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Statewide Contracts

Overview
The Department of Central Services website: http://www.dcs.state.ok.us/SW_Contracts.nsf
[image: image1.png]Use this Search feature to look-up Keywords or Contract Numbers!
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To identify an Item ID on Contract.
Click [image: image2.png]Search the Contracts
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Enter description and click [image: image4.png]Search
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Contract Number Commodity Description Contracting Officer
SWO1T 1411 Paper, Multipurpose Cut Sheets M Irene_ Bowman@dcs state.ok us
4056214058
=] swirt 4410 Copiers M Jan_Hall@dcs state ok us - 405-522-0702
O  swosg 4412 Envelopes, No Printing M Irene_Bowman@dcs state ok us - 405-521-4058
Search for Printing
Options ~ Sort results by relevance -
Retum a maximum of < results

] Use word variants ("cat" will also find "cats")
[ Fuzzy search





From this page you can refine your search criteria or click the Contract Number link.

[image: image6.png]STATEWIDE CONTRACTS

Contract Number: SW017

Commodity Codes:
a1

Contract Period: ~ 07/01/2010  through ~ 10/31/2011
Agreement Period: ~ 11/01/2009  through ~ 11/30/2011

Contracting Officer: Irene_ Bowman@dcs state ok us
405-5214058

Left click on the attachment to open the form.

= =z = 7 2

PAICE INCREASE EFFECTIVE 7110 s SWO017 NEW NOTICE OF AWARD. doc.pdf CORRECTED AWARDED VENDOR INFO doc.pe - Amendment No. 5 - Renewal doc.pdf Amendent No. 6 pdf

=z i =z

ADDENDUM #7.doc.paf Addendum #3 doc.pf ADDENDUM NO. 9 doc pe

« If web site requires a user ID and password, you must use it to get pricing applicable to Oklahoma.
» If documents listed on this page do not meet your accessibilty requirements, please contact listed Contracting Office or call DCS at (405) 522-0955 and all necessary
actions will be taken to meet your needs

Ifyou need to download Adobe Acrobat Reader, here s a link to their WebSite.





Releasing of Contracts from Requisitions
Overview

When Commitment Control is turned on for Purchasing, Contracts cannot be manually copied over in a Purchase Order. In order to release the contracts, the process has to start from a requisition.
Create a Requisition
Navigation:  Purchasing > Requisitions > Add/Update Requisitions > Add a New Value
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Business Unit defaults in, click [image: image8.png]
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Enter the Item ID, Quantity and click [image: image10.png]Y Refresh
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Click the Contract Tab and enter your contract number and line number, or click the [image: image12.png]


 to look them up.
Click [image: image13.png]Refresh
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The price copied in from the Item ID and will be correct if the Item ID was updated correctly.

(In this case it was not and you will have to enter your price)
Click the Vendor Information Tab.
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If the Item Id was setup correctly the contract vendor will copy in.
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Click Requisition Defaults link.
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Enter the funding and click [image: image18.png]
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 located next to the field you want to update, click [image: image21.png]
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 Pre-approved, budget check and Approve the Requisition.
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The Requisition is ready to be sourced to the PO.
Next you will source the Requisition into a Purchase Order.

Source the Requisition into a Purchase Order

Requisition Selection
Navigation:  EProcurement > Buyer Center > Expedite Requisition
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The Business Unit field defaults in. Enter the Requisition ID and click [image: image26.png]Search
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Click the box to the left of the Requisition ID column to source to a PO.

Click [image: image28.png]Submit
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[image: image29.png]Expedite Requisitions

To locate requisition schedule lines that have been approved and are available for manual conversion into purchase orders, edit the
criteria below and diick the Search buton.
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buyer and dick the Submitbution. The defaultbuyer is used on the purchase order only f anather buyer is not found on the staging
{ables o default herarchy,or if the ransactions are consolidate by buyer.

“Default Buyer ID: BCAIRNS Q





Click the Process Monitor link to watch the job process.
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Click [image: image31.png]Refresh



 until the PV_PO_CREATE process has a Run Status of Success and a Distribution Status of Posted.
Sourcing Workbench
To find the Purchase Order, go to the Sourcing Workbench.

Navigation:  Purchasing>Purchase Order > Stage/Source Request > Sourcing Workbench
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Enter Business Unit and Requisition ID and click [image: image33.png]Search
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The status will change from “Staged” , “POCalc”, “POCreate” and “Completed”.  When the process is completed you can review and complete the PO by clicking the PO link.

Purchase Order
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Click the Contract Tab.
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From the Contract Tab, you can see that the contract attached to the PO during the PO sourcing process.

You will need to Pre Approve, Budget Check, Approve and Dispatch the PO in order to use it.
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