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Once a Purchase Requisition is created, or a Deviation Request is created and approved by AS Materiel, a Service Contract can be generated. All bids must be documented as a Header attachment on the Requisition or Deviation Request document. 
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Procedure

This lesson details how to create a Service Contract (O4) from a Deviation Request (O8). 




	Step
	Action

	1. [bookmark: T6_F202]
	Click the Navigator menu.


	1. [bookmark: T6_F4]
	Warning: You can create a Service Contract (O4) from a Requisition (O8, O3, or Z6).  The steps detailed in this lesson are the same.  The only difference is the menu path.  Be sure to use the appropriate menu path.  

State of Nebraska > Purchasing - Agencies > Contracts - Agencies > Gen Service Contract (O4) from Agency Req (O3).

State of Nebraska > Purchasing - Agencies > Contracts - Agencies > Gen Service Contract (O4) from Exempt Req (Z6).

State of Nebraska > Purchasing - Agencies > Deviation Request > Gen Service Contract (O4) from Dev Request (O8).

This lesson uses the menu path for creating a Service Contract (O4) from a Deviation Request (O8). 

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 Gen Service Contract (O4) from Dev Request (O8) link.






	Step
	Action

	1. [bookmark: T6_F14]
	Enter the requisition number in the Order Number Field.

	1. [bookmark: T6_F16]
	Click the Find button.


	1. [bookmark: T6_F18]
	Click the check box next to each line of the order to be generated to a contract.


	1. [bookmark: T6_F20]
	Note:  Row options can also be selcted by Right- Clicking on the selected line within the grid.

Click the Row button.


	1. [bookmark: T6_F22]
	Click the Order Release menu.


	1. [bookmark: T6_F131]
	ORDER HEADER

Verify the following fields in the Header:

Business Unit - A valid Business Unit for your agency.
Supplier - Review this value and determine correct supplier number.
Buyer - You can populate the address book record for the responsible buyer in your agency.
Ship To - This reflects a delivery location for your agency.

If you need to make any changes to these Field you can do so at this time.





	Step
	Action

	1. [bookmark: T6_F133]
	Review the following fields on the Release Information tab:

Release Qty - The quantity from the Requisition will populate - change this quantity only if it is determined to increase or decrease the Field.

Release Amt - Do not change this Field.  If you change the Release Qty Field this Field will populate automatically.

	1. [bookmark: T6_F24]
	Click the Detail Information tab.






	Step
	Action

	1. [bookmark: T6_F135]
	Review the following fields on the Detail Information tab:

Inventory Number - If the incorrect NIGP number was previously entered it can be changed here.

Note: If you change the number in the Inventory Number Field here, you will also need to go through Revise to correct the 3 - Digit NIGP and NIGP Sub fields. 

Account Number - This must be a valid Account Number for your agency.

	1. [bookmark: T6_F26]
	Click the Dates tab.






	Step
	Action

	1. [bookmark: T6_F137]
	On the Dates tab review the various date fields.  Make sure there is a date is in the Cancel Date Field and that it is correct.  All contracts must have a cancel date per Neb. Rev. Stat. §§ 73-501 - 73-509.

	1. [bookmark: T6_F28]
	Click the OK button.






	Step
	Action

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


	1. [bookmark: T6_F32]
	Click the Generate Order(s) menu.


	1. [bookmark: T6_F139]
	The O4 document number generated will be displayed in the Order Number Field.  You will want to make note of this number for future reference.





	Step
	Action

	1. [bookmark: T6_F34]
	Next you will need to make some revisions to the O4 document.

Click the Row button.


	1. [bookmark: T6_F36]
	Click the Open Order Inquiry menu.






	Step
	Action

	1. [bookmark: T6_F38]
	Choose the document by Clicking the check box.


	1. [bookmark: T6_F40]
	Click the Row button.


	1. [bookmark: T6_F42]
	Click the Header Revision menu.






	Step
	Action

	1. [bookmark: T6_F163]
	Review the Send Invoice To Field.  This is tied to the Ship to Field, but you can override it if you need to.

	1. [bookmark: T6_F165]
	Verify there is a date in the Contract End Field.  All contracts must have a contract end date per Neb. Rev. Stat. §§ 73-501-73-509.

	1. [bookmark: T6_F172]
	Click the Additional Properties tab.






	Step
	Action

	1. [bookmark: T6_F184]
	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_F186]
	Document Location

o Mandatory

o Per state statute all Service Contracts must indicate where the documents may be found in the Document Location Field

o This Field can be pulled from the address book.

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

	1. [bookmark: T6_F188]
	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.

o This must be an Address Book Search Type of “B, E, N, or X”.

