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IAS Release Information
IAS Release 3.0

In a continuing effort to support IAS users and streamline USDA’s acquisition process, IAS
will be upgraded to version R3.0. This upgrade is a proactive measure designed to ensure
IAS remains reliable and accurate as well as in the forefront of technology and at the same
time incorporate enhancements requested by end-users.

IAS Release 3.0 is a robust release involving upgrades of several architectural components
as well as enhanced new functionality for users and correction of existing functionality. This
release contains the following enhancements:

e Upgrade Oracle iProcurement to 11.5.10: 1AS was on Oracle 11.5.8 R3.0 will
upgrade Oracle to 11.5.10 and configure 11.5.10 to work in an IAS
environment. Oracle 11.5.10 offers important enhanced functionality to the
users in the area of Requisitioning.

e Previously, the Vendor Search form defaulted the Vendor Address type to
PRISM and Organization to the users default organization. The new
enhancement will default the Vendor Address type to EXTERNAL and the
Organization field to Current Orgs.

e Display the receipt FFIS status (Accept, Reject, Pending) on receipt on the
following iProcurement Receipt screens: (1) My Receipts at Glance, (2) View
Receipts and (3) Receipt Details. This enhancement is shown throughout the
Receiving section (page 140) of this document.

e Display the Requisition-PO-Receipt life cycle on the requisition. Requestors can
navigate to requisition line and can view the associated award and receipt
information. Please refer to the Tracking Requisition Status section and the
Accessing the Receipt Status in IAS section (page 159) of this document
for more information on these updates.

e Change the filtering in FFIS to exclude certain vendors before importing into
IAS (filter criteria available). Previously, TELE, UTIL and GOVT entities were
included in the filter list of vendors. These entities do not require a Prompt Pay
code which causes errors on invoicing. The enhancement changed the filtering
in FFIS to exclude TELE, UTIL and GOVT vendors before importing to IAS The
enhancement also provides additional filtering on vendors before importing to
IAS. The vendor types that remain in IAS are: A, B, C,F, L, S, T, U, X, and Z

¢ Allow change of vendor suffix on the award, carry forward this change to
invoice and then modify the vendor suffix on the Invoice during the invoice
creation process.

e A requestor is not set up to modify or cancel a requisition in FFIS. Therefore
any such attempt fails in FFIS. This enhancement used the new 11.5.10
functionality to enhance the Cancel button verbiage as “Only Funds Officers
can cancel Approved or Pre-Approved requisitions”.

e The system now displays the maximum characters on the following fields: (1)
Note to Buyer and (2) Justification (Note to Approver).
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Introduction to 1AS
Introduction

Did you know?

The U.S. Department of Agriculture spends more than $2 billion on goods and services
every year, representing nearly 3 million transactions.

From fire-fighting equipment ... to food safety programs ... to veterinary services ... to tree
conservation initiatives ... these purchases and many more all contribute to the delivery of
USDA mission-critical activities throughout the United States and the around the world.

Managing all these transactions is no small task. That's why USDA is committed to the
effective operations, maintenance and support of the Integrated Acquisition System (I1AS).

IAS is a modern, web-based, enterprise-wide system designed to support USDA
procurement of goods and services efficiently and transparently. Among the many benefits
IAS delivers to USDA are:

¢ Reliable procurement-related financial data

e Lower purchasing costs

e Reduced lead time to complete acquisitions

e Improved customer service

e Support for integrated planning and budgeting

e Increased opportunities for small and disadvantaged businesses

For more information, visit the IAS Web Site at http://www.ias.usda.gov/.

What is IAS Requisition Management?

Have you ever ordered anything from a web store on the Internet? If you have, you may
remember searching for an item, placing it into a "Shopping Cart,” and submitting your
transaction with a credit card to complete the purchase. Using the Requisition Management
Module to manage your Requisitions is much like ordering items on the Internet. IAS is an
online procurement system that enables the USDA to manage all its purchasing activities via
a single self—service interface.

Requisitioners, Receivers and Funds Approvers routinely use the Requisition Management
Module (also commonly referred to as iProc) to create, modify, cancel, or approve
Requisitions, or to record receipt of requisitioned goods or services.

You will need to know the basics of IAS Requisition Management to help you navigate within
the application. In this topic you will learn how to:

Let's begin with how to login to IAS.

Draft 1.3, Last Updated: 12/1/2006 Page 7 of 175



IAS Release 3.0 Desktop User Guide

Introduction to IAS — Logging Into IAS

Logging Into IAS

To log in to IAS from the USDA home page, type the following URL in your browser window:

www.ias.usda.gov

This will take you to the IAS USDA Homepage.
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From the IAS USDA Homepage, click on the Requisition Module link.

Click on the links below to log into I4AS:

= Acquisition Module

- ;gmgggggg
N

Lemdary
o« Mv Agency Resources

TRARN .

$ Vendor Management

Q Invoicing Module

$ Document Resolution Management

On the next page, read the information and click on the Accept button to proceed to the
Oracle Applications Login screen.
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USDA UNITED STATES DEPARTMENT OF

== AGRICULTURE

This is a United States Department of Agriculture computer system, which may be accessed and used only for official Government business (or as otherwise permitted by regulation) by authorized
personnel. Unauthorized access to this United States Government Computer System and software is prohibited by Title 18, United States Code 1030. This statute states that: Whoever knowingly. or
intentionally accesses a computer without authorization or exceeds authorized access, and by means of such conduct, obtains, alters, damages, destroys, or discloses information or prevents authorized use
of (data or a computer owned by or operated for) the Government of the United States shall be punished by a fine under this title or imprisonment for not more than 10 vears. or both.

All activities on this svstem and network may be monitored, intercepted, recorded, read, copied, or captured in any manner and disclosed in any mammer, by authorized personnel. THERE IS NO RIGHT
OF PRIVACY IN THIS SYSTEM. System personnel may give to law enforcement officials any potential evidence of crime found on USDA computer systems.

USE OF THIS SYSTEM BY ANY USER, AUTHORIZED OR UNAUTHORIZED, CONSTITUTES CONSENT TO THIS MONITORING, INTERCEPTION, RECORDING, READING,
COPYING OR CAPTURING AND DISCLOSURE. REPORT UNAUTHORIZED USE TO AN INFORMATION SYSTEMS SECURITY OFFICER.

Now you’ll see the Oracle Applications Login screen displayed in your browser.

ORACLE E-Business Suite

Login

Usemame ‘ ‘

Pagsword ‘ ‘

Login

(Cegny

Capyright 2004 Oracle Corparstion. Al fights reserved.

IAS uses FFIS usernames and passwords. This allows Requisitions to pass from IAS directly
to FFIS, for commitment of funds. Enter your username and password in the spaces
provided.

Once you have entered you username and password, click on Login.

ORACLE E-Business Suite

Login

Usemame ‘Cbtrqu

Password ‘--uu----

| Login

Copyright 2004 Cracle Corporation. A1 rights reserved

If logging in for the first time, you’ll be prompted to change your password.

Change Password
Change Password
*ndicates Required Field

*Re-enter Mew Password |:|

@ TIP Password must be et least 3 characters long.

The following rules apply when creating a password:

e Passwords will contain a minimum of 8 characters.

Draft 1.3, Last Updated: 12/1/2006 Page 9 of 175
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e One character must be a number.

e The leading character cannot be a number.

e Successive, repeat characters are not permitted. E.g. "mississippil”
e |1AS will prompt users to change passwords every 30 days.

¢ Passwords cannot be re-used for a period of 1 year.

o After 3 failed login attempts a user's account will be locked out. Please contact your
System Administrator for assistance.

e Once logged in, if an account is left idle, IAS will time out after 30 minutes. The user
will have to login again.

e User names and passwords are NOT case sensitive!

Enter your password in the Current Password field.

ORACLE

Change Password

=Re-enter Mew Password

@ TIP Password must bs at least 3 characters lang

Next, enter your new password in the New Password field.

ORACI_‘E' ) B
FE=Business Suite

Change Password

Change Password

#Indicates Required Field

x

*New Password )

|

*Re-enter Mew
@ TIP Password must ke &t least 3 characters long.

Finally, re-enter your new password in the Re-enter New Password field. Then click Apply.

ORACLE
E-Business Suite

Change Password

Change Password

#Indicates Required Field

*hew Fassword [aeeensee ]
Bmmiiier My P asswiord w
T be at least 3 characters long

Draft 1.3, Last Updated: 12/1/2006 Page 10 of 175
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Entering this information correctly will automatically take you to the Shop page.

ORACLE' iProcurement

Copyright 2000-2005 Oracle Corporation. Al rights reserved,

Shopping Cart Home Logout Preferences Help

Shop Requisitions : Receiving :

Stores | C
Search ‘Mam Store Vl ‘w Go J Advanced Search
Stores Shopping Cart
e Your cart is empty.
ain Store
Tlain Store Exchange.Uracle.com
Main Store Exchange. Oracle.com
My Requisitions
(_Full List
Requisition Description Receive
Mo data exists
My Notifications
|_Full List
Type From Sent
Mo data exists
@ TIP Yacation Rules - Redirect or auto-respond to notifications.
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Privacy Statement

Draft 1.3, Last Updated: 12/1/2006
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Reviewing the Shop Page

When you first log in to the Requisition Module of IAS, the Shop page will automatically be
displayed. The following is a screenshot of the Shop page:

ORACLE' iProcurement Shopping Cart Home Logout Preferences  Help
Shop Reguisitions Receiving

Stares | C

Search ‘Maiﬂ Store ‘ Co ) Advanced Search
Stores Shopping Cart
e Your cart is empty.
ain Stare
e, i
Main Stare Exchange.Oracle.com
My Requisitions
(_Full List )
Requisition Description Total {(USD) Status Copy Change Receive
Mo data exists
My Notifications
(_Full List )
Type From Subject Sent

Mo data exists
@ TIP ‘acation Rules - Redirect ar auto-respond to notifications.

Shop | Reguisitions | Recewing | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. All rights reserved Brivacy Statement

From the Shop page, you can:

e Start a Requisition using the Non-Catalog Request tab.

=
Stores | Categories alog Request P

e Access your recent Requisitions, as well as a full list of your Requisitions.
e Access your recent Notifications, as well as a full list of your Notifications.
e View Requisition items currently in the Shopping Cart.

e Access the Requisitions tab.

e Access the Receiving tab, which allows you to Receive items; create, view, modify
and cancel Receipts; and return items.

e Access the Preferences page which contains personal user preferences for IAS.

The Shop page allows you to view a portion of your Requisitions in a section called My
Requisitions.  This will provide you with a list of your most recent Requisitions.

My Requisitions

(_Full List )
Requisition Description Total (USD) Status Copy Change Receive
Mo data exists.
The My Notifications section allows you to view your most recent Notifications.
My Notifications
(_Full List

Type From Subject Sent
Mo data exists.

@ TIP vacation Rules - Redirect or auto-respand ta notifications.
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Note: Both the My Requisitions section and the My Notifications section will be
covered in greater detail later in this document.

The Shopping Cart Quick Reference box allows you to see items placed in the Shopping
Cart. It is located on the right-hand side of the screen.

Shopping Cart

The Shop page can be accessed from the Shop tab in the top right of the page.

@Requisitions Receiving

These tabs, located at the top left-hand side of the page, allow a user to navigate
throughout the Requisition Module. You can easily access both the Requisitions page and
the Receiving page using the corresponding tabs. We'll be reviewing each of those pages
shortly.

You can navigate throughout the Requisition Module by using the menu at the bottom of the
page that looks like this:

Shop | Beguisitions | Hecewing | Shopping Cart | Home | Logout | Preferences | Help

Note: You can also access the Shopping Cart, Home (Shop page), Preferences
page, Help page, and Logout of IAS using the menu located in the top right-hand
corner of the Shop page.

Shopping Cat Home Logout Preferences Help

Simply clicking on the underlined word link will take you to the corresponding page.

Draft 1.3, Last Updated: 12/1/2006 Page 13 of 175
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Reviewing the Preferences Page

The Preferences page allows a user to edit his or her system profile preferences. Most of
the fields on this screen will be pre-populated with default values. These values can be

changed by the user.

Warning! Any change to the default Date Format (DD-MON-RRRR) will cause

Requisitions to fail.

The Preferences page is accessible from the Shop page. To access, the Preferences page,
click the Preferences link located on the Shop page.

ORACLE' iProcurement

Stores | Categories | Shopping Lists | Non-Catalog Request

Search | Exchange Oracle com

My Requisitions

Requisition Description

67131 computer monitors

67130 computer monitors

67063 laptop

67025 Office Chairs

My Notifications

Type From Subject

Requisition MANAGER, BARRY Purchase R

Stores
Main Stare
IMain Stare Exchange Oracle com

Shopping Cart Home Logout Preferences Help

[TTTN Requisitions | Receiving

(G0 ) Advanced Search

Shopping Cart
Your cart is empty.

(_Full List
Total (USD) Status Copy Change Receive
29559 80 Incomplate
0.00 Cancelled
6123 81 Incomplate
12500.00 Approved e @
|_Full List
Sent
67025 has been approved 13-Now-2006

@ TIP Vacation Rules - Redirect or auta-respond to notifications

Shop | R

| Receiving | Shopping Catt | Home | Lo

Copyright 2000-2008 Oracle Corporation. All rights reserved

Privacy Statement

This will take you to the General User Preferences page.

ORACLE' iProcurement

Shoo | Requlsitens rlenmni

Accessibility
Arcessibility Features | Hane

g

Regienal

Cance| | | Reset toDefaukt | | Agoly |

o Uggr General Preferances
Profarances
o Access Languages
Tl Curent Session Language | American English v]}ﬂ
< Apglication =~
« iProgurement Default Application Lanquage | American English w0

~

Teritary
Date Farmat
Timezone
Humbar Farmat
Cumency

Client Chimactes Encoding

Change Password

O Password

Hew Password

Copyright 206C-200F Oracte Curporalion. Al nghls reserved

Urited Staties [¥]
I1-DEC-1999 [v
- ¥
10,000 00 ] .
=
Wit Euopemn (Winduwes) []0

Knoem As  |CBT Requeibiones, Sean

Start Page

Responaibility ,‘f'

Pags .\VV

Hatiflzatians

Email Styde | Plain te:t mail

Netificatons will be senl i your current defasll language. American English.
Cancel | (Resetto Default ) Agply )
Shop | Bequistions | Becenng | Shopging Carl | Home | Logout | Preferences | Helg

Brivagy Sigsmen

Draft 1.2, Last Updated: 12/1/2006
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Change your Password

The Requisition Module allows a user to change his or her password from the Preferences
page. To begin the process of changing your password, navigate to the Preferences page

using the steps above. This will take you to the General User Preferences page.

Date Format | 31-DEC-1684 [
Timezone .

Number Format | 10.000 00 |+

Currency v
Client Character Encading | Western European (Windows) VIE)

Change Password

Known As  |CBT Requisitioner. Sean

Old Password

New Password

Repsat Password

Start Page
Responsibility
Page

Notifications

Email Style | Plain text mail i
Hotifications wil be sent in your current default language, American English

Shop | R | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. Al rights reserved.

ORACLE' iProcurement Shopping Cart Home Logout Preferences Help
Shop Requisitions Receiving
o User General Preferences
Preferences e BN e e B e T
(_Cance| ) ( Resetto Default ) [ Appl
(Cencel) (Reset o Default)  Agply)
s Access Languages
Bequesiy Current Session Language | American English | &
o Application
s iProcurement Default Application Language |American English B
Preferences
A e
Accessibility Features 0]
Regional
Territery | United States

| Cancel ) | Resetto Default ) | Apply

Privacy Statement

Go to the Change Password section and verify that you are the user listed in the Known As

field.

Change P
Known As |CBT Requisitioner, Sean
QOld Passward

Mew Password

Repeat Password

Once you have done this, enter your old password in the Old Password field.

