ITSW1008

How to Issue a Release

The statewide contracts for ITSW1008 are the “order by description” contracts. There are no specific item
IDs assigned to these contracts. Below are the screenshots how to issue a release against the contracts.

Option # A: Issue an e-Pro requisition

A.1. Select “Special Request” tab, and click on “Special Item” link

o R —
Worklist Add to Favorites Sign out

El»

Create Requisition

E‘ 1. Define Requisition El‘#: 2. Add Items and Services \&; 3. Review and Submit |

Add lines to the requisition, specifying the information necessary to procure each item or service.

search: || C Search
Catalog | Favorites | Templates | Forms | Web | Special Request
Select a Request Type

m Request an itern that is not listed in the Catalog.

Fixed Cost Service Request a one-time service for a flat fee.

Variable Cost Service Request a service for which the fee is based on the time worked

Time and Materials Request a service for which the fee is based on the time worked and materials used.

Review and Submit

Done \& Local intranet S v M A00% -

A.2. Type specific description of items/services required. For example, if this is for a purchase of product,
you may state “Sorter - SW-24K SIL OCR In No DRS”, enter a price, quantity and appropriate Unit of
Measure. For category code, select the magnify glass next to it as shown below.



ORACLE’

Worklist Add to Favorites Sign out
El»
Catalog | Favorites | Templates | Forms | Web | Special Request =
Special ltem

“ltem Description: | 30rter - SW-24K SIL OCR In No DRS

*Price: 75000 *Currency: USD
“Unit of Measure: EA Q

*Quantity: 1
*Category: ’ Due Date: ]
Vendor ID: Sugoest New Vendor
Vendor [tem ID:
Mfg ID: Q

Mfg Item 1D:

Additional Information

™ Send to Vendor ™ Show at Receipt ™ Show at Voucher
Additem | Cancel |  Add and Start New Type |
|\avascript'suhm\bﬂchnn_winD[dncument winD,'PY_REQ_SR_wWRE_PY_CATEG_LOOKUP$DY: l_ ’_ l_ l_ l_ l_ r‘d Local intranet fa - ‘ w100E - >

A.3. On the ‘Look Up Category” page, click on the triangle next to “Browse Category Tree”

Add to Favorites Sign out
3
Help

Create Requisition
Look Up Category
Mote: You may either Search or Browse to look up the appropriate category for your special request.

SearchBy [Description -] [ Find |

(Categories C First 1411 0f1 L*

¥ 'Browse Category Tree

lavaseript submitéction_wind[document wind, Fy_SF_CATLU_WRK_PY_CAT_GROUPBOX2; L s Localintranet a3 w00 -

A.4. Click the drop down list and select “ITSW1008MAILROOMC”, then select the appropriate
category code. In this example, “Automatic postal or mailing machine” is selected.



Worklist

Add to Favorites Sign out

Create Requisition

Look Up Category

Note: You may either Search or Browse to look up the appropriate category for your special request.
52

Search By |Descripti0n j ‘ Find

Catalog Category Description Tree

)

*Select a catalog: ||TSW1008I’u1AILROOI'v1C @

| [= ITSW1008MAILROOMC

[== Mail machine accessories /

= Automatic postal or mailing m

[= Electrical Equipment software
= Office equipment rental or lea
[ Systems integration design

[ Maintenance or support fees =]

javascrpt submitdction_wind{document.wind, #1CS etFieldP_CAT_SELECT_SEC PY_CATTREE_FC.53; QLocaIintranet vq o W00 -

A.5. The category code for automatic postal or mailing machine is entered by the system.
Complete with the vendor ID. And select “Add Item”.

ORACLE’

Home Worklist Add to Favorites Sign out
3

Catalog | Favorites | Templates | Forms | Web | Special Request - |
Special ltem

“ltemn Description: | S0rter - SW-24K SIL OCR In No DRS

“Price: 75000.00000 SEETE

*Quantity: 1.0000 *Unit of Measure: EA Q
*Category: 44102109 Q Due Date: El

Vendor ID: 0000011888 Q Suggest Mew Vendor

Vendor Item ID:
Mig ID: Q
Mg Item ID:

Additional Information

I™ Send to Vendor I Show at Receipt I Show at Voucher

Addltem |  Cancel |  Add and Start New Type

Ingert Line

&J Localintranet Vv w00z -

A.6. Select the step #3: Review and Submit to see a line item or repeat the steps #2-5 to add
additional items/services as needed.



