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Creating A New Purchase Requisition

Helpful Hints:

Before you begin a Purchase Requisition it is important to know the following information:
) UPC Code

° Cost Center

. Functional Area
° WBS Element
. Approvers
Let’s Begin:

Use the following portal path to begin this transaction

e Select Acquisition tab=» Home tab =» Purchasing folder =» Purchase Request to go to the

Procurement Types Options screen.

1) Select Create New Purchase Requisition from the drop-down list. (The field will

automatically default to Create New Purchase Requisition).

Note: If you are creating a new PR with data that resembles previously created PRs, click

Copy PR A search screen will allow you to select a PR to copy, and all data will default in. You
can then just change the necessary information by following succeeding steps, beginning with

step 3.

2) Click to run the transaction.

Procurement Type Options Screen
[Menu | | b | Back||Cancel| | System | | | Execute || Copy PR |

Procurement Action Click Execute

Flease Select a Procurement Option
Create Mew Purchase Requisition El
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3) Inthe Document Type field click on the drop down menu icon.

(Note: When you see this icon 3 after clicking in a field, it indicates that a dropdown menu is

available. It is recommended that you use the dropdowns when available).

Summary Screen - Create PR

[Menu] | ¥ |Save||Back||Cancel| | System ] | [Hold PR | [ Submit PR |

MCIickthe drop down |
|menu. =~

PR Create

Document Type

Requisition Title & |

Adv Procurement Plan |

Requisitioner Tirnothy Smith

CO Responsible Total Value 0.00 =

‘|____ - L — - —1 | LIJ

Line ltem [Short Text Acc lte... JAct Typ  [Quantity L. |Est Unit Price To
10 ™ I M & 0.0
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There are three types of Purchase Requests (PRs) that you can create in FBMS.
e FP - Funded Contracts — Purchase Requests for items which there is funding.

e MP - PRs for Miscellaneous Obligations — For vehicle purchases only. These do not go

through the Contract Management System. The Purchase Order is created directly in SAP.

e UP -PRs for items that do not have available funding. Primarily used for BPA (Blanket

Purchase Agreement) and IDIQs. (Indefinite Delivery, Indefinite Quantity).

The Document Type FP is selected in this example.

| - Create PR

ancel | | System | | |Hold PR | | Submit PR |

Click Continue.

Search Criteria

D@@ Search Results =|=|«| ~|=|Z| 1]-313 »|
% Doc Type Long text

FP PRs for Funded Contracts

MP PRs for Miscellaneous Obligations
up FPRs for Unfunded Contracts

= — Pt Pt T =
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4) Click to continue to the Summary Screen — Create PR.

| Summary Screen - Create PR
|| Menu) | b |Save||Back| | Cancel||System ] | [Hold PR || Submit PR |

AT, seeroval 1Status | Header Text Click the scroll bar to |
! see the remaining .

fields.

PR Create

Docurnent Type fFe
Requisition Title [+

Adv Procurement Plan

Requisitioner Timuathy Smith

CO Responsible Total Value 0.00 =
Jm = S —— | f

LLine temn [Short Text lce fite... actTyp  |Quantity |U... |Est Unit Price To
10 & & & 0.0

i I

5) Click the scroll bar and scroll down to see the remaining fields on the screen.

% All the required fields need to be completed prior to moving to another screen. The required

fields are identified by ™
You may also fill in the non-required fields, such as the Requisitioner and the CO Responsible

if you know the information.

6) Inthe Requisitioner Title field enter a brief description of the requested supply or service.

7) Inthe COR/Receiving field select the individual responsible for receiving good or services.
Use the dropdown menu 9 to select the responsible COR from a list.

6) Inthe Issuing Office field, use the dropdown menu to enter the location of the office that is

processing the Purchase Request.
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7) Click in the Originating Office field to highlight. This field represents the office originating the

request and benefitting from the procurement.

| summary Screen - Create PR

I| Menu) | b |Save||Back| | Cancel||System ] | [Hold PR || Submit PR |

Approval / Status  Header Text

meEyulsiuunn e

|i_1l'_'5h LU CUnpuLeErn I

Adv Procurement Plan

——

iZlick the drop down menu

Requisitioner Timothy Smith |, begin a search.

CO Responsible an
COR/Receiving ZLAQCOTRREC Ratification Indicator |_|

Qriginating Office ¥ COR/Receiving ALT

Originating Office POC || GsaContract Number ]
Issuing Office w Oth. Agency Agrmnt Mo

«

Line Itern [Short Text

Aoc Ite... |Act Typ  |Quantity

U... [Est Unit Price T

10 ~

[

M ™ 0

Al

8) Click on the drop down menu to begin the search.