Change Password

Cleoyisitioner, Sean

Old Password esssssss
Mew Password

Repeat Password

Draft 1.3, Last Updated: 12/1/2006
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Next, enter your new password in the New Password field.

Change Password
Known As |CEIT Requisitioner, Sean

Enter your new password one additional time in the Repeat Password field.

Change Password
Known As |CEIT Requisitioner, Sean

Old Password |eesssswee

Mew P i [IXTXTIIT]

Fepeat Password (essssesse

Click the Apply button to submit your password changes.

Shopping Cart Home Logout Preferences Help

ORACLE' iProcurement
Shop Requisitions Receiving

o User General Preferences

Preferences
| Cancel ) | Reset to Default ] | Apply
« Access Languages

S Current Session Language | American English | |5
o Application
» iProcursment Default Application Language | American English |+ [(2)

Preferences

Accessibility

Accessibity Features [tone [

Regional
Date Format
Timezone
Nurnber Format
Currency :.
Client Character Encoding

Change Password
Known As |CET Requisitioner. Sean

E|

Old Password eeeesses
MNew Password eeeesses

Repeat Password ssssssss

Start Page
Responsibility

R

Page

Notifications

Email Style | Plain text mail [~]
Notifications will be sent in your current default language, American English

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracke Corporation. Allrights reserved,
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Once you submit your changes, a confirmation message will appear on the General
Preferences page.

~
ORACLE’ iProcurement Shopping Cart Home Logout Preferences Help f
Shop Requisitions Receiving
o User El Confirmation
Preferences
S PEzEmmemT s
* Access P
Requests General Preferences
2 %ﬂﬂeﬂt Cancel Reset to Default ) | Apply
+ iProcurement
Preferences Languages
Sy Current Session Language | American English |v =
Default Application Language | American English vl
Accessibility
Accessibility Features | Mone ~ @
Regional

Teritory | United States v
Date Format | 31-DEC-1999 v
Timezone [
MNumber Format | 10,000.00 |+
Currency v

Client Character Encoding | Westem European (Windows) |+ (D

Change Password
Known As [CBT Requisitioner, Sean
0Old Password

New Password

Repeat Password

Start Page

Responsibility .,,3?
Page o,f?
Notifications

Email Style |Plain text mail hd
Netifications will be sent in your current default language, American English.

Cancel ) ( Resetto Default) [ Apply )
»

Favorite Charge Accounts

Users can save their most commonly used charge accounts in the Favorite Charge Account
section of the Preferences page. These accounts can then be selected for use during the
Checkout process of creating a Requisition. (The process of creating a Requisition and
Checkout will be discussed in the next section of this guide.)

To begin this process, navigate to the General Preferences page from the Shop page using
the method described above.

Draft 1.3, Last Updated: 12/1/2006 Page 17 of 175



IAS Release 3.0 Desktop User Guide Introduction to IAS — Reviewing the Preferences Page

ORACLE iProcurement Shopping Carl Home Logout Preferences Help
Shop Requisitions Receiving

o User General Preferences
Preferences \ 5 y
|_Cance| ) | Resetto Default ) (Appl
\Cancel ) (ResetioDefaul) (Apply)
+ Access Languages
Cisens Current Session Language | American English .B
o Application 8
+ Procurement Default Application Language | American English _B
Preferences
Accessibility
Accessibility Features (3
Regional

Territory | United States

Date Format | 31-DEC-1999 ||
Timezone B

MNumber Format | 10.000.00 Iv

Currency [V
Client Character Encoding ‘Westem European (Windows) [V].@

Change Password
Known As ICBT Requisitioner, Sean

Old Password
MNew Password

Repeat Password

Start Page
Responsibility

By %

Page

Neotifications
Email Style Iﬁin text mail lv]

Notifications il be sent in your current defautt language, American English

(Cancel ) (ResettoDefaul ) (Apply )

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. Al rights reserved. Privacy Statement

Using the navigation box in the upper right-hand corner, select the iProcurement
Preferences link.

o User
Preferences

+ General

s Access
Requests

+ [Procurement

Preferences

The iProcurement Preferences page will appear and Shopping and Delivery information
should be pre-populated. The Favorite Charge Accounts section will appear on this screen
as well.
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ORACLE iProcurement Shopping Carl Home Logout Preferences Help

Shop Requisitions : Receiving

o User Preferences
* General
» Access
Requests
o Application

= iProcurement
Preferences

iProcurement Preferences

* |ndicates required field | Clear Changes ) [ Apply Changes
Shopping

= My Favorite Store | Exchange Oracle com .

+ Search Results Per Page |10
For best performance, enter a number between 1 and 100
+ Shopping Search Results Per Page |7
For best performance, enter a number between 1 and 25
[IHide Thumbnail Images

Delivery
= Need By Date Offset |2
* Need By Time  |gg-0n

(Example: 17:30)
* Requester

\\%\\\\%

* Deliver-To Location

Favorite Charge Accounts

Use the Select column to set your primary favorite charge account.
TP During checkout the system automatically generates charge accounts. In some circumstances, the system may select your primary favorite charge account

Select =Nickname Accounting Flexfield Primary Delete
MNo data exists

|_Add Another Row

( Clear Changes | | Apply Changes
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. All rights reserved Erivacy Statsment

In the Favorite Charge Accounts section, click the Add Another Row button.

Favorite Charge Accounts

Use the Select column to set your primary favorite charge account
@TIP During checkout the system automatically generates charge accounts. In some circumstances, the system may select your primary favorite charge account

Select =Nickname Accounting Flexfield Primary Delete

Add Ancther Row

)

Enter a nickname in the Nickname field for the first charge account you are entering.

Favorite Charge Accounts

Use the Select column to set your primary faverite charge account.
@TIP During checkout the system automatically generates charge accounts. In some circumstances, the system may select your primary favorite charge account

ars max).COST OR

ax). SUB COS

Next, manually enter the charge account code in the Accounting Flexfield field.

Favorite Charge Accounts

Use the Select column to set your primary faverite charge account.
@ TIP During checkaut the system automatically generates charge accounts. In some circumstances, the system may select your primary favorite charge account

Select Account: (_Set as Primz
Select =Nickname Accounting Flexfield

O |Supplies . 700000000.0210 27 27777777 7777*5
S LTION (D (2 3 BFY [2 PEND BFY (;

BUDGET ORG

 Add Another Row |
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If you need to look up the corresponding charge account code, click on the Accounting

=
Search icon £ to search for this code.

Faverite Charge Accounts

Use the Select column to set your primary favorite charge account
& TIP During checkout the system automatically generates charge accounts. In some circumstances, the system may select your primary favorite charge account

Select Account: | Set as Primary |

Select =Nickname Accounting Flexfield
O |Supplies

APPLICATION ID (2 chars max).BEG BFY

Add Another Row |

HOW TO: Use Accounting Search and Select Feature

Sy
Whenever you see the Accounting Search icon = you can search the IAS to help

you complete the associated field correctly. When you click on the Accounting
Search icon in the Accounting Flexfield section, you will see the following page:

@ https:/fgreen.usda.gov:8017 - Search and Select List of Values - Microsoft Internet Explarer Q@
]

Search and Select: Accounting Flexfield
Cance| ) | Select )

Search
* APPLICATION ID (2 chars max)
= BEG BFY (2 chars max)

«‘f% \\% \l‘?%

* END BFY (2 chars max}

HEIEIS

FUND {6 chars max)
BUDGET ORG (7 chars max)
SUB BUDGET ORG (2 chars max)
COST ORG (7 chars max)
SUB COST ORG (2 chars max)
PROGRAM {9 chars max)

* BOC (4 chars max) |ZZZ7 ;'éa

7777

= SUB BOC {2 chars max) |ZZ ';¢

JOB CODE (8 chars max)
REFPORT CATEGORY {4 chars max)

| Search )| Create

Results
Select CodeCombination
No search conducted

| Cancel | | Select

|

&] Dore 2 @ et

This is the Search and Select: Accounting Flexfield page. It allows you to search for
charge accounts using portions of your accounting codes.

The following information is part of each accounting code and should be capitalized:
e *APPLICATION ID: 2 chars max

e *BEG BFY: 2 chars max

e *END BFY: 2 chars max
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button.

FUND: 6 chars max

BUDGET ORG: 7 chars max

COST ORG: 7 chars max

PROGRAM: 9 chars max
*BOC: 4 chars max

*SUB BOC: 2 chars max
JOB CODE: 6 chars max

RPTG: 4 chars max

SUB BUDGET ORG: 2 chars max

SUB COST ORG: 2 chars max

Note: A * indicates a required field.

] https://green.usda.gov: 8017 - Search and Select List of Values - Microsoft Internet Explorer

Tip! The BEG BFY, END BFY, BOC, and SUB BOC fields are pre-populated.

If you don’t know any of your account codes, just click the Search button. You can
also enter portions of the charge account you know, if any, and select the Search

A=)

Search and Select: Accounting Flexfield

Search

= APPLICATION ID {2 chars max)

= BEG BFY {2 chars max)

=+ END BFY (2 chars max)

HEIEE

FUND (6 chars max)
BUDGET ORG (7 chars max)
SUB BUDGET ORG (2 chars max)
COST ORG (7 chars max)
SUB COST ORG (2 chars max)
PROGRAM (9 chars max)

* BOC (4 chars max) |ZZ77

= SUB BOC (2 chars max) |22

JOB CODE (8 chars max)
BREORT CATEGORY 4 chars max)

Select CodeCombination

MNo search conducted

“2% “-fj:%

\_Cancel ) | Select

Cancel ) | Select )

w

&) htips:/fgreen.usda.gov:B012/0A_HTML/OA. jsp?_rc=/orade/apps fd/framenork fuebul [OAKFFLOVAGA_ri=0f

é 0 Internet

Results for your search will display inside the Search and Select: Accounting Flexfield
window in the Results section.

Draft 1.3, Last Updated: 12/1/2006

Page 21 of 175



IAS Release 3.0 Desktop User Guide Introduction to IAS — Reviewing the Preferences Page

@ https://green.usda.gov:8012 - Search and Select List of Values - Microsoft Internet Explorer

SUB COST ORG {2 chars max)
PROGRAM (9 chars max)
* BOC (4 chars max) 22727

* SUB BOC (2 chars max) ZZ 4

JOB CODE (8 chars max}
REPORT CATEGORY {4 chars max)

(‘Search | Create |

* Results

[1100f741  [w|Next 10 &
Select CodeCombination )
O 027272 7z 27121000997 2227 77 77777777 7777
Q0277 77 777277 7777777 77 7772777 77 125713317 2272 72 77777777 2777
O 21272 27 126907317.2222 77 77777777 7777
© 02722 72 772272 7777777 77 7777777 77 580100767 7227 72 77277777 2772
O© 02zz7z 7z 27 855900006 2277 77 77777777 7777
O 0272727277777 7z z 77777 7777
O 32222 z z 2777
© 0522 27 34 13684 22 2777777 77 777777777 7277 77 0000 2222
O 052222 18107 22 277277 2772
O 0527 77 777777 28000 22 7777777 77 6LFAB1 7277 77 77777777 7777
(10741 [v] ot 10 >
| Cancel | | Select )
[l
'-&'] é alnternet

Continue by clicking on the Select radio button, O , next to the appropriate line.
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€] https:/igreen.usda.gov: 8012 - Search and Select List of Values - Microsoft Internet Explorer

BE)

SUB COST ORG (2 chars max)
PROGRAM (9 chars max)
= BOC (4 chars max) |Z7ZZ ,,’3?

ZZI7 {

= SUB BOC (2 chars max) |ZZ

JOB CODE (8 chars max)
REPORT CATEGORY (4 chars max)

Search ) Create |

&
&

Results

Select CodeCombination
O 027777 777777 7777777 77 7777777 77 121000997 7777 77 77777777 7777

O 027277z Z7Z 125713317 2227 77 T7777777 7777
O 0277 77 777777 7777777 77 7777777 77 126907347 7227 77 77777777 7777
O 0272227 77 580100767 ZZ27 77 77777777 7777
O 027777 777777 777 77 7777777 77 B55900006.2277 77 77777777 7777

RZZ77 IF Z777 77 2777
ZZ ZZ 277 77 2777
W77 77 84 13684 77 7777777 77 777777777 7777 77 0000 2777

O 052272 18107 22 ZZ 277 2777
O 052272 277777 28000 22 2777777 77 BLF4B1.7277 77 77777777 7777

rel

[1-10 of 741

s[1100F 741 [se] Mext 10 &

Cance| ) [ Select )

&

é e Internet

Select: Accounting Flexfield window.

Then click on the Select button at the bottom right hand corner of the Search and
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@ https://green.usda.gov: 8012 - Search and Select List of Values - Microsoft Internet Explorer

SUB COST ORG (2 chars max)
PROGRAM (9 chars max)
* BOC (4 chars max) |ZZZ7

\“\

* SUB BOC (2 chars max} |ZZ {

JOB CODE (8 chars max)
REPORT CATEGORY (4 chars max)

Search ) Create
Results
[1100i741  [v] Next 10 &
Select CodeCombination
© |0272222 77 F7 121000997 2777 77 77777777 7777
O 027272 il 7777 77 777 FFA2ST331T 2277 77 Z77 77777 7777
O 022222 77 Z7 28907317 2777 77 77777777 7777
O 2z 7 77 580100767 2777 77 77777777 7777
O 027277777777 77 77 855900006 2777 77 77777777 7777 =
© |ppzzz 2z 2z 277777 2777
® 037271%Z 7 7777777 77 7777777 77 77777 2777277 77 77 7777
Q052277 84 13684 772 7777777 77 777777777 7777 77 0000 ZZ7Z
O 052222 18107.22 77 ZI77 77 777
O 05727 77 777777 28000 27 7777777 77 6L FAB1 7777 77 77777777 7777
'-EI javascript: _LovselectReturn(lovTable’, 'AK_LovHiddenField’); é ® nternet

This will return you to the iProcurement Preferences page and automatically fill in the
charge account in the Accounting Flexfield field.

Faverite Charge Accounts

Use the Select column to set your primary favarite charge account
@ TIP During checkout the system automatically generates charge accounts. In some circumstances, the system may select your primary favorite charge account

Select Account: (_Set as Primary )
Select =Nickname Accounting Flexfield

© | Supplies 30,07 22 727277 7727777 77

APPLICATION ID (2 cha

277777

= max).BEG BFY

< max). SUB BUDGET ORG {2 chars max). COST CRE (7 chars ma

|_Add Ancther Row |

Now that you have been introduced to the search feature, let’s continue. If you want to add
an additional charge account code to your Favorite Charge Accounts section, click the Add
Another Row button.

Favorite Charge Accounts

Use the Select column to set your primary favorite charge account
@ TIP During checkout the system automatically generates charge accounts. In some circumstances, the system may select your primary faverite charge account

Select Account: | St as Primary |
Select =Nickname Accounting Flexfield

o) = 30.07 .72 777777 7777777 77 TF77FivS

APFLICATION D (2 ohars max).BEG BFY (2 ohars max).END BFY (2 chars max).FUND (8 chars max), BUDGET ORG (7 chars max).5UB BUDGET ORG (2 ohars max).COST ORG (7 chars max).5UB COS-
Add Another Ro_\:‘f'

Remember! If multiple account codes are added, the User must select one account
code to be the Primary account.
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Next, we will show how to set a favorite charge account as your primary charge account.
First, click the radio button © in the Select column next to the corresponding row.

Favorite Charge Accounts

Use the Select column to set your primary faverite charge account

& TIP During checkout the system automatically generates charge accounts. In some circumstances, the system may select your primary favorite charge account
Select

Account: [ Set as Prirmary |
Nickname Accounting Flexfield

Then, click on the Set as Primary button.