	1. [bookmark: T6_F180]
	Click the Category Codes tab.






	Step
	Action

	1. [bookmark: T6_F190]
	The New/Renew Field is used to indicate if the anticipated contract is new or a renewal.

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

	1. [bookmark: T6_F64]
	Changes to the Header requires population to the Detail Lines.  

To do this, click the Form button.


	1. [bookmark: T6_F66]
	Click the Header To Detail menu.


	1. [bookmark: T6_F68]
	POPULATE HEADER TO DETAIL will appear in the Header box.  If you forgot to populate the header to detail you will manually need to make the changes in the detail lines.

Click the Populate menu.


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


	1. [bookmark: T6_F167]
	Review the detail lines and make changes as needed.





	Step
	Action

	1. [bookmark: T6_F72]
	When you are finished click the OK button.


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


	1. [bookmark: T6_F76]
	Click the Close button.


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


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




	Page 12



	Page 13



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
Deviation Request




image7.png
'@ Gen Service Contract (O4) from Dev Request (O8)




image8.png
ORACLE' 1D Edwards EnterpriseOne Roles +

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

Gen Service Contract (04) from Dev Request (08) - Work With Order Release query[iRecores (V] @ (1)
v & X O com B row I Tods
Supplier Business Unit -
Order Number E x [o8 -
Inv Number/NIGP Number =
Account Nuber =
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 pen uom_| Quantty o Open Date
< >

#100% v





image9.png




image10.png




image11.png




image12.png
Order Release




image13.png
ORACLE' ID Edwards EnterpriseOne Roes v Personalization v Hep  AB&PT-AGENCYREQUESTER [PYSI0]  SonOut

Gen Service Contract (04) from Dev Request (08) - Order Release

B X O rom & rods
Suppler HEEZE X QU ALCOHOL MONITORING SYSTEMS INC Business Unit 6150057
By [2me71 | EEREYLAMSS
wer 118671 cs) =
shpTo [5m15 |  CORRECTIONS -COMM CORRECCTR Close
Cancel
Order Number 739 o 10000 000 1000
Release Information QRN T eI

Release Qty 35000000 o Release Ant 3452500

QyToDate AmtTo Date

Original Qty 3500.0000 Original Amt 3482500

Unit Cost 9.9500 Purchasing UOM or Line Type (E—

#100% ~




image14.png




image15.png
ORACLE' ID Edwards EnterpriseOne Roles v Personalizaton v Hep  AB&PT-AGENCYREQUESTER [PY810]

Sian Out

Gen Service Contract (04) from Dev Request (08) - Order Release

CRE
‘Supplier 2023742 ALCOHOL MONITORING SYSTEMS INC Business Unit 46140057
Buyer 1218671 JEFFREY LAABS (DCS)

Relesse
shoTo (e CoRRECTIOs -comn ComEC R Close
Order Nmber n o o000 W e =

Relcase Information RN I ootcs g

Inv Number/NIGP Number [T X CCOL ALCOHOL HOME MONITORING
‘Supplier Item Number

Account Number. 46140057.554300

‘SBL Type/Subledger

Lot/sN Location

roducton mber

#100% ~




image16.png




image17.png
ORACLE' D Edwards EnterpriseOne Roes v Personization v Help  AB&PT-AGENCYREQUESTER [PY10]  SonOut
Gen Service Contract (04) from Dev Request (08) - Order Release
B X O rom & rods
Suppler 023722 ALCOHOL MONITORING SYSTEMS INC Business Unit T —
Buyer 118671 EFREY L4485 (CS)
® Release
shpTo 1) CORRECTIONS - COMM CORREC CTR Cose
Order Number 73499 o8 10000 000 1000 Concel
Detail Information S
x B Cancel Date: 06/30/2016
05032015 Entered Date 03212014
05032015 Planned effectve 07014

#100%





image18.png




image19.png
ORACLE' 1D Edwards EnterpriseOne Roles +

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

Gen Service Contract (04) from Dev Request (08) - Work With Order Release Query[AiRecorss (V] @ )
v @ X B rorm B row B 1005
Supplier Business Unit =
Order Number [ N C—
Inv Number/NIGP Number =
AccountNumber
[oisplay Supplier Ttem
Records 1-1
[ I [ [ [ I [ [ [
O|® ‘Order or Order | Chg Line 2nd Item ‘Quantity ‘Service ‘Service ‘Amount. Requ.
Nmber [Ty |Fd | Order |Number | Number Open UoM | Quantity Lo open Date;
0 759908 | 10000 000 2000 %61 2500.0000 DY 0000 oY 287500 0
< >