9) Inthe Account group field click on the drop down menu. This will limit your search for the

originating office to those in the account group you select.

| Summary Screen - Create PR

I| Menu | | b | Save || Back||Cancel|| System | | |Hold PR | | Submit PR |

_. (= Restrict Value Range

Click the drop
down menu.

Account group
Search term
Postal Code
City

Mame
Customer

La

—! | Restrict number to

[ ]

EEC

|+

[ ]

Sﬂﬂl [T Mo restriction

]|

=
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10) On the resulting search screen, double-click Z509 to select it. 2509 will populate the

Account Group field on the search screen.

]1 Summary Screen - Create PR
]Il Menu | | b | Save | |Back| | Cancel | | System | | |Hold PR | | Submit

III:' Customer Account Group
Group |NE [ OTLE | Name
Z500 |Z2 DOI Federal Government - US
Z501 |Z3 DOI Commercial
Za302 |Z5 DOI Foreign Government
2303 | Z4 DOI Consumer
Z504 |Z1 DOI One-Time Customer
Z505 |XX DOI One-Time Cust - External #
Z506 |Z6 DOI Local & State Government
Z509 |Z3 DOI Originating Office Cust
Z Zh DOT ZRATC Custngers for Funds

Couble-click Z509.

1

%Always search the originating office field using Z509 as the account group.
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11) Click | to continue and begin the search.

III:' Restrict Value Range

Account group

Search term
Fostal Code
City

Mame

Customer

Click Continue to
begin the Search.

12) When the list of Originating Offices displays, double-click the office of your choice (in the

example below, the chosen office was 20036).

]1 Summary Screen - Create PR
]I| Menu) | b [Save||Back|| Cancel||System ] | [Hold PR | [ Submit PR |

_Il:':’ Originating Officr
AEEoURE GEONE Z Moy hle-click 20036 ‘ =
SearchTerm|Post| J Name 1 Customer

20036 WASHINGTON BLM-WO WASHINGICON OFFICE*|3000001123

20036 WASHINGTON BLM-WO WASHINGICON OFFICE*|3000001133
20171-1111|CITYONE NAMEONE 3000000315
20171-1111|CITYONE NAMEONE 3000000316
20171-1111|CITYONE HAMEONE 3000000317
20171-1111|CITYONE HAMEONE 3000000318
20171-1111|CITYONE NAMEONE 3000000319

4 20171-1111|CITYONE NAMEONE 3000000320
20171-1111|CITYONE HAMEONE 3000000321

20171-1111 |CITYONE NAMEONE 3000000322
20171-1111|CITYONE NAMEONE 3000000323
20171-1111|CITYONE HAMEONE 3000000324
20171-1111|CITYONE HAMEONE 3000000325
20171-1111|CITYONE NAMEONE 3000000326
20171-1111|CITYONE NAMEONE 3000000327
20171-1111|CITYONE HAMEONE 3000000328
20171-1111|CITYONE HAMEONE 3000000329
20171-1111|CITYONE NAMEONE 3000000330

|: 20171-1111|CITYONE NAMEONE 3000000331
20171-1111|CITYONE HAMEONE 3000000332
20171-1111|CITYONE NAMEONE 3000000333

I'm 20171-1111 | CITYONE HAMEONE 3000000334
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13) The Originating Office field is now populated.

14) The next step is to select Approvers for the purchase request. Click on the

— Tab. This will take you to the screen where you will enter approvals.

ce Status > Purchase Request | History, Bac
] Summary Screen - Click Approval  Status.
]|Menu]|}|Save||Elack||Can it PR
Header Info
PR Create ﬂ
Document Type |E|
Requisition Title |desk1:np COmputer |

Adv Procurernent Plan |

Requisitioner Adv Procurement Plan 1N

CO Responsible | | Total Value 0.00
COR/Receiving ZLLQCOTRREC Ratification Indicator |_|
Originating Office 5000001123 COR/Receiving ALT Jﬂ
1] D
Line lterm |Short Text ACC |lte... [Act Typ  |[Cuantity ... [Est Unit Price T
10 1 5 & ™ 0

10
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Approver Process for Purchase Requisitions

The next steps demonstrate the Approver process. Supervisor and Certifying Funds

Approver are always required. The other approvers are optional.

There are five types of Approvers that you may need on a Purchase Request:

Supervisor — Required to approve all purchase requests.

Property Approver — Required for any item that is accountable property

IT Approver — Required for all IT items.