Favorite Charge Accounts

Use the Select column to set your primary faverite charge account
@ TIP During checkout the system automatically generates charge accounts. In some circumstances, the system may select your primary favorite charge account

Select Account: | Set as Primary
Select =Nickname E@:ouming Flexfield

HO! es 30.07.22 7777777 72 777773

D (2 cha max).END BFY (2 chars max).FUND (8 chars max). BUDGET OR® (7 chars ma

Add Another Row |

After completing all your changes, don’t forget to click the Apply Changes button in the
lower right-hand corner of the iProcurement Preferences page to ensure your changes are

saved to your Preferences.
G

To ensure the correct account has been set as the Primary, look for the 4 icon in the
Primary column on the right-hand side of the Favorite Charge Accounts section.

| Clear Changes

Primary Delete

-»o o0

Note: You can delete charge accounts from the Favorite Charge Account section by
clicking the Trash Can icon in the Delete column.

To ensure your changes are applied to your Preferences, look for a Confirmation message
displayed at the top of the iProcurement Preferences page.
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ORACLE iProcurement

Shopping Cart Home Logout Preferences Hel

o UserP
* General

El Confirmation |

shop Requisitions | Receiving

o Access
Requests
o Application

iProcurement
Preferences

iProcurement Preferences
* Indicates required field

Shopping

Delivery

Faverite Charge Accounts

Select

The selected preferences will be applied next time you login.

Use the Select column ta set your primary favarite charge account
@ TIP During checkout the system automatically generates charge accounts. In some circumstances, the system may select your primary favorite charge acco

Select Account: ( Set as Primary

® [Supplies

| Add Another Row

30.07 77 277777 7777777 77 7777752

# My Favorite Store | Exchange Oracle com

* Search Results Per Page |10

For best performance, enter a number between 1 and 100.
< Shopping Search Results Per Page |7

For best performance, enter a number between 1 and 25

[Hide Thumbnail Images

* Need By Date Offset |
= Need By Time [gg.0p
(Example: 17:30)
* Requester |REQUISITIONER. SEAN
 Deliver-To Location |gn1g

.~% \\‘f&

unt

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Gracle Corporation. Allrights reserved

Privacy Statement
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Requisitions

Introduction

In the previous topic, you learned about the basic history and functions of IAS, as well as
how to navigate throughout the system. In this topic, creating and making changes to a
Requisition will be discussed.

Objectives
In this topic you will learn how to:
e Create a simple Requisition
0 Add an Item to the Shopping Cart
0 Save Shopping Cart for Later Use
0 Review Basics of Fields
o0 Complete Requisition
e Create a complex Requisition
0 Change Item Type to Goods or services billed by amount
0 Add Multiple Items to the Shopping Cart
o0 Edit Line Items for the Requisition
0 Change Billing Information
0 Create an Ad Hoc Approval Chain
o Complete Requisition
e Track the Requisition Status and Approval History
¢ Change a Requisition

e Cancel a Requisition

Let's begin by creating a simple Requisition.
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Create a Simple Requisition

In this user guide, a simple request is defined as a request for goods or services billed by
quantity. In this section, a Requisition will be created for office chairs to demonstrate the
process of creating a simple Requisition.

Stage 1: Starting a Requisition

The first step to creating a simple or basic Requisition is to create a Non-Catalog Request.
This is where most Requisitions begin, unless you have saved a shopping cart, which is a
function that will be discussed later on.

Click on the Non-Catalog Request link on the Shop page to go to the Non-Catalog Request
page.

ORACLE iProcurement Shopping Cart Home Logout Frefersnces Help
Requisitions Receiving

Stores | Categories | Shopping Li (5 | Non-Catalog Reque‘ﬁ

Lo
Search | Main Store stalog Request

Shopping Cart

Stores
Main S Your cart is empty
IMain Store
Wain Store Exchange.Oracle.com
IMain Store Exchange.Oracle.com

My Requisitions

(_Full List
Requisition Description Total (USD) Status Copy Change Receive
No data exists
My Notifications
(_Full List )
Type From Subject Sent
Mo data exists
@& TIP Vacation Rules - Redirect or auto-respond to notifications
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corparation. Al rights reserved Privacy Statement

Stage 2: Adding Line Items - Enter Requisition Details

The Non-Catalog Request screen should now be open and you can begin creating a
Requisition in IAS.

ORACLE' iProcurement Shopping Cart Home Logout Brefer
Shop Requisitions Receiving

Stores | Categories | Shopping Lists | Non-Catalog Request

Non-Catalog Request Shopping Cart
* Indicates required field (_Clear All ) (Add toCart ) (Add to Favorites )
Your cart is empty.
Item Type | Goods hilled by quantity IV].@ [ New Supplier
# [tem Description Supplier Name ,,‘J
Site 4,{
* Category '5? Contact Name
* Quantity Phone
* Unit of Measure |[EACH ,,5’? Supplier frem
= Unit Price

* Currency

(Clear Al ) (Add to Cart ) (Add to Favorites )

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. All rights reserved Privacy Statement
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NOTE: A blue asterisk (*) indicates a mandatory field in IAS that a user must
complete.

Select the Item Type (Required)

The Item Type field gives a user three options: Goods billed by quantity, Services billed by
quantity, Services billed by amount.

ORACLE iProcurement Shopping Cart Home Loout Frefersnces Help

Shop Requisitions Receiving
Stores | Categories | Shopping Lists | Non-Catalog Request

Non-Catalog Request Shopping Cart
((Clear All) (Add 1o Cart) (Add toFavorites ) emply

* Indicates required field

q ltem Type | Goods billed by quantity IVI@ I New Supplier
*

itém Description  [GB0AS BIIEA By QUSRI T Supplier Hame F4
Goods or senices billed by amnu% y
Services billed by guantity Site 5
* Category '15,? Contact Name
* Quantity Phone
* Unit of Measure |[EACH ,,5’? Supplier ltem
* Unit Price

* Currency | USD [V]

Clear all ) (Add to Cart] (Add to Favorites )
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 20002005 Oracle Corporation. All rights reserved Erivacy Statement

Goods billed by quantity is used for items that have a specific cost associated with them
such as 20 office chairs for $250 each or 3 engine blocks for $1500 each.

Services billed by quantity is used when services can be billed in distinct quantities, such as
a period of time or an amount of space. A good example of a service billed by quantity is a
contract billed by work hours or days. Alternatively, an example of a service billed by space
is a contract for grounds maintenance billed by acre. The setup for this type of item is
identical to the set up for Goods billed by quantity, so that topic will not be covered here.

Goods or services billed by amount is used when goods or a service will be paid in monetary
increments over time. A good example of this is a contract or lease.

NOTE: When using goods or services billed by quantity, the Requisition units should
match the way in which the order will be receipted and invoiced. For example, if you
are procuring a year’s worth of maintenance services that will be billed monthly, the
units of measure should be in months, not years. If the monthly amounts will vary
and are not equal, you should use services billed by amount.

Since this type of item requires a more complex Requisition, it will be covered in the next
section — Creating Complex Requisitions.

Note: There is an information icon [ displayed next to the drop-down menu for
the Item Type field. Whenever this icon is listed, it provides more detailed
information about that field.

Draft 1.3, Last Updated: 12/1/2006 Page 29 of 175



IAS Release 3.0 Desktop User Guide Requisitions — Create a Complex Requisition

ORACLE iProcurement Shoppina Carl Home Logout Preferences Help
Shop Requisitions Receiving

Stores | Categories | Shopping Lists | NonCatalog Request
Non-Catalog Request ‘ Shopping Cart

* |ndicates required fisld | Clear All } (_Add to Cart j (_Add to Favorites )

Your cart is empty.

ltem Type | Goods billed by quantity lll'@ [CINew Supplier
* [tem Description |pffice Cha\rs\ Supplier Name “;?
Site rd
* Category ,’5’? Contact Name
* Quantity Phaone l—
+ Unit of Measure |EACH ,,5’? Supplier ltem
* Unit Price

* Currency

(Clear all ) [ Add o Cart ) [ Add to Favorites

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. All rights reserved. Privacy Statement

Enter the Item Description (Required)

This is a free text field to enter a brief description of the item or items you are ordering.
This field allows a maximum of 250 characters. If additional space is needed, an
attachment to your Requisition can be added in Stage 5.

Select a Category (Required)

A user must identify and select a Category for each non-catalog request. The USDA refers
to this Category as the Product Service Code. Select the Flashlight icon "'f? to search for
a category.

ORACLE iProcurement Shopping Cart Home Legout Preferences Help
Shop Requisitions Receiving

Stores | Categories | Shopping Lists | NonCatalog Request

Non-Catalog Request Shopping Cart

+ [ndicates required field | _Clear All ) (_Add toCart ) | Add toFavorites ) Your cart is smpty
ltem Type | Goods billed by quantity lll'@ [CINew Supplier
* [tem Description |pffice Chairs Supplier Name ,‘;?
Site rd
* Category | Contact Name
* Quantity Phone
* Unit of Measure |EACH ,,5’? Supplier ftem
* Unit Price

= Currency

(Clear All) (Add to Cart) (Add to Favorites )

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. All rights reserved Frivacy Statement

Tip: The Budget Approver or Contracting Officer has the authority to change this

field later. The full list of category codes is available on the portal page. (1AS Portal
Site -> Guidance -> Non-Catalog Category Codes-Federal Product Service Codes) If
you are unable to find an appropriate code, 9999 may be entered as a default code.

Remember! These codes are for categories of items. For example, when entering
the line item for office chairs, the code selected will be one for office equipment; not
specifically an office chair. As a user, ensure you search for the category the
good/service falls under.
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HOW TO: Use Flashlight Search and Select Feature

4

the associated field correctly. When you click on the Flashlight icon in the Category
section, you will see the following page:

Whenever you see the Flashlight icon =" | you can search the IAS to help you complete

Requisitions Receiving

Clear all Add to Cart Add to Favorites

% Mew Supplie

Cate| @ https://green.usda.gov:8012 - Search and Select List of Values - Microsoft Internet Explorer g@

Search and Select: Category
“ Cancel ) | Select )

Search
To find your item. select a filter item in the pulldown list and enter a value in the text field. then select the "Go” button

Search By | Mame |v (Go) Sed
pyright 2000-2005 Oracle Corparatio Results
Select Quick Select Name Description Commodity

Mo search conducted

| Cancel Select

] Done S 4 Internet

Click on the drop down menu highlighted above to select search criteria by Category
Description or Category Name.

Search and Select: Category

Search

To find glect a filter item in the pulldown list and enter a value in the text field, then select the "Go" button

earch By Description v &)
Mame
Results [Description
tick Select Name Description Commodity

Mo search conducted

The following general rules will be helpful in obtaining the search results you need to
complete your Requisition:

[ Cancel | ( Select )

(Cancel ) [ Select )
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e Characters are not case sensitive.

e The complete results list can be generated by searching on an empty field or by
entering the percent sign (%) as a wildcard.

e Descriptions that begin with a certain word or set of characters can be searched for
by entering those characters. For example, if you want to search for Office at the
beginning of a description, enter “office” in the search field.

e Descriptions containing certain words or characters can be found using the % as a
wildcard at the beginning. For example, if you want to search for office in the middle
of a description, enter “%office” in the search field.

e Navigation through search options is provided at both the top and bottom of the
page. (e.g. Previous, 1-10, Next 10)

For our simple Requisition, you will search by Category Description. Enter “office%” and
click on the Go button to execute the search.

Search and Select: Category

Cancel | [ Select)
Search

To find your item, select a filtecitem in the pulldown list and a‘r avalue in the text field, then select the "Go” button

GCo I]|
Results

Select Quick Select Name Description Commodity
Mo search conducted

Search By | Descriptio

Cancel ) [ Select )

Your results will fill in below the search fields.

Search and Select: Category

Cance| ) | Select )
Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go” button

Search By | Description |+ | |office% @
»Results
Select Quick Select Name Description Commodity
O = 7110 OFFICE FURNITURE
@] % 7435 OFFICE INFORMATION SYSTEM EQUIPMENT
O = 7510 OFFICE SUPPLIES
@] =t 7520 OFFICE DEVICES AND ACCESSORIES

Cancel | | Select )

Continue by clicking on the Radio button © in the Select column next to the appropriate
line.
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Search and Select: Category

Search

Search By | Description V office%

To find your item, select a filter item in the pulldown list and enter a value in the text fisld, then select the

(Go)

Description

(Cancel ) ( Select )

"Go" button

Commodity

Results
Quick Select Name
= 7110
= 7435
= 7510
= 7520

Category window.

Search and Select: Category

Search

Search By | Description V office

Results

ct  Quick Select |Name

OFFICE FURNITURE

OFFICE INFORMATION SYSTEM EQUIPMENT
OFFICE SUPPLIES

OFFICE DEVICES AND ACCESSORIES

(Go)

Description

[ Cancel ) [ Select)

Then click on the Select button at the bottom right hand corner of the Search and Select:

[ Cancel ) | Select )

To find your item, select a filter item in the pulldown list and enter a value in the text field. then select the "Go" button

Commodity

= 7110
= 7435
= 7510
0 = 7520

code.

OFFICE FURNITURE

OFFICE INFORMATION SYSTEM EQUIPMENT
OFFICE SUPPLIES

OFFICE DEVICES AND ACCESSORIES

This will return you to the Non-Catalog Request page and automatically fill in the category
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ORACLE iProcurement Shopping Cart Home Logout Freferences Hel
Shop Requisitions Receiving

Stores | Categories | Shopping Lists | Non-Catalog Request

Non-Catalog Request Shopping Cart
* Indicates required field Clear All ) [ Add toCart ] | Add to Favorites | Your cart is empty
Item Type |Gaod5 billed by quantity [VIID [CMew Supplier
= ltem Description [0ffice Chairs Supplier Name ,’_y
Site .,’¥
x Category |7110 ",f? Contact Name
2 Phane
* Unit of Measure |[EACH ,,‘J Supplier tem
* Unit Price

* Currency

(_Clear All ) (Add toCart) [ Add to Favorites )

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. All rights reserved Erivacy Statement

New Feature!

The Quick Select button % feature is available in any Search and Select pop-up
window. The Quick Select button saves you the trouble of clicking both the Select
radio button and the additional Select button to return you to your original page.

Search and Select: Category
[ Cancel | | Select )
Search

W

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button

Search By office% [ Goj

Results
Select Name Description Commodity
O 7110 OFFICE FURNITURE
O 7435 OFFICE INFORMATION SYSTEM EQUIPMENT
O = 7510 OFFICE SUPPLIES
o = 7520 OFFICE DEVICES AND ACCESSORIES

[ Cancel ) [ Select)

For this example, once the search results are received, click on the Quick Select button to
select the correct category item and return to the Non-Catalog Request page.

Now that you have learned how to use the search feature, let’s continue to fill out the rest
of the information associated with our Requisition.
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Non-Catalog Request

* |ndicates required field Clear All ) [ Add to Cart ) ( Add to Favorites |
ltem Type | Goods billed by quantity _V_@ [CINew Supplier
= Item Description | nffice Chairs Supplier Mame ,,f
Site 4

R? Contact Mame

Phone

Supplier ltem

* Category  |JOTA
* Quantity
* Unit of Measure |EACH ,,,S?
* Unit Price

= Currency | USD V
Quantity (Required)

Enter the number of items you would like to purchase in this field.

NOTE: The Quantity value extends to four decimal places. (e.g. 2.0259) However, it
is highly recommended that whole numbers be used to prevent rounding errors.

Unit of Measure (Required)

The Unit of Measure field defaults to "Each.” To change this field, use the Search and Select
tool. If you know the unit of measure you want to use is in the list, just type it into the text
field in uppercase.

Tip! Other Units of Measure can be added to the Search and Select list by submitting
a request to the IAS Help Desk (support@iashelpdesk.com or 1-866-1AS-8686).