#100% v




image20.png
B Form




image21.png
‘Generate Order(s)




image22.png
ORACLE' ID Edwards EnterpriseOne

Roles +

Gen Service Contract (04) from Dev Request (08) - Generated Purchase Orders

Personalzation +

He

B &PT - AGENCY REQUESTER [#Y910]

Qe [fiReos ] @D
X B ron B8 1oas
Recrds 1-1
[ [ [ [ [ [
o o | over | susnes Reuest
Number T Fd Uit ‘Supplier Date
© 6505704 10000 46140057 025792 0504/2015

Sian Out

#100%




image23.png
B row




image24.png
‘Open Order Inquiry




image25.png
ORACLE' 1D Edwards EnterpriseOne Roles +

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

Gen Service Contract (04) from Dev Request (08) - Work With Order Details Query[aiRecorss (V] @ )
v &+ B X 5 rom B ron B Tods

Order Number

x 04 Business Unit 6140057
Related Order g g =
Original Order g g g A
Inventory Number g
Account Number g
SBLType/Subledger [Ioiplay Supple Ttem
Commodity Code: -
Records 1-1
g oreer Quantity Amount o | order | suppler Suppler

Number ToReceive UM | ToReceve spTo [Ty |Fd Number Neme

(] 65057 3500.0000 DY 3482500 5781904 10000 2023742 ALCOHOL MONITORING SY:
< >

#100% ~




image26.png




image27.png
ORACLE' D Edwards EnterpriseOne Roes v  Personalization v Hep  AB&PT-AGENCYREQUESTER [PYS10]  SonOut

Gen Service Contract (04) from Dev Request (08) - Order Header

B X O rom I roos

Order Number 65057 o1 10000 Business Unit 6140057

‘Address Numbers Dates
Suppler X Q. ALcoHOL MONTTORING SYSTEMS INC ContractEntered 0s/p4/2015
Srom [m "  CORRECTIONS -COMMCORRECCTR ContractStart [ospams
Buyer 1218671 EFRREY LAAES (OGS) Contract Renewal 0s/o3/2015
Send Invoce To [sos852 CORRECTIONS - GENTRAL OFFICE # ContractEnd 0s/30/2016
Pt Remark
Descrpton [ Acohol and home moritorng
Print Message
TaxExpl Code — = Hold Code: [ a-rowcooes azmc
TaxRate/Area — Approval Code: 572007
Certcate —— Retanage %
TaxD

00137263 Ordered By SABREQL

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

Messages

Attachments |

#100% ~





image28.png




image29.png
ORACLE’ D Edwards EnterpriseOne Roles - Personalaation +  bep

Gen Service Contract (04) from Dev Request (08) - Order Header

8 X O fom 52 roos

Additonal Properties

Property 01 I Property 07
Property 02 — Property 08
Property 03 — Property 03
Property 04 — Property 10
Property 05 — Property 11
Property 06 — Cancel Flag
DocumentDescption 'ALCOROL AND HOME MONTTORING
Insrance Exiraton
Sond Expaton
Dste and Tme 01
Dste and Tme 02
DocumentLocaton oz CORRECTIONS - CEVTRAL OFFICE #
Document Conact [owerr | BRSO

AB &PT -AGENCYREQUESTER [PY910]  SignOut

#100% v





image30.png




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

Gen Service Contract (04) from Dev 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





image32.png
B Form




image33.png
Header To Detail  » |




image34.png




image35.png




image36.png
ORACLE' D Edwards EnterpriseOne Roes v Personalizafion v Hep  AB&PT-AGENCYREQUESTER [PYS10]  SgnOut

Gen Service Contract (04) from Dev Request (08) - Order Detail
B X O rom B gow B 1o

Order peri QTN Category Code
Order Number ssos7 o 1000 Busess it 10057
suppier ms72 ALCOHOL MONTTORING SYSTENS INC OnderReviion 0

shpTo ssm1s coRRECTIONS - Conm CORREC CTR ContactEtered ospoy/a1s
InvoceTo aoses2 coRREcTIONs - AL oFrIcE ConvractStart osioay1s
Buyer Mumber 1218671 R LaABS (OCS) R San0LS

ContractEnd [o6f30/2016

Order Attachment
ALL CHANGES TO THE HEADER MUST BE MADE THROUGH HEADER REVISIONS

Recorcs 1-2 Customize Grd =]
O e ire, [ 30t [Ne | qumty | |ust Extenced Pu.

Nmber fory uber NG |Sub | Groered | UaM | cont Cont Uoh_| Desarpton 1
O 1000 561 et o [ soooo v | a5500 3482500 bV [CCOL ALCOHOL HOME MONTOR
O
< >

#100% v




image37.png




image38.png




image39.png




image1.png