Ad Hoc Approver — You can add these approvers as needed; this is an additional level of
approval that your bureau may require.

Certifying Funds Approver — Required to approve all purchase requests; verifies that funding is

available and funding information on the PR is correct.

%Always use the dropdown menus to select approvers.

15) Click the drop down box in the Supervisor field to search for the supervisor approver.

| Summary Screen - Create PR
|| Menu) | b |Save||Back| | Cancel| | System ] | [Hold PR | [ Submit PR |

Header Info 45 iaa=IFESEnT:0, Header Text

;"

Overall Status . e
Supervisor - In this field, use the drop down
menu to select the name of the supervisor
Funds Check Status who will approve the request.
Supervisor J
Froperty Approver
IT Approver
Adhoc Approver =]
Line ltem |Short Text ltce Jite. |act Typ  |Quantity |u_. [Est Unit Price To
10 = = & = 0.0

11



FBMS Requisitioner Manual v1.1
Deployment 4

16) Highlight a Supervisor to select.

17) Click | to continue. The Supervisor field will populate.

| Summary Screen - Create PR
I icel | [Systern | | [Hold PR [ Submit PR |

|@ Search Results =|=| =] *|=|=| 1]-10017194 » |
BusA User Name Firstname Lastname Full Mame

LO0OD  ZLAQSUPVSFBLM Aciuisition Supervisor BLM Acquisition Supervisor -
LO00 ZLAQSUPWVSFBLM Property Approver BLM Property Approver j
LO0OD  ZLAQSUPVSFBLM IT Approver BLM IT Approver

LO00 ZLAQSUPWVSFBLM AdHoc Approver BLM AdHoc Approver

LO0O0 ZUSERO1 BLM Userl BLM Userd1

LO0OD  ZUSEROMTHL ZUSEROTHL ZUSEROTHL

LOOO0 ZUSERO2 BLM User02 BLM Userd2

LO0OD  ZUSEROD3 BLM Userd3 BLM User03

LOOO0 ZUSERO4 BLM UserDd4 BLM User04

LO0OD  ZUSERODS BLM Userds BLM User05

LOOO ZUSEROG BLM Userds BLM Userdg

LO0OD  ZUSEROT BLM Userd7 BLM UserQ7 j

18) Use the same method to select Property, IT, and Ad Hoc Approvers, if required for your
purchase.
19) Click the drop down box in the Certifying Funds Approver field to search for the certifying

funds approver.

I Summary Screen - Create PR
I| Menu ) |} [Save||Back|| Cancel||System ] | [Hold PR| [ Submit PR |

pEEGERNGEF Approval / Status Header Text

Funds Check Status | | 1«
Supervisor ACr Supetvisor —

Property Approver Click the drop down

IT Approver menu.

Adhoc Approver

Cerifying Funds Approver I |:|

Transmission Status [] ~]

Line ltem [Short Text lace Jte... lactTyp  |Quantity |U... [Est Unit Price To
10 ™ & ¥ 0.0

4] |

12
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20) Highlight a Certifying Funds Approver.

21) Click | to continue. The Certifying Funds Approver field will populate.

een - Create PR
| [system ] | [Hold PR | | Submit PR |

Search Criteria
Search Results =|=| =] =|=|=|
BusA User Name Firstname Last name Full Mame
LO0OD  ZLAQCRFDAPBLM Budget Office Approver BLM Budget Office Approver
LOOO ZUSEROM BLM Userd BLM Userl
LO0OD  ZUSEROTHL ZUSEROTHL ZUSEROTHL
LOOO0 ZUSERO2 BLM Userd2 BLM User02
LO0OD  ZUSERO3 BLM Userd3 BLM Userd3
LO0D  ZUSERO4 BLM User04 BLM User04
LOOO0 ZUSEROS BLM Userds BLM User05
LO0OD  ZUSEROG BLM User0s BLM Userdg
LO0O0 ZUSEROT BLM Userd7 BLM Userd?
LOOO0 ZUSERO8 BLM Userds BLM User08
LO0D  ZUSERO9 BLM Userdd BLM User0s
LOOO ZUSER10 BLM User1d BLM User10
1
|

13
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Information on the Header Text tab must now be completed. This tab contains information such

as quantity, unit of measure, estimated unit price, and UPC code.

22) Click on the ‘. Tab.

: status = Purchase Reguest

Summary Screen - Create PR {Click Header Text. 1
[Menu] | b |Save||Back| | Cancel| | System ] | |

| Histary , Back

| N

Funds Check Status

Supenisor Ay Supervizor

Fropery Approver
IT Approver

[ ]
[ ]

Adhoc Approver |—|
|_|

Cenrifying Funds Approver Budget Cffice

Transmission Status

Line ltem |Short Text Ace fite... |Act Typ  [Quantity ... [Est Unit Price To
10 £ £ & |= 0.