Unit Price (Required)

Enter the estimated dollar value per item. When entering the unit price, do not insert a
currency symbol ($). Also, whole dollar values do not require a trailing decimal point and
zeros. For example, $100.00 would be entered as 100. If required, you can enter cents.
For example, $100.65 would be entered at 100.65.

Note: The Unit Price value extends to three decimal places. (e.g. 1.599)

Warning! Do not include delivery charges as part of the price of any line item. All
delivery charges must be entered as a separate line item.

Currency (Required)

This defaults to USD (US Dollars) as FFIS only accepts US dollar values. The final cost of a
foreign transaction paid in US Dollars is determined when the Bank of America provides the
final exchange cost data.
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ORACLE iProcurement Shoppina Carl Home Logout Preferences Help

Shop Requisitions Receiving

Stores | Categories | Shopping Lists | Non-Catalog Request

Non-Catalog Request Shopping Cart
= Indicates required field (_Clear All ) (Add toCart ) (Add to Favorites )
Your cart is empty.
Item Type | Goods billed by quantity IV].@ [ New Supplier
* Item Description | office Chairs Supplier Name ,,;f
Site 4,{
x Category [J075 ";? Contact Name

Phaone

f Supplier ltem

* Quantity |50
* Unit of Measure _EACH

Clear All ] (Add to Cart ] (Add to Favorites )
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corp® Privacy Statement

Supplier Information (optional)

You may select a Vendor by using the Flashlight icon to search the vendor database. If
you are unable to find the vendor in the vendor database, you may “check” the New
Supplier checkbox and type in your desired vendor information.

Note: IAS receives vendor information from the FFIS Vendor Database. FFIS draws
its vendor information from Central Contractor Registry (CCR). If a vendor is
inactive in FFIS, it will not be available in IAS. It is important to validate that the
supplier exists in CCR/IAS at this time. This can be done by using the Search and
Select feature. Click on the Flashlight icon to search for a vendor.

For this simple Requisition, leave the Supplier field blank, since it is an optional field.

Stage 3: Adding, Clearing, and Saving Requisition Items

Now that these details of your Requisition have been entered, your item can be added to
the Shopping Cart using the Add to Cart button.

For this simple Requisition example, you are only entering one line item, 50 office chairs.
Select the Add to Cart button to add this line item of the Requisition to the Shopping Cart.

Shopping Cart Home Logout Preferences Help

ORACLE iProcurement

Shop Requisitions Receiving

Stores | Categories | Shopping Lists | Non Catalog Request

Non-Catalog Request Shopping Cart
+ [ndicates required field Clear All ) ( Add toCart ) (_Add to Favorites ) Your cart is ampty
Item Type | Goods hilled by quantity [VI.@ [CINew Supplier
* ltem Description [Office Chairs Supplier Name | - 108307638 ,,,{
Site | 108307693ES ,,;?
« Category |J075 "’if Contact MName
Phane

* Quantity |50
»* Unit of Measure |EACH ,,;f Supplier tem

= Unit Price | 250

* Currency

1) (Add to Cart) (Ad]
gLences wi=

Once you have added an item to the Shopping Cart, you can see your item addition in the
Shopping Cart Quick Reference box on the right side of the screen.

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout
Copyright 2000-2005 Oracle Corporation. All rights reserved Privacy Statement
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Shopping Cart Home Logout Preferences

ORACLE' iProcurement

Requisitign
Stores | Categories | Shopping Lists | Non-Catalog Request

Non-Catalog Request

* Indicates required fisld

Shopping Cart
|_Clear All ) ( Add to Cart | (_Add to Faver,

Your cart contains 1 line
Recently Added Lines

Item Type | Goods billed by quantity IV].@

[ New Supplier

* ltem Description | Office Chairs Supplier Name | - 108307698 ,,;f Office Chair 50 EACH
Site |10830769BES ”;f (_view Cart and Checkout
= Category |J075 45,? Contact Name
= Quantity |50 Phone
* Unit of Measure |EACH ,,5’? Supplier ftem
* Unit Price | 250

* Currency

(Clear Al ) (Add to Cart) ([ Add to Favorites
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. All rights reserved. Privacy Statement

Clearing Line Item Details

The Clear All button, located on the Non-Catalog Request screen, is an option that allows a
Requisitioner to clear the details associated with a Requisition item. This button is used if
you needed to add an additional line item to create a Requisition with multiple line items.

ORACLE iProcurement Shopping Cart Home Loout Frefersnces Help
Shop Requisitions Receiving
Stores | Categories | Shopping Lists | Non-Catalog Request
Non.-Catang Request . i _ Shopping Cart
* Indicates required field (_Clear All } | Add to Cart ] (_Add to Faverites ) Your cart contains 1 lin
Item Type | Goods hilled by quantity IV].@ I New Supplier Recently Added Lines
* ltem Description | Office Chairs Supplier Name | - 108307698 ,,;f Office Chair 50 EACH
Site |108307698ES “,ff (_wiew Cart and Checkout
* Category 4075 ? Contact Name
=* Quantity |50 Phone
#* Unit of Measure |EACH ,,5’? Supplier ftem
* Unit Price | 250
* Currency
(Clear All ) (A@ to Cart ) (Add to Favorites )
Shop | Requisitions | Receiving | Shopping Cart | Home ences | Help
Copyright 2000-2005 Oracle Corporation. All rights reserved Frivacy Statement

Note: The Clear All button does not clear the Item Type field.
change the Item Type, you must change that field.

If you want to

This functionality will be further explained in the next section of this User Guide, Creating a
Complex Requisition.

Adding to Favorites

Often, a Requisitioner will repeatedly order certain items such as office supplies. You can
save the Requisition details for these items to your Favorites using the Add to Favorites
button. This will prevent you from having to enter the details each time you create a
Requisition for these items.

Click the Add to Favorites button to save the Requisition details for this item to your
Favorites.
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ORACLE iProcurement Shoppina Carl Home Logout Preferences Help
Shop Requisitions : Recewing'

Stores | Categories | Shopping Lists | NonCatalog Request

Nan.-Catang Request Shopping Cart
* Indicates required field | Clear All } (_Add to Cart j (_Add to Favorites ) Vour cart contains 1 line
ltem Type | Goods billed by quantity lll'@ [CINew Supplier Recently Added Lines
x ltem Description |0fice Chairs Supplier Name | - 108307698 rd Office Chair... 50 EACH
Site |108307638ES ",fr | Wiew Cart and Checkout

* Category |J075 Contact Name

= Quantity |50 Phone

Supplier ltem

* Unit of Measure |EACH

R

* Unit Price

* Currency

(_Clear All ) |Add o C (Add to Favorites
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences |

Copyright 2000-2005 Oracle Corporation. All rights reserved. Privacy Statement

After selecting the Add to Favorites button, a confirmation message will be displayed at
the top of the Non-Catalog Request screen stating that the item was added to your
Favorites List.

ORACLE iProcurement Shopping Cart Home Logout Frefersnces Help
Shop Requisitions Receiving ’

Stores | Categories | Shopping Lists | Non-Catalog Request

E Confirmation Shopping Cart
You have added an item to your favarites list. [% Your cart is empty
Non-Catalog Request
* Indicates required field |_Clear All ) | Add to Cart ] (_ Add to Favorites )
ltem Type | Goods billed by quantity tl.@ [INew Supplier
* |tem Description | Office Chairg Supplier Name | - 108307698 ‘:,?
Site |[108307698ES ,,5?

* Category |J075 Contact Name

=* Quantity |50 Phone

Supplier ltem

R

* Unit of Measure |EACH

R

* Unit Price
* Currency
(Clear All) (Add to Cart) [ Add to Favorites )
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. All rights reserved Privacy Statement

Stage 4: Reviewing Requisition Items

Now that your simple Requisition item has been added to the Shopping Cart, click on the
View Cart and Checkout button in the Shopping Cart Quick Reference on the right side of
the screen.

ORACLE' iProcurement Shopping Cart Home Legout Preferences Help

Shop Requisitions Receiving

| Categories | Shopping | Non-Catalog Request
Non-Catalog Request Shopping Cart
+ [ndicates required field | Clear All ) Add toCart ) ((Add to Favorites ) ETEREmELE )
ltem Type | Goods billed by quantity tl.@ [ New Supplier Recently Added Lines
* ltem Description |ofice Chairs Supplier Name | - 108307698 rd CficelChair= S0 EACH

Site | 108307698ES ,,5?

* Category |J075 Contact MName
= Quantity |50 Phaone

Supplier ltem

| Wiew Cart and Checkout

RN

* Unit of Measure |EACH

RN

* Unit Price
* Currency
(_Clear All ) | Add to Cart ) | Add to Favorites |
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 20002008 Oracle Corporation. All rights reserved. Privacy Statement
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This will take you to the Shopping Cart screen.

Shopping Cart Home Logout Preferences Help

ORACLE iProcurement

Shop Requisitions Receiving

Shopping Cart
Save | | Checkout )

Line Item Description Special Info Unit Quantity Price Amount (USD) Delete
1 Office Chairs EACH 50 250UsD 12500.00 i
% Total 12500.00

Return to Shopping (save ) | Checkout)

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. All rights reserved Frivacy Statement

Shopping Cart
The Shopping Cart allows you to view each line item that you have entered as a part of your
Requisition.

Tip! After entering all items, it is recommended that you click the Save button.
This action will protect work-to-date on the Requisition in the event of a power loss
or network failure. This will also allow you to continue the checkout process at a

later time.

Helpful Features

If you want to remove a line item, click on the Trash Can icon ITIT]I in the Delete column and
row of the item you would like to remove.

If you want to add an additional line item or make a change to a listed line item, click on the
Return to Shopping link located below the Line column.

Shopping Cart Home Logout Preferences Helb

ORACLE iProcurement

Shop Requisitions Receiving

Shopping Cart
save ) | Checkout)

Line Item Description Special Info Unit Quantity Price Amount (USD) Delete
1 Office Chairs EACH 50 250 USD 12500.00 m

Total 12500.00
‘ Return to Shopping

S0 Corporation. All rights reserved.

| Save Checkout

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Privacy Statement

To change the quantity of a line item, change the number in the box listed in the Quantity
column. Then click on the Save button located at the bottom of the Amount column.

Shopping Cart Home Logout Preferences Helb

ORACLE iProcurement

Shop Requisitions Receiving

Shopping Cart
Save ) ( Checkout )

Line Item Description Special Info Unit Quantity Price Amount (USD) Delete
1 Office Chairs EACH 50 250USD 12500.00 il
Total 12500.00

Retumn to Shopping % clour )
pping Cart | Home | Logout | Preferences | Help

Shop | Requisitions | Receiving | Sh
cy Statement

Copyright 2000-2005 Oracle Corporation. All rights reserved.
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Saving an Incomplete Requisition

As stated in the Shopping Cart section, an incomplete Requisition can be saved on the
Shopping Cart page. After clicking the Save button, the Shopping Cart — Save as
Incomplete Requisition screen will be displayed.

ORACLE iProcurement Shopping Cart Home Logout Preferences Help

Shop ’ Requisitions Receiving ’
Shopping Cart

Save as Incomplete Requisition
(cancel ) [ Save

+ [ndicates required field
* Requisition Description  |Office Chairs

(Cancel ) [ save

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. All rights reserved. Privacy Statement

The Requisition Description field will be pre-populated with the Item Description of the first
line item of your Requisition. In our example, “Office Chairs” pre-populates this field. You
have the option to change the Requisition Description at this time.

If you decide not to save your incomplete Requisition, click the Cancel button to return to
the Shopping Cart page.

ORACLE' iProcurement Shopping Cart Home Logout Preferences Help
Shop Requisitions : Receiving

Shopping Cart
Save as Incomplete Requisition

(Cancel ) (Save

+ [ndicates required field

* Requisition Dascription | Office Chairs|

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. All rights reserved.

To finalize the process of saving your incomplete Requisition, click the Save button.

ORACLE iProcurement Shopping Cart Home Logout Prefersnces Help

Shop Requisitions : Receiving

Shopping Cart

Save as Incomplete Requisition
(cancel ) [ Save

* |ndicates required fisld

* Requisition Description  |Office Chairs
|_Cang @
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help —
Copyright 2000-2005 Oracle Corporation. All rights reserved. Privacy STSumamee—

A Confirmation page will be displayed on your screen when a Requisition is saved correctly.
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Shopping Cart Home Logout Preferences

ORACLE iProcurement
Shop Requisitions Receiving

Shopping Cart

Confirmation
Requisition 67025 has been saved.
Incomplete requisitions can be completed from the Requisitions page. You can continue to

checkout, or create a new shopping cart
New Cart ) | Continue with Checkout )

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences

Copyright 2000-2005 Oracle Corporation. All rights reserved Privacy Statement

This confirmation contains a Requisition number which can be used as reference for locating
this Requisition in the future.

The Confirmation page allows a user to start a new Requisition by clicking the New Cart
button. If you wish to continue entering the details of your Requisition for submission,
please click the Continue with Checkout button.

Shopping Cart Home Logout Preferences

ORACLE' iProcurement

Shop Requisitions Receiving
Shopping Cart
Confirmation
Requisition 67025 has been saved.

Incomplete requisitions can be completed from the Requisitions page. You can continue to
checkout, or create a new shopping cart

Continue with Checkout
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences

Copyright 2000-2005 Oracle Corporation. All rights reserved.

For this simple Requisition example, click on the Continue with Checkout button and
return to the Shopping Cart page.

Now that you have learned how to Save an Incomplete Requisition, you can finalize and
submit your Requisition in the Checkout section. Select the Checkout button on the
Shopping Cart screen to continue to the Checkout page.

Stage 5: Checkout

There are three steps in the Checkout process: (1) Requisition Information, (2) Approvers,
and (3) Review & Submit.

@ O O

Requisition Information Approvers  Review & Submit

You can track your progress through the Checkout process by following the indicator bar at
the top of the screen. The shaded blue circles will indicate which step you are at in your
checkout process.

Step 1 - Enter/Change Requisition Information

Notice that the information from your Profile settings has pre-populated the Delivery and
Billing information fields. This information can be changed as required.
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First, confirm or change the Requisition Description.

ORACLE iProcurement Shopping Cart Home Logout Preferences

Shop Reguisitions Receiving

Requisition Information  Approvers  Review & Submit

Checkout: Requisition Information
= Indicates required field (Cancel ) (save ) (Edit Lines (Delivery, Billing, Accounts and Attachments) ) Step 1 of 3 [Next )

. #* Requisition Description | Office Chairs

Delivery Billing
#* Need-By Date | 09-Mov-2006 00:00:00 * Taxable | Mo >

06 19:45:00 * Transaction Code 5
SEAN S'?

(example: 23-0ct-20
Requester REQUISITIONER
# Deliver-To Location | RD-AZ-8417

Cance| ) | Save ) (EditLines (Delivery, gilling, Accourts and Amachments) Step 10f 3 Nexr )

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences
Copyright 2000-2005 Oracle Corporation. All rights reserved. Privacy Statement

Requisition Description (Required)

This is the title of the Requisition. IAS automatically fills this in based on the description of
the first line item in the Requisition. Change this as necessary.

Next, confirm or change the Delivery information:
Need-By Date (Required)

This is the day you want to receive the item(s) or the completion date for services. The
format for this is DD-MMM-YYYY 00:00:00. For example, April 5, 2006 2:30 pm is expressed
as 05-APR-2006 14:30:00.

Note: If you have created a User Profile as instructed, the Need-By Date and
Deliver-To Date should be pre-populated with the User Profile information.

Warning! It is very important to enter an accurate Need-By Date. This date is
sent to PRISM and used by the system to determine if your document can be
processed further down in the procurement process.

It can also be critical during audits. Financial statement audits closely examine the
period of performance — the duration of time between the expected delivery date of
goods/services and the actual receipt date. The “Need-By Date” is the date that the
goods/services are expected to be delivered.

There are two ways to change the Need-By Date: (1) manual entry or (2) using the

calendar feature. To use the calendar feature, simply click on the calendar icon located
beside the Need-By Date field to select your desired date.