Create Requisition

T 1. Define Requisition El‘#: 2. Add Items and Services \g 3. Review and Submit |
Add lines to the requisition, specifying the information necessary to procure each item or service

Search: | 2, Search

Catalog | Favorites | Templates | Forms | Web | Special Request
Special ltem

*ltem Description: |

*Price: *Currency: USD

*Quantity: *Unit of Measure: l— Q

*Category: Q Due Date: El
Vendor ID: Q Suagoest Mew Vendor
Vendor Item ID:
Mifg ID: Q ||
Mg Item ID:

Additional Information

- .. _ - _ |
[ L s Localintranet |75 - [® 1m0z -

ORACLE
Add to Fe Sign out
ER
Help 4
Create Requisition
1. Define Requisition : & 2. Add Items and Services \g 3. Review and Submit
Review the details of your requisition, make any necessary changes, and submit it for approval.
Business Unit: 09000 Office of State Finance *Origin:| OSF C,  0SF
*Requester: |k3HUNTER C, Gai Hunter (090) *Currency: JSD
Requisition Name: | Priority: Medium 'l
Requisition Lines
Line Description Vendor Name | |
™ 1 Sorer- SW-24KSIL OCRIn PITNEY BOWES INC 1.0000 EACH
SSISW Exception [ Line SSISW Type: Q
[T Select All/ Deselect All Total Amount: 75,000.00 USD
L #® Addtofavorites | [53Modify Line / Shipping / Accounting | [ij Delete |
= e
| F
¥ send to Vendor [ Showat Receipt [ Show at Voucher
s Check Budget | 5
4| | »
|Dune ’_I_l_l_l_l_l'd Local intranet sy - ‘ H00% - 4

A.8. Change a default buyer to an appropriate buyer.



Create Requisition

Line Details

Line: 1 Sorter- SW-24K SIL OCR In

~ I[tem Details

Amount: 75,000.00 uso

Category 44102109 Automnatic  View Hierarchy

postal or
mailing m

Buyer: FGIZA @ Buyer Information

Vendor: [ooooo11866 Q. PITNEY BOWES INC Sugaest New Vendor

Vendor Location: IUUSU @, 3224 TEAKWOOD LN STE 120

Vendor's Catalog: |

Vendor Item ID: |

Manufacturer ID: | Q. UPNID: —
Manufacturer's ltem ID: | (&}

Physical Nature |G00d5 'l

I RFQ Required ™ Zero Price Indicator I Inspection Required

™ Device Tracking ™ stockless Item

e . |

\Done L s Localintranet h v Em00% -

A.9. Add contract ID. Line number is not required because this is the order by description
statewide contract.

Sign out
>
[ EE =
Amount: 75,000.00 usD
Category 44102109 Automnatic  View Hierarchy
postal or
mailing m
Buyer: |GHUNTER @, Buyer Information
Vendor: [oooo011866 @ PITNEY BOWES INC SuggestMew Vendor
Vendor Location: |0050 G, 3224 TEAKWOOD LN STE 120
Vendor's Catalog: |
Vendor Item ID: |
Manufacturer ID: | @, UPNID:
Manufacturer's ftem ID: | o}
Physical Nature IGnnda 'l
™ RFQ Required ™ Zero Price Indicator [ Inspection Required
™ Device Tracking ™ stockless Item
Configuration Infa
Contract ID: |0000000000000000000003‘152 Q Line:l
0K | Cancel | B
=l
[ L s Localintranet Ya v RI00% -

A.10. Complete the requisition as needed.



Option # B: Issue a non e-Pro requisition (regular way of requisition/purchase
order creation).

B.1. Enter category code (must match one of the category codes assigned to the SW contract),
description, quantity and preferred unit of measure. Go to “vendor information” tab and enter vendor ID

and location. Then go to “contract” tab and insert the appropriate contract ID. Line number is not required.
Complete other information as needed.

(& £dd/Update Requisitions | |

ORACLE’

ﬁ @ = @a - Page~ Safety~ Tools - @v 1

Worklist

Add to Favorites Sign out
El»
Requisition 1D NEXT Copy From Budget Status: NotChkd TG —
I" Hold From Further Processing
=
*Requester: GHUNTER Q, Gai Hunter (090) Requisition Defaults
Add Comments
I loam7m012 Reqguester Info T
“Requisition Date: B Requisition Activities
*Origin: 05F O Office of State Finance
*C Code: Dollar
urrency Lode Total Amount: 50,000.00 USD
Accounting Date: [04/27/2012 5]
Purchasing Kit Catalog
Item Search

Requester ltems

Defais | ShipToDueDate |  Status  j Vendor Information

Yy ITtem Information Vi Adtributes " Contract Y ourcing Controls ¥

ssiswy  Line - .
Exception SSISW  Description Contract ID Contract Line

Type
1@ a - @ [Sorter - SW-36K SIL OCR :]J000000000000000000003152 =

View Printable Version

*Go to: |...|'v'|0|'e... j

B Add Update/Display

B save | [=] Motify | % Refresh |

Done &J Local intranet v H00Z <




CONTRACT
State of Oklahoma

Dispatch via Print

Vendor ID 0000011866

Contract ID Page
0000000000000000000003152 1of 2
Contract Dates Currency Rate Type Rate Date
04/23/2012 to 10/12/2013 USD CRRNT PO Date
Description: Contract Maximum
ITSW1008-Mail Room Equip-Maint 0.00

