
       

      

 

     
 

     
 

 
 

         
 

 
 

      
               

 
 

               
          

 

          

Create a Release against a SW Contract. 

Create a Purchase Order Release. 

Navigation: Purchasing>Purchase Orders>Add/Update POs 

Leave the PO ID as “Next”, Click . 

Input the Vendor ID and Buyer. 
•	 The Vendor Id on the Purchase Order must match the Vendor ID on the 

contract. 

•	 Click the Vendor Details line and verify the Vendor Location is correct. The 
Vendor Location should match the Vendor Location on the Contract. 

•	 The Buyer should be a Buyer in your agency. 
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Create a Release against a SW Contract.
 

Click Headers Details Link 

• The PO = RLSE 
• Origin = EXC 

Click . 
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Create a Release against a SW Contract.
 

Click the Contract Tab. 

Click Contract Lookup Icon . 
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Create a Release against a SW Contract.
 

The results contain a list of all Contracts belonging to the vendor. Notice there is an 
expiration date in the far right column. 

Click the contract. 

Click the Contract Line Lookup Icon . 
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Create a Release against a SW Contract.
 

The results contain a list of all Item IDs belonging to the contract. Click the Item ID. 

This is a warning message only. This message is received when the contract is created 

from a REQ and/or RFQ. Click to  continue.  

Click  .   This  will  copy  the  contract  UOM  and  Price  to  the  Purchase  Order.   If  

the  contract  price  is  mandatory   must  be  selected,  or  the  incorrect  price  will  

copy into the Purchase Order. If is  not  selected,  you  will  not  be  able  to  

change  the  amount. 
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Create a Release against a SW Contract.
 

Select the Details Tab. 

Notice the Item ID, Description, UOM and Price copied from the contract. 

Only when the contract is marked as “Price Can Be Changed on Order”, will the price 
field be available for updating. If the price is grayed out, it usually means the price is 
mandatory. 

Change the PO QTY and Price as needed. 
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Create a Release against a SW Contract.
 

To the far right of the line click on the Schedule Icon . 

Click ,  otherwise  the  .00001  contract  price  will  override  the  $15.00  and  your  
price  will  change  on  the  PO.  

Update the schedule as needed. 
Click the Distribution Schedule Icon  located  to  the  right  of  the  schedule  line.  
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Create a Release against a SW Contract.
 

Input Fund, Class, Dept, Bud Ref, Budget Date, and any other fields as needed, click 
. 

The Account Code can be changed, however, if a Change Order is processed and 
default values are updated, the Account Code will change. 

.Click
 

The PO is ready to be Pre-Approved, Budget Checked, Approved and Dispatched.
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Create a Release against a SW Contract. 

Create a Requisition Release. 

Navigation: Purchasing>Requisitions>Add/Update Requisitions 

Leave the Requisition ID as “Next”, Click . 

Update the Origin to EXC and Input the Item ID. If the Item ID is not on the 
contract, you will not be able to find the contract line. 
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Create a Release against a SW Contract.
 

The Description and UOM copied from the Item ID. Input the Quantity field and click 
. 

The price copied from the Item ID. Click Vendor Information Tab. 
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Create a Release against a SW Contract.
 

The Vendor and Vendor Location should default correctly from the Item ID and should 
match the Vendor and Vendor Location on the Contract. Verify that both the 
Vendor/Vendor Location are correct. Change Vendor/Vendor Location fields if not 
correct. If the Vendor does not match the contract, you will not be able to find the 
contract. 

Click Contract Tab. 

Click Contract Lookup Icon . This will provide a list of all Contracts for this Vendor. 
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Create a Release against a SW Contract.
 

Click the Contract. 

Click Contract Line Lookup Icon . This will provide you with the Contract Line 
number that belongs to the Item ID. 
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Create a Release against a SW Contract.
 

Click Details Tab. Change the price if needed and click the Schedule Icon 
located to the right of the line. 

Update the schedule as needed, click the Distribution Icon  located  to  the  right  of  
the  line.  
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Create a Release against a SW Contract.
 

Enter Fund, Class, Dept, Bud Ref, Budget Date, and any other fields as needed, 
click . 

The Account Code can be changed, however, if a change order is processed and defaults 
values are updated, the Account Code will change. 

Click .

The Requisition is ready to be Pre-Approved, Budget Checked, Approved and 
Sourced to a Purchase Order. 
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Create a Release against a SW Contract.
 

Error and Warning Messages
 

This message is received after a contract is selected on the PO/REQ and the 
PO/REQ date is after the contract expiration date. 

This message is received after you select the contract line number. This is a warning 
message only; this message is received when the contract is created from a REQ 

and/or  RFQ.   Click   to  continue.  

This message is received after you select the Contract Line Number. Click 
. This will copy the contract UOM and price to the PO. If the Contract 

Price is mandatory and the button  is  not  selected,  the  incorrect  price  will  
copy  in  and  you  will  not  be  able  to  change  the  price.  

Click  , otherwise the .00001 contract price will override the $15.00 and 
your price will change on the PO. 
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Create a Release against a SW Contract.
 

Click  . This message reminds you that your $15.00 price does not match 
their price .00001. This message can be avoided, see P110 PO Administration 
Manual, page 169. 

This message means the Vendor and/or Vendor Location is not on the Item ID, 
therefore the price that will be used is the Item IDs Standard price. When copying 
the Item ID, the system first looks for a Vendor Price on the Item ID by Vendor and 
Vendor location. If the Vendor and Vendor Location are not accurate, the above 
message is displayed and the Item ID standard price becomes the default. This 
message is a good indication the incorrect Vendor Location is being used. If the 
incorrect vendor location is used, the release will still be created but the PO may not 
go to the correct location. 
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Create a Release against a SW Contract. 

Misc Information on SW Contracts 

Examples  of  Line  Item  Types:  

Line 1 price can be changed. 

Line 2 price cannot be changed. 

5/15/2008 Page 17 of 17 