Requester (Required)

This field should be populated with your name or ID number. Do not change this
information as this indicates who will receive the items on this requisition.

Deliver to Location (Required)

This is the default location established in your profile. If you need to send the goods or
services somewhere else, you can search for that location using the Search and Select
function by clicking on the Flashlight icon.
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Note: The Deliver-To Location code is also the Fed-Strip ID of the location. If you
do not know this ID, it can be searched for in the Deliver-To Location field. Please
note that the address of the Deliver-To location will be visible.

Now, confirm or change the Billing information:

ORACLE iProcurement Shopping Cart Home Logout Preferences

Shop Requisitions Receiving

Requisition Information  Approvers  Review &

Checkout: Requisition Information

* Indicates required field Accounts and Amachrments)

Step 1 of 3 | Next )

* Requisition Description | Office Chairs

Delivery Billing
* Need-By Date |01-Dec-2006 00.00.00 | ] = Taxable
(example: 23-0ct-2006 19:45.00 * Transaction Code
Requester REQUISITIONER, SEAN
= Deliver-To Location  RD-AZ-9417

(Cancel ) (save ) (Edit Lines (Delivery, Billing, Accounts and Attachments) )] Step 1 of 3 [Next )

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences
Copyright 2000-2005 Oracle Corporation. All rights reserved. Privacy Statement

Taxable (Required)

The default setting for this field is “No” since 1AS does not calculate tax. As all Federal
purchases are text exempt, this default should be left as “No.” Do not select Yes as there
are no tax codes available to select.

Transaction Code (Required)

You can use the Search and Select tool by clicking on the Flashlight icon to help you with
the Transaction Code.

e —- ey
Search and Select: Transaction Code -
\ \ Shop Requisitions Receiving
( Cancel ] [ Select
Search
To find your item. select a filter item in the pulldown list and enter a value in the text field. then select the "Go” button
Search By % (o)
e, Rl T SETein)) |Next)
Results
Select Quick Select Transaction Code Description
(9] ;Eé 1Q-COMMIT Requisition - Commit
(9] = 1Q-NOCOMMIT Requisition - No Commit
(o] T IQ-PROGRAM LOAN COST FUNDS 1Q-PROGRAM LOAN COST FUNDS ¢
[ Cancel ) | Select
ling, Accounts and Attachments) Next
&) S @ ntemet

There are three types of transactions for Requisitions: (1) 1Q-COMMIT, (2) IQ-NOCOMMIT,
and (3) Program Loans Cost Funds (PLCF).

IQ-COMMIT (Default)
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This will commit funds from the budget for this Requisition. This transaction type should be
selected when funding is available for line items.

1Q-NOCOMMIT

This transaction code will store the information into IAS without committing funds from the
budget. Use this item when no funding is currently available for your line items.

1Q-PROGRAM LOAN COST FUNDS

This transaction code is designed for use by RD, FSA and other agencies managing Program
Loan Cost Funds. This code is more commonly known as Type-60 Funds.

Note: The Agency must be enabled for PLCF transactions within IAS before users
are able to successfully make 1Q-PROGRAM LOAN COST FUNDS acquisitions. 1Q-
PROGRAM LOAN COST FUNDS transactions attempted by non-enabled agencies will
reject in FFIS and generate an Error Message.

For this simple Requisition example, you will choose 1Q-Commit as your choice for the
Transaction Code field.

ORACLE iProcurement Shopoing Cart Home Logout Preferences

Shop Requisitions Receiving

Requisition Information Approvers Review & Submit
Checkout: Requisition Information
= Indicates required field (Cancel ) (Save ) (Edit Lines (Delivery, Billing, Accounts and Attachments) ) Step 1 of 3 [Next

* Requisition Description | Office Chairs

Delivery Billing
* Need-By Date | 09-Mov-2006 00:00:00 @ * Taxable |MNo %
(example: 24-0ct-2006 19:45:00 »Transactmn Code |IQ-NOCOMMIT &
Requester REQUISITIONER, SEAN ”

# Deliver-To Location  RD-AZ-9417

Cance| Save Edit Lines (Delivery, Billing, Accounts and Attachments) ) Step 1 of 3 | Mext

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences
Copyright 2000-2005 Oracle Corporation. All rights reserved Frivacy Statement

Below the Billing section of the Checkout: Requisition Information page, there are three
options: (1) Cancel, (2) Save, and (3) Edit Lines (Delivery, Billing, Accounts, and
Attachments).

Shopping Cart Home Logout Preferences

Shop Requisitions Receiving

—0—o0

Cance| Save Edit Lines (Delivery, Billing, Accounts and Awtachments) | Step 1 of 3 | Next

Billing
= Taxable |Mo vl

Cancel Button

If you select Cancel, your entry in the Checkout: Requisition Information screen will be
cleared, and IAS will return you to the Shopping Cart for this Requisition.
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Save Button
The IAS will save your incomplete Requisition and assign it a number.
Edit Lines (Delivery, Billing, Accounts, and Attachments) Button

Selecting this button will take you to a new screen which allows you to edit Delivery, Billing,
Accounts, and Attachments information for each Requisition. Remember, the information in
this section is pre-populated with the information stored in your profile settings. This
information can be changed as required.

For the simple Requisition, you will not need to make changes using the Edit Lines section.
That will be covered in more detail in the next section; Creating a Complex Requisition.
Click on the Next button to move to stage two of Checkout, Approvers.

ORACLE' iProcurement Shopping Cart Home Logoul Preferences

Shop Requisitions Receiving

Requisition Information Approvers Review & Submit
Checkout: Requisition Information
= Indicates required field Cance| ) [ Save ) (Edit Lines (Delivery, Billing, Accounts and Attachments) j Step 1 of 3 [Next )

= Requisition Description |Office Chairs

Delivery Billing
* [eed-By Date |09-Dec-2006 00:00:00 @ * Taxable |Mo v

(example: 25-0ct-2006 19:45:00 = Transaction Code |IQ-NOCOMMIT ,j?
Requester REQUISITIONER, SEAN -

* Deliver-To Location |RD-AZ-9417 E

Cancel ) ( Save Edit Lines (Delivery, Billing, Accounts and Attachments) ) Step

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences
Copyright 2000-2005 Oracle Corporation. Al rights reserved. Privacy SO

Step 2 — Review/Add Approvers

In the second step of Checkout, Approvers can be changed and/or added for the Requisition
being created. The Checkout: Review Approver List page should be displayed at this time.

Hele

ORACLE' iProcurement Shooping Cart Home Logout Preferences

Shop Requisitions Receiving

Requisition Information Approvers Review & Submit

Checkout: Review Approver List

Your requisition will be sent to the following list of approvers (Save ) (Submit) (Back|Step2of3 [Next )
Change First Approver |

Approver Name { ) Delete

MANAGER. LAURA

MANAGER. BARRY
Add Approver |

Justification (240 chars max)

MHote To Buyer (240 chars max)

Attachments

|_Add Attachments |
File Name Type Description Category Last Updated By Last Updated Usage Update Delete
No data exists

Save | (Submit] (Back| Step 2 of 3 [Next
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. All rights reserved Erivacy Statsment
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NOTE: A list of Approvers is also known as an Approval Chain. If an Approver is not
“Required”, then it may be removed manually by the user. If the Approver is
“Required,” then the Approver may only be changed to another Approver with the
same budget authorization as the original required approver.

For this simple Requisition, no changes to the Approval Chain are needed. Adding and
changing Approvers will be discussed in the next section; Creating a Complex Requisition.

You also have the option to add notes for your Approver, as well as attach justifications.
When adding Approvers, make sure that the final Approver has rights to commit funds in
FFIS for the account specified in the Requisition, e.g. the final Approver has budget
authority.

Warning! Never attempt to add a contracting officer to the Approval Chain. The
Requisition will be automatically routed to the Acquisition Management module per
pre-defined routing rules.

ORACLE iProcurement Shopping Cart Home Logout Freferences Hel

Shop Requisitions Receiving

Requisition Information ~ Approvers  Review & Submit
Checkout: Review Approver List
Your requisition will be sent to the following list of approvers | Save Subrit ) ( Back | Step 2 of 3 | Next

Change First Approver

Approver Name Delete

0 chars max)

Mote To Buyer (240 chars max)

Attachments

Add Attachments
File Name Type Description Category Last Updated By Last Updated Usage Update Delete

Mo data exists

Save ) | Submit Back | Step 2 of 3 |Next
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. Al rights reserved. Brivacy Statement

This page has four buttons in the top-right of the screen for users to navigate and/or take
action: (1) the Back button, (2) the Next button, (3) the Submit button and (4) the Save
button.
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ORACLE iProcurement Shopping Cart Home Lonout Prefersnces Hely

Shop Requisitions Receiving
Your requisition will be sent to the following list of approvers (save ) [ subrmit) ( Back Step 2 of 3 Next )
Change First Approver | ‘h

Approver Name Delete
MANAGER, LAURA
MANAGER, BARRY

| Add Approver |

Justification {240 chars max)

Requisition Information ~ Approvers )

Checkout: Review Approver List

IHote To Buyer (240 chars max)

Attachments

Add Artachments
File Name Type Description Category Last Updated By Last Updated Usage Update Delete

Mo data exists
¢
Save ) | Submit Back | Step 2 of 3 |Next p

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. All rights reserved. Privacy Statement

Back button

The Back button allows you to navigate back to Step 1 - Enter/Change Requisition
Information.

Next button

The Next button allows you to move forward to Step 3 — Review and Submit.

Submit button

If you have no additions or changes to make to your Requisition, you can immediately
submit your Requisition by clicking on the Submit button.

Note: it is strongly recommended that you go to the next step. Step 3 allows you to
check your work, review your Requisition, and print out the details of the Requisition
in an easy-to-read format.

Save button
The Save button allows you to save the Requisition for a later time.

Tip! Saving your Requisition at each available opportunity ensures your Requisition
details are preserved in case of browser failure or inadvertent computer shutdowns.

For this simple Requisition, no changes to the Checkout: Approver List page are needed.
Click the Next button to proceed to Step 3 of the Checkout process.
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Shopping Cart Home Logout Preferences Help

ORACLE iProcurement

Shop Requisitions Receiving

Requisition Information ~ Approvers  Re\

Checkout: Review Approver List
Your requisition will be sent to the following list of approvers Save Submit Back | Step %

Change First Ap prover

Approver Name
MANAGER. LAURA
MANAGER. BARRY

Add Approver )

Justification (240 chars max)

Delete

MHote To Buyer (240 chars max)

Attachments

| Add Attachments

File Name Type Description Category Last Updated By Last Updated Usage Update Delete

Mo data exists
Save ) | Submit Back | Step 2 of 3 |Next
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. Al rights reserved. Brivacy Statement

Step 3 — Review and Submit

The Review and Submit page provides a user the opportunity to review the details of the
Requisition prior to submission. The Checkout: Review and Submit Requisition page should

be displayed.

Shopping Cart Home Logout Preferences Help

ORACLE' iProcurement

Shop Requisitions Receiving

Requisition Information  Approvers  Review & Submit
Checkout: Review and Submit Requisition
| Save Printable Page ) ( Back | Step 3 of 3 (_Submit
Requisition 67025: Total 12500.00 USD
Created By REQUISITIONER, SEAN
Creation Date  07-Nov-2006 15:37:25

Description  Office Chairs
Justification

Requisition Attachments
File Name Type Description Category Last Updated By Last Updated Usage Update Delete

No data exists

Lines

Details Line Description Cost Center Unit Quantity Price Amount (USD) Attachments
P Show 1 Office Chairs 30 EACH 50 250 USD 12500.00
Total 12500.00

Save ) | Printable Page Back | Step 3 of 3 (_Submit
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. All rights reserved Brivacy Statement

If you need to make corrections, use the Back button to edit the Requisition.

This page also provides a user the option to save, print, and submit a Requisition.

Printing Your Requisition Details

If you would like to print out your Requisition information, the option to do so is available
from the Checkout: Review and Submit Requisition page. To get the printer-friendly version,
click on the Printable Page link on the right-hand side of the screen.
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ORACLE iProcurement

Shopping Cart Home Logout Preferences Help

Shop | Requisitions .| Receiving .'\

Requisition Information  Approvers
Checkout: Review and Submit Requisition
Requisition 67025: Total 12500.00 USD

Created By REQUISITIONER, SEAN
Creation Date  07-Nov-2006 15:37:25

Copyright 2000-2005 Oracle Corporation. All rights reserved

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Review & Submit

(save ) (Printable Page ) (Back|Step 3 of 3 ( Submit

Description  Office Chairs

Justification
Requisition Attachments
File Name Type Description Category Last Updated By Last Updated Usage Update Delete
Mo data exists
Lines
Details Line Description Cost Center Unit Quantity Price Amount (USD) Attachments
P Show|1 Office: Chairs 30 EACH 50 250 USD 1250000

Total N

Bk | Step 3 0f 3 Submit

Privacy Statement

[ Printable Pag%

Tip! To get a printer-friendly version containing a detailed view of each line item in
your Requisition, click the Show link next to each line item prior to clicking on the

Printable Page link.

ORACLE' iProcurement

Help

Requisition Information Approvers
Checkout: Review and Submit Requisition
Requisition 67025: Total 12500.00 USD

Created By REQUISITIONER, SEAN
Creation Date  07-Nov-2006 15:37:25

Copyright 2000-2005 Oracle Corporation. Al rights reserved.

Review & Submit

(save ) (Printable Page ) (Back|Step 3 of 3 ( Submit

Description  Office Chairs
Justification
Requisition Attachments
File Name Type Description Category Last Updated By Last Updated Usage Update Delete
Mo data exists
Lines
Details Line Description Cost Center Unit Quantity Price Amount (USD) Attachments
» %Shmﬂ Office Chairs 30 EACH 50 250 UsD 12500.00
Total 12500.00

(Save ) [ Primable Page § (Back| Step 3 of 3 (Submit)

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Privacy Statement

A new printer-friendly window will open up containing your Requisition details.
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ORACI—G iProcuremen @Oracle iProcurement: Checkout - Microsoft Internet Explorer Q@ i -
vin
Fle Edit view Favorites Tools Help o &
-~ ] N § 7 »
) Back ] \ﬂ @ ;j S search \f);:'f Favorites @ E-"--—:' :\' ] - J ﬂ ﬁ Links £ CRI [ Development
.(..‘.hec.:.lé(.aut: Re\new .an d. él‘lbm‘i": Address | ] hIIDs:{{green.usda.gw:sﬂ121'OA7H'WL;OA‘]sp?pagE=y'0rac\e,fapps,ficx,fpury'rEqr'f\'ebu\y'Rew:\‘Submm?G&re(amAM=\‘&OARF=pnn|able&j=223053633€«Jap: H .Gn
Google |Gl [vleov @ B + | €% Bovtmarksw Bhobocked | B Check v > @sestngs- | @sneat B &' | )
Requisition 67025: Total 12500|| heckout: Review and Submit Requisition
Cre
Creat| Requisition 67025: Total 12500.00 USD
De Created By REQUISITIONER, SEAN
Ju Creation Date  07-Nov-2006 15:37:25
Requisition Attachments Description  Office Chairs
File Name T Justification Delete
No data exists. Requisition Attachments
File Name Type Description Category Last Updated By Last Updated Usage Update  Delete
Lines Mo data exists.
Details Line Description ints
¥ bide 1 Office Ch gr=s
= Ice al;: Details Line  Description CostCenter  Unit Quantity Price Amount (USD) Attachments
Nee: ¥ Hide 1 Office Chairs 30 EACH a0 250 UsD 12500.00
Iten Requester REQUISITIONER, SEAN Deliver-To Location  RD-AZ-9417
Category D Need-By Date  09-Dec-2006 00:00:00 Destination Type Expense
P-C Item Mumber Supplier - 108307698
Category Description  MAINT-REP OF OFFICE SUPPLIES Supplier Site  108307698ES
P-Card Used No Supplier Contact
Billing Information Taxable No anaclt.P};tnne
Charge Account upprerfiem nt
30.07.22.227277. 7277772 77| Billing Information
Charge Account USSGL Transaction Code Percent
30.07 700000000.0210 27 77777777 7777 1Q-NOCOMMIT 100
Total 12500.00 3 ([ Submit
Copyright 2000-2005 Oracle Corporation. Al rights reserved.
Copyright 2000-2005 Oracle Corporation. Al righ ivacy Statement
&] Done S @ nternet

To print this page, use the print function in your browser.

e Click on the File menu located in the top-right corner of the toolbar, then select
Print, or,
!
[
e click on the Printer icon = in your browser.