PITNEY BOWES INC
3224 TEAKWOOD LN STE 120
EDMOND OK 73013-3781

Allow Open Item Reference
TYPE: STATEWIDE

Tax Exenpt? Y Tax Exenpt 1D:736017987

Line# Cat CD/Item ID/Item Desc

Minimum Order

Qty Amt

Maximum / Open

Qty Amt

1 44102109/
Postage meter rental or purchase of
mailing systems, integrates postal
scales, letter openers, letter folders,
inserters, folder/inserters, envelop
mail labeler, envelope addressing
system, tabbers, or pre-sorting
equipment

Indicate a specific type, model and description of equipment including the
pricing and any special instructions, if any.

Unit of measure can be changed when issuing a release to reflect actual
unit of measure.

**Contract number is required to be attached with a release. However,
contract line # is not required. The contract number will be used, along
with the category code to obtain contract usages.**

Contract Base Pricing 0.01000 EA
44102108 /

Mail room accessories or supplies

Identify a list of accessories or supplies purchased including the pricing.
This is strictly for accessories and supplies related to Pithey Bowes mail
room products offered in this contract only.

Unit of measure can be changed when issuing a release to reflect actual
unit of measure.

**Contract number is required to be attached with a release. However,
contract line # is not required. The contract number will be used, along
with the category code to obtain contract usages.**

Contract Base Pricing 0.10000 EA
81112201/
Mail room annual maintenance or time and

materials maintenance

Identify type and description of equipment requiring maintenance. Itemized
costs are needed for time and materials including parts.

Unit of measure can be changed when issuing a release to reflect actual
unit of measure.

**Contract number is required to be attached with a release. However,
contract line # is not required. The contract number will be used, along
with the category code to obtain contract usages.**

Contract Base Pricing 0.01000 EA

1. 00 0. 00

0050

1. 00 .00

0050

1.00 0.00

0050

0. 00 0. 00

.00 .00

0.00 0.00

Final = The price is final after adjustments
Hard = Apply adjustments regardless of other adjustments
Skip = Skip adjustments if any other adjustments have been applied

Authorized Signature




Tax Exenpt? Y

CONTRACT
State of Oklahoma

Dispatch via Print

Contract ID Page

Vendor ID 0000011866

0000000000000000000003152 20f 2
Contract Dates Currency Rate Type Rate Date
04/23/2012 to 10/12/2013 USD CRRNT PO Date
Description: Contract Maximum
ITSW1008-Mail Room Equip-Maint 0.00

PITNEY BOWES INC
3224 TEAKWOOD LN STE 120
EDMOND OK 73013-3781

Allow Open Item Reference
TYPE: STATEWIDE

Tax Exenpt 1D:736017987

Line# Cat CD/Item ID/Item Desc

Minimum Order Maximum / Open
Qty Amt Qty Amt

4

Contract Base Pricing

Contract Base Pricing

43233600/
Software, license and subcription

Identify whether a line is for purchase of software or software maintenance

for software license purchased. Most recent release model or version of the

software at the time of order shall be provided by the Contractor unless
the using entity specifically requests a different model or version.

Unit of measure can be changed when issuing a release to reflect actual
unit of measure.

**Contract number is required to be attached with a release. However,
contract line # is not required. The contract number will be used, along
with the category code to obtain contract usages.**

0.01000 EA

81111503/

Design for production equipment or
installation-assembly-software
integration for production equipment

Identify whether a line is for design layout services or software
installations for production equipment. Enter the appropriate contracted
hourly rate.

Unit of measure can be changed when issuing a release to reflect actual
unit of measure.

**Contract number is required to be attached with a release. However,
contract line # is not required. The contract number will be used, along
with the category code to obtain contract usages.**

0.01000 A8

80161800 /
Equipment - Lease Option B or C

Enter equipment for lease. Specify selected option and term. The order to

1. 00 0. 00 0. 00 0. 00

0050

1. 00 0. 00 0. 00 0. 00

0050

1.00 0.00 0.00 0.00

be sent to Pitney Bowes, Inc, attn: Francie Coffey. Payments made to Pitney

Bowes Glogal Financial Services, LLC.

Contract Base Pricing 0.01000

0050

COMMENTS:

;I'he Participating Addendum #ITSW1008 shall be included on all orders.

Final = The price is final after adjustments
Hard = Apply adjustments regardless of other adjustments
Skip = Skip adjustments if any other adjustments have been applied

Authorized Signature
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