOUNTING, ENTERPRISEONE Entered Date osos/2015

InvoiceTo 7043 45 ACCOUNTING, ENTERFRISEONE Requested o721
Prom el Date

Buyer Nuber w67 CoME rETRICHS (45) it
CancelDate —

o POPULATE HEADER TO DETALL

ALL CHANGES TO THE HEADER MUST BE MADE THROUGH HEADER REVISIONS

Recorcs 1-2
O e, [ 309t [Ne | Qumty | |ust Extenced pu.

Nmber fory uber NG |sub | Groered | UaM | Cont Cont Uoh | Desarpton 1
0 ¢  1omewss B aBs [ sew s | 153500 7675 (G5 PACIAL TISSUE, BOKED, WHITE,
O
< >

#100% ~




image34.png




image35.png
ORACLE' ID Edwards EnterpriseOne Roes v Personalizafion v Hep  AB&PT-AGENCYREQUESTER [PYS10]  SonOut

Gen Comm PO (OG) from Contract (OC) - Media Object
8 B concel [ Form I oo
ot V] @

[ommrnon LJ[0C0]

#100% v





image36.png




image37.png




image38.png




image39.png




image1.png