(@ Oracle iProcurement: Checkout - Microsoft Internet Explorer
Edit

SIEIX]

3

File View Favorites Tools Help

i ) = i

by badt (=] \ﬂ @ .'_l\J /'._JSearch “:_‘/E’Favorites &3 ‘ ¥ _‘J ﬁ ﬁ
: Address |@ https:/fgreen.usda.gov:8012/0A_HTML/OA.jsp?page=/orade /apps ficx/por freq/weoem vie'f\'SubmiH:'GSretainAM=Y&OARF=printab|e&_ﬁ=223058633&oapc=lﬂ Go
GDLIg]EIiG:v |v]Go o5 B~ | % sookmarksw Bhoblacked WP Check v (@ settings» ¢ @ Snaolt E B

i Links ([ CRI (3 Development

This will print your Requisition with all of the associated details. Close the window to return
to the Checkout: Review and Submit Requisition screen.

If satisfied with your Requisition information, click on the Submit button.
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ORACLE iProcurement Shopping Cart Home Logout Preferences Hel

Shop Requisitions ’ Recelvmg'

Requisition Information Approvers Review & Submit
Checkout: Review and Submit Requisition
(Save ) | Printable Page ) (Back| Step 3of 3 | Subr_ﬂE

Requisition 67025: Total 12500.00 USD
Created By REQUISITIONER, SEAN
Creation Date  07-Nov-2006 15:37:25
Description  Office Chairs
Justification
Requisition Attachments

File Name Type Description Category Last Updated By Last Updated Usage Update Delete
No data exists

Lines
Details Line Description Cost Center Unit Quantity Price Amount (USD) Attachments
¥ Hide 1 (Office Chairs 30 EACH 50 250 USD 12500.00
Requester REQUISITIONER, SEAN Deliver-To Location RD-AZ-9417
Need-By Date  09-Dec-2006 00:00:00 Destination Type Expense
Item Number Supplier - 108307698
Category Description  MAINT-REP OF OFFICE SUPPLIES Supplier Site  108307698ES
P-Card Used No Supplier Contact
Taxable No Contact Phane

Supplier tem
Billing Information

Charge Account USSGL Transaction Code Percent
30.07 7000000000210 22 77777777 7777 1Q-NOCOMMIT 100
Total 12500.00

(save ) (Primable Page ) (sack] Step o
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. All rights reserved

You will receive a blue confirmation message that indicates a Requisition has been
successfully created. Below it will be the Requisition number.

ORACLE iProcurement Shopping Cart Home Logout Preferences

Shop .\ Requisitions | Receiving .|

Confirmation
Requisition 67025 has been submitted to MANAGER, LAURA for approval

To check on this requisition’s status. click on the Requisitions tab or look in My Requisitions on the Shop page

( Continue Shopping
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences

Copyright 2000-2005 Oracle Corporation. Al rights reserved. Privacy Statement

At this point, the first Approver in your Approval Chain is notified that a Requisition is
awaiting approval.

NOTE: In your confirmation message, clicking on the Approver’s name generates an
email message to the Approver regarding the Requisition submitted. This email will

appear in a new window, and allow you to enter any additional information needed
by this Approver.
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Creating a Complex Requisition

In this section, another Requisition will be created, this time utilizing more of the options
available in IAS. This next Requisition will be for a couple of related contracts where one
service contract will have two different accounting codes. These are contracts that we will
need to pay over time, as the service is rendered. This contract will not be paid by the hour
but rather, a dollar amount will be paid as the invoices are received. Creating a Requisition
for Services billed by quantity would make creating a Receipt for dollars very difficult.
Therefore, a Requisition for Goods or Services billed as an amount will be created to
accommodate the payment constraints.

Stage 1: Starting a Requisition

To begin, you start at the Shop page of IAS just like the simple Requisition created earlier.
Then you click on the Non-Catalog Request link as you did for the simple Requisition.

ORACLE iProcurement Shopping Cert Home Logout Preferences el
P N T Requisitions Receiving

Stores | Categories | Shopping List (| Non-Catalog Requast

Search | Main Store & - “dvanced Search

Shopping Cart

Stores :
Your cart is empty

Ilain Store

Exchange. Uracle.com
Iain Store E:xchange Oracle.com

My Requisitions

Full List
Requisition Description Total (USD} Status Copy Change Receive
Mo data exists
My Notifications
Full List )
Type From Subject Sent
Mo data exists
& TIP Yacation Rules - Redirect ar auto-respand to notifications.
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. A1l rights reserved Privacy Statement

Stage 2: Add a Line Item - Enter Requisition Details

This takes you to the Non-Catalog Request page. The Item Type drop down menu defaults
to Goods billed by quantity. Change the Item Type to Goods or Services billed as an
amount by clicking on the down arrow next to Goods billed by quantity, then selecting
Goods or Services billed as an amount from the menu.
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ORACLE iProcurement Shopping Cart Home Logout Freferences Help
Shop Reguisitions Receiving

MNon-Catalog Request

Shopping Cart
(_Clear All ) (Add to Cart) [ Add to Favorites ) Your cart is empty

* |ndicates reguired field

[ New Supplier
e R 4

se | F
= Category Contact Name l:l

etvaty || Phone |

& T
* Unit Price
= Curency | USD

(_Clear all ] (Add to Cart) (Add to Favorites )

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. Al rights reserved Brivacy Statemert

Once you select Goods or Services billed as an amount from the menu, the page will
update. This update removes the Quantity, Unit of Measure and Unit Price fields from the
page, and replaces them with a simple Amount field.

ORACLE' iProcurement Shopping Cart Home Logout Preferences  Help
Shop Reguisitions Receiving

Stores | Categories | Shopping Lists | Non-Catalog Request

Non-Catalog Request Shopping Cart
* Indicates required field | Clear all ) (Add to Cart ) [ Add to Favorites ) Your cart is empty

(AR ETEM Soods or services billed by amount Jia)i0] [CIMew Supplier

= |tem Description Supplier Name ,,:?
[ Site ~

oy |

(_Clear all ] (Add to Cart ) (Add to Favorites )

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2003 Oracle Corporation. All rights reserved. Privacy Statement

New Field - Amount (Required)
This is the text field where users enter the entire dollar amount for the line.
Remember! Enter any delivery costs as a separate line item.

To continue, fill out all the information for the Requisition. Enter an appropriate category
from the Category field for the contract or use the Search and Select feature by clicking on
the Flashlight icon. Fill in the Item Description with a brief description of the contract, just
like you did for the goods in the Creating a Simple Requisition section.

Remember! Additional information can be included in the Attachments section later
during the Requisition creation process.

The next field is Currency. As with the simple Requisitions, the currency remains US
Dollars. The last required field is the Amount. You still have the option to add supplier
information as before.

Next, you will add this item to the cart.
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Stage 3: Adding, Clearing, and Saving Requisition Items

Once all of the information has been entered, click on the Add to Cart button to add the
line to your Requisition. In this example, a couple of line items will be created to work with.

Shopping Cart Home Logout Preferences Help

ORACLE' iProcurement

Shop Requisitions Receiving

Stores | Categories | Shopping Lists | Non-Catalog Request
Non-Catalog Request Shopping Cart
#* [ndicates reguired field Clea Add to Cart AdWo Favorites Your cart is empty
ltern Type | Goods or services billed by amount V|@ [CInE zolier
* Item Description =ontract to maintain grounds of Supplier Name ',,S?
local reserve Site :?
x Calegory "’{ Contact Name
* Curmency Supplier ltem

Clear All ) | Add to Cart ) | Add to Favorites |

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Privacy Statement

Copyright 2000-2005 Oracle Corporation. Al rights reserved,

Once you add the item to your cart, IAS lists that item in a box on the right-hand side of the
screen. This is your Shopping Cart Quick Reference.

Shopping Cart
Your cart containg 1 line.

Recently Added Lines
Contract ta ... 185775.00 UsD

(' view Cart and Checkout

Tip! When you add an item to the cart, IAS keeps all the information you just
entered in the fields. If you would like to clear out that information, click on the

Clear All button.

Note: Clicking on the Clear All button will not change the Item Type field. If you
want to use a different Item Type for your next line, you will have to change it
manually.

Stage 4: Reviewing Requisition Items

Once you've finished adding all of the lines to your Requisition, click on the View Cart and
Checkout button. This button will take you to the Shopping Cart page.

Note: There is only one check out process. You can access as many or as few
options to as you like to complete your Requisition.

Again, the Shopping Cart allows you to view each line item that you have entered as a part
of your Requisition.

Remember! After entering all items, it is recommended that you click the Save
button. This action will protect work—to-date on the Requisition in the event of a
power loss or network failure. This will also allow you to continue the check out
process at a later time.
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Stage 5: Checkout

Click on the Checkout button to continue.

ORACLE iProcurement Shopping Cart Home Logout Freferences Help
Shop Reguisitions Receiving

Shopping Cart
( Save ) [ Checkout

Line  Item Description Special Info Unit Quantity Price Amount (USD)  Delete

1 Contract to maintain grounds of local reserve DOLLAR US 185775 1UsSD 185775.00 ]
2 Contract to manage security for the reserve area DOLLAR US 557825 1UsSD £57825.00 ] |

Total 743600.00

Return to Shopping (5 @

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. &1l rights reserved. Privacy Statement

This will take you to the Checkout: Requisition Information page.

ORACLE' iProcurement Shopping Cart Home Locout Preferences
Shop Requisitions Receiving

Requisition Infformation  Approvers  Review & Submit

Checkout: Requisition Information
#* [ndicates reguired field (Cancel) (Save ) [ Edit Lines (Delivery, Billing, Accounts and Attachments) ) Step 1 0of3 Next )

* Requisition Description ‘Cumracl to maintain grounds of local reserve ‘

Delivery Billing

* Moed-By Date [05-Nov-2008 00.0000 | (] * Taxable
(example: 23-0ct-2006 19:45.00) x Transaction Code l:l ’¥
Reguester REQUISITIONER, DAVE =
= Deliver-To Location  |RD-AZ-9417 ,_;f

(_Cancel ) ( Save ) ( Edit Lines (Delivery, Billing, Accounts and Attachments) ) Step 1 of 3 | Mext

Shop | Requistions | Receiving | Shopping Cart | Home | Logout | Preferences
Copyright 2000-2005 Oracle Corporation. Al rights reserved Privacy Statement

There are three steps in the Checkout process: (1) Requisition Information, (2)Approvers,
and (3) Review & Submit.

ORACLE' iProcurement Shopping Cart Home Lozout  Preferences

Shop Requisitions Receiving

Requisition Infformation  Approvers  Review & Submit

Checkout: Requisition Information
* |ndicates reguired field \_Cancel ) | Save ) [ Edit Lines (Delivery, Billing, Accounts and Attachments) | Step 1 of 3 | Next

+* Requisition Description | Contract to maintain grounds of local reserve ‘ |

Delivery Billing
= Meed By Date |09-Nov-2005 00:00:00 = Taxable
(example: 23-0ct-2006 19:45:00) * Transaction Code l:l ’J
Requester REQUISITIONER, DAVE =
»* Deliver-To Location |RD-AZ-9417 ,_5?

(Cancel ) (Save ) (Edit Lines (Delivery, Billing, Accounts and Attachments) ] Step 1 of 3 [Mext )

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences
Copyright 2000-2005 Oracle Corporation. Al rights reserved Brivacy Statemert

You can track your progress through the Checkout process by following the indicator bar at
the top of the screen. The shaded blue circles indicate which step you are at in the
Checkout process.
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Step 1 - Enter/Change Requisition Information

Notice that the information from your Profile settings has pre-populated the Delivery and
Billing information fields. On this page, you can enter a different delivery location for the
entire Requisition, or set the transaction code for the Requisition.

Remember! You can save your cart here for later use and editing.

First, confirm or change the Requisition Description. Next, confirm or change the Delivery
information, including updating the Need-By Date.

Remember! It is very important to enter an accurate Need-By Date. This date is
sent to PRISM and used by the system to determine if your document can be
processed further down in the procurement process. It can be critical during audits.
Financial statement audits closely examine the period of performance — the duration
of time between the expected delivery date of goods/services and the actual receipt
date. The “Need-By Date” is the date that the goods/services are expected to be
delivered.

Also confirm the billing information. Once you have completed the information on this page
so your satisfaction, you can continue to edit the document by clicking on either of the Edit
Lines (Delivery, Billing, Accounts and Attachments) button. This is where you can
change the accounting codes from their defaults.

Tip! You should always ensure that the correct Budget Object Code (BOC) is used,
especially when purchasing reportable property. This will ensure that accurate
details are sent to the property system.

Shopping Cart Home Logout Preferences

ORACLE iProcurement

Shop Requisitions Receiving

Requisition Infformation  Approvers  Review & Submit

Checkout: Requisition Information

* |ndicates reguired field Cancel ) ( Save ) [ Edit Lines (Delivery, Billing, Accounts and Attacsjments) ) Step 1 of 3 Next )

* Requisition Description | Contract to maintain grounds of local reserve

Delivery Billing
= Meed-By Date  |08-Jan-2007 00:00:00 * Taxable | Mo .
(example: 25-Oct-2006 15:45:00) + Transaction Code | 1Q-COMMIT ,,J
Reguester REQUISITIONER, DAVE ”
* Deliver-To Location |RD-AZ-9417 ,,;? ‘

Cancel ) (Save ) (Edit Lines (Delivery, Billing, Actounts and Attachments) ) Step 1 of 3 [Next )

Shop | Requisitions | Receiving | Shopping Cart | Horme | Logout | Preferences

Copyright 2000-2005 Oracle Corporation. All rights reserved Brivacy Statement

This takes you to the Requisition Information: Edit Lines page. If you would like to edit the
accounting information for the entire Requisition or each individual line, you can click on the
links at the top of the page; Delivery, Billing, Accounts and Attachments. These links
represent the different kinds of information you can edit about your Requisition.
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ORACLE' iProcurement

Shopping Cat Home Logout Preferences

Shop

Reguisitions Receiving

Requisition Infformation  Approvers  Review & Submit

Delivery Biling  Accounts  Attachments

Select Lines: | Update )| Copy )| Delete )
Select All | Select Mone

Delivery Biling  Accounts Attachments

Shop | Requisitions | Beceiving | Shopping Cart | Home | Logout | Preferences

Copyright 2000-2005 Oracle Corporation. All rights reserved

SelectLine Description Need-By Date Requester
| Contract to maintain grounds of local reserve 08-Jan-2007 00:00:00 REQUISITIONER, DAVE
O 2 Cantract to manage security for the resene area 08-Jan-2007 00:00:00 REQUISITIONER, DAVE

| _Return
Ly

Deliver-To Location

__R D-AZ9417 ,,;?
__R D-AZ9417 ,,;?

Return )

Privary Statement

Note: There are many ways to change the Requisition details in IAS Release 3.0.

Feel free to navigate and explore the system.

Delivery

The Delivery section allows users to make changes to the Need-By Date, Requester, and

Deliver-To Location.

Reminder! The Need-By Date field is searchable using the Calendar icon shown
below. The Requester and Deliver-To Location fields are searchable using the

Flashlight icon.
Billing

The Billing section allows users to make any additional changes to the Taxable field for each

individual line item of the Requisition.

ORACLE' iProcurement

Shopping Cart Home Logout Preferences

Shop

Requisitions Receiving

Requisition Infformation  Approvers  Review & Submit

Requisition Inf ation: Edit Lines
#* [ndicates reguire
Delivery Billing Accounts  Attachments

Select Lines: [ Update )( Copy )( Delete )
Select All | Select Mone

SelectLine Description
0 q Contract to maintain grounds of local reserve
O 2 Contract to manage security for the reserve area

@TIP Click on a Split icon to allocate costs to multiple projects

Delivery Billing Accounts  Attachments

Shop | Requisitions | Beceiving | Shopping Cart | Home | Logout | Prefersnces

Copyright 2000-2005 Oracle Corporation. Al rights reserved,

Return

Return

Privacy Statement

The Billing section also allows a user to allocate costs across multiple accounts for a line

item within a Requisition, using the Split button =3,

Accounts

The Accounts tab allows you to edit the Charge Account and Transaction Code for each

individual line item of the Requisition.
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ORACLE' iProcurement

Shopping Cart Home Logout Preferences

Shop Requisitions Receiving

Requisition Information
Requisition Information:‘t Lines
* |ndicates required field

Delivery Billing Accounts Attachments

Select Lines: | Update )| Copy ) Delete
Select All | Select None

SelectLine Description Charge Account
B | Office Chairs Enter Charge Account

@ TIP Click on 2 Split icon to allocate costs to multiple accounts

Delivery Billing Accounts Attachments

Copyright 2000-2005 Oracle Corporation. All rights reserved

|_Return )

Transaction Code Split
1Q-NOCOMMIT ,,;? E’-a

2

Retwrn

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences

Privacy Statement

Your default Charge Account will be inserted for the item(s) you selected.

TIP! You should check to make sure that the correct account code and fiscal year

are being used to prevent errors.

Note: The “Z’s” in the charge code are neutral placeholders for accounting

segments not currently in use by an Agency.

To enter or edit the charge account information, you need to navigate to the Requisition
Information: Split Cost Allocation page. You can get to it several ways, such as clicking on

the Split icon E‘i:l on the Billing section or the Accounts section. Changing accounting
codes will be covered a little further down, including how to enter the account information.

Attachments

The Attachments section allows a user to attach files or text to the Requisition. It provides
an opportunity to communicate with other parties who have interest in the Requisition being

created (e.g. Buyers and Approvers).

ORACLE' iProcurement

Shopping Cart Home Logout Preferences

Copyright 2000-2005 Oracle Corporation. Al rights reserved,

Adding attachments will be covered later.

Shop Reguisitions Receiving
Requisition Information
Requisition Information: Edit Lines
= Indicates required field ( Return )
Delivery Biling  Accounts Attachments
Requisition Attachments [%
Add Attachments )
File Name Type Description Category Last Updated By Last Updated Usage Update Delete
Mo data exists.
Delivery Biling  Accounts Attachments
Return

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences

Privacy Statement

Alternatively, you can change the details for each line item by viewing the line details on the
Requisition Information: Update Selected Line page. To get to this page, simply click on the
check box next to the line you would like to edit, and then click on the Update button.
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ORACLE' iProcurement

Shopping Cart  Home Logowt Prefersnces

Select Lines: (Updarte ) Copy )( Delete

N | Select Mone

Description

Contract to maintain grounds of local reserve
Caontract to manage security for the reserve area
@ TIP Click on a Split icon to allocate costs to multiple projects.

Delivery Billing Accounts  Attachments

Copyright 2000-2005 Oracle Corporation. Al rights reserved,

Shop | Requisitions | Beceiving | Shopping Cart | Home | Logout | Prefersnces

Shop Requisitions Receiving
Requisition Information Apprﬁvers Review & Submit
Requisition Information: Edit Lines
* |ndicates reguire geeld (_Return )
Delivery ing Accounts  Attachments

|_Return

Privacy Statement

The Requisition Information: Update Selected Line page should be displayed.

ORACLE' iProcurement

Shopping Cart  Home Logowt Prefersnces

Shop Requisitions Receiving
Requisition Information Apprﬁvers Review & Submit
Requisition Information: Update Selected Line
* |ndicates reguired field (_Return )
Item Supplier
* Description | Contract to maintain [ New Supplier
k grounds of local reserve Supplier ”’{
= Category | S205 ,_5? Site "’{
Quantity 185775 Contact Name
Unit of Measure  DOLLAR US Phaone
Unit Price 1 F
= Amaunt | 185775 .
* Cunency el |
Special Information Supplier tem I:l
Manufacturer Part Number l:l
Delivery Billing
[rgent * Taxable
* Meed-By Date  |08-Jan-2007 00:00:00 E Charge Accaunt 3007 700000000.0210
(Example; 25-0ct-2006 1945000 Transaction Code | 1G-COMMIT .,‘f
Reguester REQUISITIONER, DAVE N
* Deliver-To Location  RD-AZS9417 ,,;f
Notes and Attachments
Note To Supplier

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences

Copyright 2000-2005 Oracle Corporation. All rights reserved Brivacy Statement

Here you can update much of the information associated with that line including Category,
Amount, Need-By Date, or add notes to the supplier. Especially important is that you can
edit the Charge Account code. In the following example, the charge account information for
this item will be updates to split the cost between two budget codes. Click on the Charge

Account Number to proceed.
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Billing

Charge Account 3007

AW
Transaction Code  |IQ-COMMIT ,,5}')

t

This will take you to the Requisition Information: Split Cost Allocation page, where you can
edit existing lines of accounting or add additional lines. Since you set up a favorite
accounting code, the system will initially default to that accounting code.

700000000.0210

ORACLE' iProcurement ShoppineCart Hame Louout Freferences

Shop Requisitions Receiving

Requisition Information

Requisition Information: Split Cost Allocation

* |ndicates reguired fisld Return )
Selected Line

Line Description Unit Quantity Price Amount (USD)

1 Contract to maintain grounds of local reserve DOLLAR US 185775 1UsD 185775.00

Charge Accounts

Line Nickname Accounting Flexfield Transaction Code Percent Quantity Amount (USD) Delete
1 [Standard Accou 10 COMMIT | 100]| TR
T BF ' (2 chars max). FUND & chars max).BUDGET ORG 7 chars
max) o = chars max). 5UB COST ORG (2 chars max).PROGRA (8 chars max).BOC (4
chars max).§L18 BOC (2 chars max). 08 CODE (3 chars max).REPORT CATEGOR'Y 4 chars max)
Add Angther Row Total 100 185775 185775.00
Charge Accounts
@ TIP Total allacation must equal 100% of the selected line walues.
[C1Apply this Cost Allocation information to all applicable reguisition lines [%
Return

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Prefersnces
Copyright 2000-2005 Oracle Corporation. & rights reserved. Privacy Statement

Warning! Though you can have IQ-NOCOMMIT and IQ-COMMIT line items in the
same Requisition, it is highly discouraged. When the 1Q-COMMIT line items are
awarded, it locks the Requisition so the IQ-NOCOMMIT line items cannot be changed
to IQ-COMMIT lines. See the Changing a Requisition section (page 86) for more
information on how to change Requisitions.

To add an additional line of accounting, click on the Add Another Row button. It will
automatically create a new accounting line to enter in more information. It defaults to the
favorite accounting code you set up in your preferences. The Transaction Code for the new
line defaults to 1Q-COMMIT, just as the first line did.
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ORACLE' iProcurement

Shopping Cat Home Logout Preferences

Shop

Reguisitions Receiving

Requisition Information: Split Cost Allocation
* |ndicates reguired field

Selected Line

Requisition Infformation  Approvers  Review & Submit

(_Return )

Line Description Unit Quantity Amount (USD)
1 Contract to maintain grounds of local reserve DOLLAR US 1UsSD 185775.00
Charge Accounts
Line Nickname Accounting Flexfield Transaction Code Percent Quantity Amount (USD) Delete
1| Standard Account v|[30.07. 72 777777 7777777 77 FITTTiYE lo-commIT | | 100|| 186775|| 8700
APPLICATION 1D (2 ohars max).BEG BF Y (Z ohars max).END BF ¥ (2 chars max).FUIND (& chars max).BUDGET ORG 7 chars
max).$UB BUDGET ORG ¢2 chars maxyCOST ORG (7 chars max). SUB COST ORG ¢2 hars max). PROGRAM (3 chars max).B0C (4
chars max). 518 BOE (2 chars max). 08 CODE (3 chars max).REPORT CATEGOR'Y ¢4 chars max)
‘ 2 ~|[30.07 7z 777777 777 TET 77 TAEIT v la-commT | . i Il \m
AFPLICATION 10 (2 chars max).BEG BF ¥ (2 chars max).END BF ¥ (2 chars max).FUND (& chars max) BUDGET ORG (7 chars
max).$UB BUDGET ORG (2 chars maxyCOST ORG (7 chars max). SUB COST ORG ¢2 hars max). PROGRAM (3 chars max).B0C (4
chars max). 508 BOC (2 chars max). 08 CODE (3 chars max).REPORT CATEGOR'Y 4 chars max)
{ Add Anather Raow | Total 100 185775 185775.00
Charge Accounts
@ TIP Total allacation must equal 100% of the selected line walues.
[l Apply this Cost Allocation information to all applicable reguisition lines
Return

Copyright 2000-2005 Oracle Corporation. All rights reserved

e

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences

Privary Statement

Click on the Accounting Search icon = next to the empty accounting line. This will open
a new window where you can enter in the proper accounting information.

Change the accounting information as necessary.

Note: As you enter information into the fields, the page may refresh and add
information for you. This can take a few minutes, depending on the speed of your
network connection and the resource usage within IAS. Wait for the page to finish
loading, then continue to add information until all appropriate fields are filled.

Tip! If you don’t know what your accounting codes are, please contact your
Manager. The Budget Approver for your agency should have this information. It is
important that all the fields are completed with the correct number of characters.

IAS now displays the required character number next to each field.

You can also find more information about accounting codes in the System Procedures
Document For IAS Release 2.6 (1AS Portal Site -> Guidance -> Additional Topics ->

IAS Systems Procedures Document).

Once you have entered the correct accounting code, click on the Create button below the

fields.
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Home Lououwt Preferences

<) Search and Select List of Values - Microsoft Internet Explorer. X
Requisitions Receiving

Search and Select: Accounting Flexfield

[ Cancel J [ Select

Search
* APPLICATIONM ID (2 chars max)
Return
* BEG BFY (2 chars max)
1 Contract to maintain = END BFY (2 chars max) 185775.00
#* FUND (B chars max)
= BUDGET ORG (7 chars max)
1 Standard Account + | 30.07.4 * SUB BUDGET ORG (2 chars max) 185775 185775.00 i
* COST ORG (7 chars max)
* SUB COST ORG (2 chars max)
TIA
= PROGRAM (3 chars max) 702104000 ,,,¥
Add Ancther Row EVEIONEEDEVEIC e 185775 185775.00
*BOC (4 chars max) 0210 |
MISCELLANECUS

= SUB BOC (2 chars max)

P Py
Apply this Cost Allocation inform|  JOB CODE (8 chars max) “‘{
I
& Reur )
M2

Copyright 2000-2003 Oracle Corporation. Al Privacy Statement

Select CodeCombination
Mo data exists

|_Cancel ) | Select

@hﬂps:fﬂ"}reen.usda.gnv:BD12/OA7HTML/'OA.Jap?j[:,’nra[Ielapps/ﬁwd/ﬁamewurk/wehu\,’( é @ Internet

This will create an accounting line in the Results area. Click on the radio button next to the
accounting line you just created, then click on the Select button at the bottom of the
window.

Tip! You may need to scroll down to see the Select button.
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2 Search and Select List of Values - Microsoft Internet Explorer

Requisitions Receiving

Search and Select: Accounting Flexfield
Cancel ) | Select

Search

* APPLIGATION ID (2 chars max) e
FHS

% BEG BFY 2 chars max) e

1 Cantract to maintain * ENDBFY 2 chars max) "’{ 185775.00

% FUND (B chars max) ,,;?

x BUDGET ORG (7 chars max) re

Return

1 | Standard Account | 3007 4 * SUB BUDGET ORG (2 chars max) { 185775 18577500 g
I
* COST ORG 7 chars max) re
]} I
’ * SUB COST ORG (2 chars max) rd m
I
PROGRAM (3 ch 702104000 |
Add Ancther Row * @ chars maxg o 185775 185775.00

EMPLOYEE DEVELOPMENT
* BOC (4 chars max) 0210 S
MISCELLANECUS

* SUB BOC @ chars max) rd
II
*JOB CODE (8 chars max) 4

Apply this Cost Allocation inform|

I
» REPORT CATEGORY {4 chars max) & Return
[R12)
( Search )| Create )
Copyright 2000-2005 Oracls Corporation. A Results
are N ombination
| % 007 02104000.0210, 22 22227777 7777
Cance| ) | Select

@1 S @ Internet

Once you have selected the accounting line, the Search and Select: Accounting Flexfield pop
up window will automatically close and the information will populate the Accounting Flexfield
text box. The Percent, Quantity, and Amount (USD) fields will not populate automatically.

Tip! You can use any of the three fields to update the other two. Here’s how it
works: if you enter in a percentage in the Percent field, then click anywhere else on
the page, the Quantity and Amount (USD) fields will update automatically for that
line. Alternatively, if you were doing a quantity based Requisition for 6 items, and
you wanted two items to be paid by a certain accounting code, you would just enter
“2” in the Quantity field and the Percent would automatically update to be
33.333333333% and the Amount (USD) field would reflect the cost of two items.
You can also enter the dollar amount for each account and the percent and quantity
will be automatically updated.

Note: This works on a line by line basis.

Warning! Before continuing, make sure that the Total line at the bottom comes to
100%.

Once you have finished adjusting the accounting, you can click on the Return button to go
back to Requisition Information: Update Selected Line page. Review the page again to
check for information that may need to be adjusted.

Note: The Charge Account field now says “Multiple” to reflect the multiple lines of
accounting.
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Once all of the information has been verified, click on the Return button to go to the
Requisition Information: Edit Lines page. Here you can continue to add information to your
Requisition.

Next, an attachment will be added to the Requisition. If you need to describe your
Requisition needs in more detail than the text field allows, then place that information in a
document and attach it to the Requisition. Once you have your document ready in an easily
accessible location on your computer, click on the Attachments link at the top of the page
to go to the Attachments section of the Requisition Information: Edit Lines page.

ORACLE' iProcurement Shopping Cart Home Louout Preferences

Shop Requisitions Receiving

Requisition Information
Requisition Information: Edit Lines

= Indicates required field (Return )
Delivery Biling  Accou Attachm%ts

Select Lines: ( Update J| Copy Ji Delete
Select All | Select Mane

SelectLine Description Need-By Date Requester Deliver-To Location
1 Contract to maintain grounds of local reserve 08-Jan-2007 00:00:00 REQUISITIONER, DAYE RD-AZ-9417 :,,{
0 2 Contract ta manage security for the resenve area 08-Jan-2007 00:00:00 REQUISITIONER, DAVE RD-AZS417 ,,;?

Delivery Biling  Accounts Attachments

Return )
Shop | Reguisitions | Receiving | Shopping Cat | Home | Logout | Preferences
Copyright 2000-2005 Oracle Corporation. & rights reserved. Privacy Statement
Click on the Add Attachments button to create a new attachment.
ORACLE' iProcurement Shopping Cart Home Logout  Preferences
Shop Requisitions Receiving

Requisition Information
Requisition Information: Edit Lines
* |ndicates reguired field |_Return
Delivery  Billing  Accounts Attachments

Add Attai?ments
File Nam

jents

Type Description Category Last Updated By Last Updated Usage Update Delete

Delivery Biling  Accounts Attachments

Return
Shop | Requisitions | Beceiving | Shopping Cart | Home | Logout | Prefersnces
Copyright 2000-2005 Oracle Corporation. Al rights reserved Privacy Statement

This will bring you to the Add Attachment page.

Draft 1.3, Last Updated: 12/1/2006 Page 64 of 175



IAS Release 3.0 Desktop User Guide Requisitions — Create a Complex Requisition

ORACLE iProcurement Shopping Cart Home Logout Freferences Help
Shop .\ Requisitions | Receiving |

Add Attachment

[ Cancel ) | Add Another | | Apply
Add | Desktop Filed Text/ URL

Attachment Summary Infermation
* Indicates required field

= Description |

% Category | Internal to Requisition

Define Attachment

Tyre  @File /[ Browse
OURL ‘
OTent

Mame

(Optional: provide & name to Text attachment)

[ Cancel ) | Add Another ) [ Apply
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. Al rights reserved,

Privacy Statement

Here you can create your attachment. First, enter a description for your attachment in the
Description field.

Warning! The description should be short, as this field is limited to 255 characters.
Entering more characters will result in an error.

Then select the Category. This allows you to specify the recipients of the attachment.

ORACLE iProcurement Shopping Cart Home Logout Preferences Help

Shop | Requisitions | Receiving |

Add Attachment

[ Cancel ] | Add Another | | Apply
Add | Desktop File/ Text! URL

Attachment Summary Infermation
* Indicates required field

Additional Infarmation about the serices needed

Internal to Requisition
ition

* Description
» Categaory
Internal to Req!
Miscellaneous
To Approver
Type |To Buyer
To Receiver
To Supplier ‘
O Text

Define Attachment

H Browse...

Mame

(Optional: provide & name to Text attachment)

( Cancel ) ( Add Another | | Apply
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2003 Oracle Corporation. All rights reserved.

Privacy Statement
The options are:

e Internal to Requisition

e Miscellaneous
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e To Approver
e To Buyer
e To Receiver

e To Supplier

Choose the appropriate recipient, and then move on to the Define Attachment section. To
attach a file from your computer, click on the Browse button.

ORACLE' iProcurement Shopping Cart Home Logout Preferences Help

Shop Requisitions Receiving

Add Attachment

Cancel ) [ Add Ancther ) (Apply)
Add | Desktop File/ Text! URL

Attachment Summary Infermation
* Indicates required field
= Description | sqditional Information about the semvices needed

Category | To Buyer ~

Tire  @Fie
OURL

OText

Define Attachment

Marme
(Cptional: previde & name to Text attachment)

(Cancel ) (Add Another | [ Apply )
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. All rights reserved Brivacy Statement

WARNING! Attachment file names cannot exceed 50 characters. If the name
exceeds this limitation, attachment will not be sent to the Acquisition Management
module with the Requisition.

A pop up window will appear allowing you to view the files on our computer and navigate to
the document you want to attach. If you don’t want to attach a document, you can enter a
web site address into the URL field or type your notes directly into the Text field. When you
have finished, click on the Apply button to submit your attachment.

Note: You can add more than one attachment in a row. Simply click on the Add
Another button to save the current attachment and move on to another.

When you click on the Apply button, it will take you back to the Attachments section of the
Requisition Information: Edit Lines page. There you will be able to see your attachment(s).
Click on the Return button to go back to the Checkout: Requisition Information page.

Once you have finished making all of your changes, click on the Next button to continue
through the checkout process.
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ORACLE iProcurement Shopping Cart Home Logout Preferences

Shop Reguisitions Receiving

Requisition Infformation  Approvers  Review & Submit
Checkout: Requisition Information
* Indicates required field (Cancel ) (Save ) [ Edit Lines (Delivery, Billing, Accounts and Attachments) | Step 1 of 3 | Next )

* Requisition Description ‘Contra:t to maintain grounds of local reserve ‘ |

Delivery Billing
* Meed-By Date | 0B-Jan-2007 00:00:00 * Taxable
(example: 25-Oct-2006 15:45:00) + Transaction Code | 1Q-COMMIT ,,J
Reguester REQUISITIONER, DAVE “
* Deliver-To Location |RD-AZ-8417 ,,;?

Cance| ) | Save ) (Edit Lines (Delivery, Billing, Accounts and Attachments) ] Steyf
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Prefersnces

Copyright 2000-2003 Oracle Corporation. All rights reserved. Brivacy Statemeri

This will take you to Step 2 of the checkout process — Add/Change Approvers.

Step 2 — Review/Add Approvers

In the second step of Checkout, Approvers can be changed and/or added for the Requisition
being created. The Checkout: Review Approver List screen should be displayed at this time.

ORACLE' iProcurement Shopping Cart Home Logout Prefersnces el

Shop Requisitions Receiving

Requisition Information  Approvers Review & Submit

Checkout: Review Approver List
Your requisition will be sent to the following list of approvers. save ) (Submit] (Back Step 2 of 3 | Next )

Change First Approver ) |
Approver Name Delate

MANAGER, SUSAN

MANAGER, CHARLIE

Add Approver

Justification (240 chars max)

Mote To Buyer (240 chars max)

Attachments
Add Arachments

File Name IType |Desclipli0n Category |Last Updated By Last Updated |Usﬂge | Update Delete
Contract Info For Reserve Maintenance. doc File  Additional Information about the services needed To Buyer  CBTREQZ 09-MNow-2006 One-Time / m

Save Subrait ) ( Back | Step 2 of 3 | Next
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. Al rights reserved, Privacy Statement

This is where you can change the list of Approvers who will review your Requisition.

Note: A list of Approvers is called an Approval Chain. If an Approver is not
“Required,” then it may be removed manually by the user. If the Approver is

“Required,” then the Approver may only be changed by the user to another approver
with budget authority.

Warning! If you change your normal Approval Chain, make sure that a Budget
Approver is the LAST person on the list of Approvers. If the last person approving
the Requisition does not have budget authority, the money for the Requisition cannot
be committed and you will receive an error message. Additionally, only one Budget
Approver can be included in the chain.
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Tip! Do not add the contracting staff to the approval chain. Once the Requisition is
approved it will automatically route to the Acquisition Module.

To change just the first Approver, click on the Change First Approver button.

Tip! If you want to add an Approver anywhere else in the chain, click on the Add
Approver button. This option will allow you to specify precisely where you want the
new Approver to be inserted — before or after any Approver already on the list.

When you click on the Change First Approver button, it will take you to the Checkout:
Select Approver page.

Tip! To reset the entire Approval Chain, change the first Approver to the Budget
Approver and add Management Approvers before the Budget Approver.

Tip! Saving your Requisition each available opportunity is recommended to ensure
your Requisition details are saved in case your browser fails or computer shuts down.

Shopping Cart Home Logout Preferences Help

ORACLE iProcurement
Shop Requisitions Receiving
Requisition Information  Approvers  Review & Submit
Checkout: Select Approver
#* [ndicates reguired field Cance| Apply
Current First Approver  MANAGER, SUSAN
* Mew First App&er ‘ ‘ ,,;? «

Cancel | [ Apply

Shop | Beguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Privacy Statement

Copyright 2000-2005 Oracle Corporation. Al rights reserved,

This works just like the other Search and Select in the system. Click on the Flashlight icon
to open the Search and Select: New First Approver page. Enter the name of the user you
would like to search for. Utilized the wildcard (%) as previously described.

Tip! In IAS, all user names are listed in the following manner: LAST_NAME,
FIRST_NAME. When you are searching for a user, enter their last name first, or use
the wild card character (%0) in front of the first name.
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3 Search and Select List of Values - Microsoft Internet Explorer,

Search and Select: New First Approver

(Cancel ) | Select)

Search

Tofind your item, select g e pulldown list and enter a value in the text field, then select the "Go" button.

Search By | Name | [laura |(Go)

E
Results [%
Quick Employee Business
Select  Select Name Number Phone Fax Email Organization Group
(2] = MANAGER, 380477 gmcdaniel@cri- FNS UsSDA,
== LAURA solutions.com
( Cancel ) | Select)
&) 2 @ Internet

When you’ve found the Approver you want to be the first Approver in the Approval Chain,

click on the Select radio button next to the manager you want, and then click on the Select
button.

A Search and Select List of Values - Microsoft Internet Explorer

Search and Select: New First Approver
(Cancel ) ( Select)

Search

To find your item, select a filter itern in the pulldown list and enter a value in the text field, then select the "Go" button,

Search By ‘ Name vH%Iaura% |£‘]
E
Results
Employee Business
glect  Name Number Phone Fax Email QOrganization Group
MANAGER, 300477 gmcdaniel@cri- FMNS uspA,
LAURA salutions.com

( Cancel ) | Select )

&) A @ Intermet

Tip! Click on the Quick Select icon to quickly select the appropriate Approver and
close the window in one step.

Clicking on the Select button will bring you back to the Checkout: Select Approver page.

The Manager you chose will appear in the New First Approver text field. Click on the Apply
button to continue.

Draft 1.3, Last Updated: 12/1/2006 Page 69 of 175



IAS Release 3.0 Desktop User Guide

Requisitions — Create a Complex Requisition

ORACLE' iProcurement

Shopping Cart Home Logout Preferences Help

Shop Requisitions Receiving

Requisition Information  Approvers Review & Submit
Checkout: Select Approver

* |ndicates reguired field
Current First Approver  MANAGER, SUSAN
* New First Approver ‘MANAGER‘ LAURA

&

Copyright 2000-2005 Oracle Corporation. All rights reserved

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Approval Chain appears on screen.

(Cancel) (Apply)

Privary Statement

This will take you back to the Checkout: Review Approver List page. Notice that your new

ORACLE' iProcurement

Shopping Cart Home Logout Preferences  Help

Shop Reguisitions Receiving

Requisition Information  Approvers  Review & Submit
Checkout: Review Approver List
Your requisition will be sent to the fallowing list of approvers

|_Change First Approver )| Reset Approval List |

Approver Name
MANAGER, LAURA «
| Add Approver )
JuEiI;IEEIiDﬂ (240 chars max)

MANAGER, BARRY
Mote To Buyer (240 chars max)

Attachments

(_Add Arachments
File Name IType IDescriplion

Contract Info For Reserve Maintenance. doc File

Category |Last Updated By

(Save ) (Submit ) (Back | Step 2 of 3 |Next

Delete |

Additional Information about the services needed

To Buyer  CBTREQZ

Copyright 2000-2005 Oracle Corporation. Al rights reserved,

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

the Requisition process.

Last Updated
(09-Mov-2008

IUsnge
One-Time

| Update Delete

&
| Save | [ Submit) (Back|Step 2 of 3 | Mext

Privacy Statement

When you are finished adding Approvers, click on the Next button to go to the final step of
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ORACLE' iProcurement Shopping Cart Home Logout Prefersnces el

Shop Requisitions Receiving

Requisition Information  Approvers  Review & Submit
Checkout: Review Approver List
“¥our requisition will be sent to the following list of approvers Save | (Submit] (Back| Step 2 of 3 [Next
(_Change First Approver )| Reset Approval List )
Approver Name
MANAGER, LAURA
MANAGER, BARRY

Add Aquwer )
Jusfication (240 chars max)

Mote To Buyer (240 chars max)

Delete |

Attachments
Add Arrachments

File Name |Ty|le |Desr.|i|)(i0n Category |Last Updated By Last Updated |Us.1ge | Update Delete
Contract Info For Reserve Maintenance. doc File  Additional Information about the services needed To Buyer  CETREGZ 09-Mey-2008 One-Time / i

| Save Submit | | Back Sle
Shop | Beguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Privacy Statement

Copyright 2000-2005 Oracle Corporation. Al rights reserved,

This will take you to the final checkout page called Checkout: Review and Submit
Requisition.

ORACLE' iProcurement Shopping Cart Home Logout Prefersnces el

Shop Requisitions Receiving

Reguisition Information  Approvers  Review & Submit
Checkout: Review and Submit Requisition
Save | (Printable Page | | Back|Step 3 of 3 | Submit)

Requisition 67024: Total 743600.00 USD

Created By REQUISITIONER, DAVE % |
Creation Date  07-Nowv-2006 15:16:51

Description  Contract to maintain grounds of local reserve

Justification

Requisition Attachments

File Name |Ty|le |Descri|ltion Category |Last Updated By Last Updated  |Usage | Update Delete
Contract Info For Resere haintenance.doc File  Additional Infarmation about the serices needed To Buyer  CBTREQZ 039-Mov-2006 One-Time T
Lines
Details Line Description Cost Center Unit Quantity Price Amount (USD) Attachments
B Show 1 Contract to maintain grounds of local reserve 30 DOLLAR US 185775 1USD 185775.00
B Show 2 Contract to manage security far the reserve area 30 DOLLAR US BE7E25 1USD EE7E25.00

Total T43600.00

Save Printable Page ) ( Back Step3of 3 Submit )
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. Al rights reserved,

Privacy Statement

Step 3 — Review and Submit

The Checkout: Review and Submit Requisition page provides a user with the opportunity to
review the details of the Requisition prior to submission.

Remember! To print out the details of the final page, open up the details for each
line by clicking on the Show link next to each line. When they are all open, click on
the Printable Page button to open up the printer-friendly page. Click on the
Printer icon in your browser. Then you can close the window.

Once you are certain that all the details are correct, click on the Submit to complete your
Requisition.
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ORACLE iProcurement Shopeing Cart Home Logout Freferences Helo
Shop Requisitions Receiving

Reguisition Information  Approvers  Review & Submit
Checkout: Review and Submit Requisition
Save | (Printable Page | | Back|Step 3 of 3 | Submit)

Requisition 67024: Total 743600.00 USD |

Created By REQUISITIONER, DAVE %
Creation Date  07-Nowv-2006 15:16:51

Description  Contract to maintain grounds of local reserve

Justification

Requisition Attachments

File Name |Ty|le |Descri|ltion Category |Last Updated By Last Updated  |Usage | Update Delete
Contract Info For Resere haintenance.doc File  Additional Infarmation about the serices needed To Buyer  CBTREQZ 039-Mov-2006 One-Time j T
Lines

Details Line Description Cost Center Unit Quantity Price Amount (USD) Attachments

B Show 1 Contract to maintain grounds of local reserve 30 DOLLAR US 185775 1USD 185775.00

B Show 2 Contract to manage security far the reserve area 30 DOLLAR US BE7E25 1USD EE7E25.00

Total T43600.00
Save Printable Page ) ( Back Step 3
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. Al rights reserved, Privacy Statement

Once the Requisition is submitted to the appropriate Approver, IAS will send you to the
Confirmation page.

ORACLE' iProcurement Shopping Cart Home Locout Preferences
Shop Requisitions Receiving

Confirmation
Requisition 67024 has been submitted to MANAGER, SUSAN for approval

To check on this requisition’s status, click on the Requisitions tab or look in My Requisitions on the Shop page

Continue Shopping
Shop | Requisitions | Beceiving | Shopping Cart | Home | Logout | Preferences [§ |
Copyright 2000-2005 Oracle Carporation. Al rights reserved Privacy Statement

This page will show your Requisition number and the Manager who will be the first to review
your Requisition.

To return to the IAS main page, click on the Shop tab in the top-right corner of the page, or
click on the Continue Shopping button on the right side of the page.

ORACLE' iProcurement Shopping Cart Home Logout Preferences
Shop Requisitions Receiving

Confirmation
Requisition 67024 has been submitted to MANAGER, SUSAN for approval

To check on this requisition’s status, click on the Requisitions tab or look in My Requisitions on the Shop page.

Continue Shopping )
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Prefersnces

Copyright 2000-2005 Oracle Corporation. Al rights reserved,

Now you are back to the Shop page, and your new Requisition should appear in the My
Requisitions section of that page.
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