4

14
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Header text ]

23) You may click to enter a long description of the item. This is
optional. When text is added at the Header level it will transfer to the Header of the Purchase
Order and can be seen by the vendor. If you choose to do add header text, once you click on the

Header Text button, a popup box will allow you to type in the information. After doing so, click

E to continue.

24) In the Short Text field enter a description of the line item.
25) In the lte....(Item Category) field, enter the item category “D” if you are ordering services. If

you are ordering goods (supplies), leave this field blank.
@Although the Item Category field is not a required field, it should always be completed.

I Summary Screen - Create PR
|| Menu ) | b |Save||Back|| Cancel| | System ] | [Hold PR| | Submit PR |

HeaderInfo | Approval [/ Status Header Text

FR Header Text
Enter the Purchase requisition Header Text

Header text
Line Itern |Short Text lcc fite.. lactTyp  |Quantity ... [Est Unit Price T
| [ |10 M |Clickthe Scroll bar to 1 & | 0
| wiew the remaining
| fields.

1] |

26) In the Quantity field enter the number of items you are ordering.

27) In the U...(Unit of Measure) field, enter EA for Each for goods. The unit of measure will
always be AU (Activity Unit) if you are ordering a service.
28) In the Est. Unit Price field enter the estimated unit price of the good or service.

15
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29) Use the scroll bar to scroll right and view the remaining fields.
30) Click in the UPC field.

| Summary Screen - Create PR
|| Menu) | b [Save||Back||cancel| [ System ] | [Hold PR| | Submit PR |

HeaderInfo | Approval / Status Header Text

FR Header Text
Enter the Furchase requisition Header Text

Header text

=l

otal Price |Curr |UPC UPC Description |Subj.. [UPC_|PSC |Watl Grp |Plant  |Sugg Vendor  |FE
ooo0o0  usD & | = LO0O

Clickin the UPC
field.

=

« The UPC, or User Product Code, is an 8-digit code identifying the type of item or service.
The UPC you choose will automatically assign the commitment item (formerly called the Budget
Object Class, or BOC) on the PR. It also determines whether the item being purchased is
accountable property or IT-related, which drives whether you must choose property and/or IT
approvers for the PR in addition to the other required approvals. Selection of the correct UPC is

critical to ensure that the accounting data and approvals for the PR are correct. Always select the
UPC from the dropdown menu.

A UPC Reference guide is included in Appendix A of this document.

16
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31) Use the dropdown to view and search for the UPC Code.

Summary Screen - Create PR

[Menu) | b |Save||Back|| Cancel| | System ] | [Hold PR | Submit PR |

- MTETETTY, Aeproval/Status | Header Text

FR Create
Document Type lﬁ‘

Requisition Title

|de sktop computer

Adv Procurermnent Plan |

Requisitioner Timothy Smith

C0O Responsible Ti v
S — !_—! ~|Click the drop down menu Qﬁ
] to view and search for codes, |
st Unit Price [Total Price_|Curr_JUPC |UF-C Description |Subj. UPC_|PSC [MatiGrp  [Plant  [Sur
800.00 3000.00 UsD m | ] LOOD
Kl
32) Click the arrow * in front of Search Criteria
SIATUS 2 FUCCNARE HENLERT | History , Hack
SiClick the arrow in front of Search
mel Criteria. 0ld PR
estrict Value Range (1)
» Search Criteria
7| [Blz| searchResuits =|=|a| »|=|=| [ 1]-100/224 »|

% UPC  UPC Description

10050100 0THER FIREARMS THROUGH 30 MM
10051200FIREARM / PISTOL / REVOLVER
10051300FIREARM / RIFLE

10051400 FIREARM / SHOTGUN

10051400 FIREARM | SHOTGUNS

10100000 FIREARMS / OVER 30 MM UF TO 75MM
10150000 FIREARMS / 75MM THROUGH 125MM
10200000FIREARMSE / OVER 125MM THROUGH 150MM

10300000 FIREARME / OVER 200MM THROUGH 200MM
10350000FIREARMS / OVER. 300MM
10400000 CHEMICAL WEAPONS & EQUIFMENT

10250000FIREARMS / OVER 150 MM THROUGH 200MM

]

p

ol

Plant_jsu

Loo0

17
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33) In the UPC Desc field type text that describes the type of object you are purchasing.

Summary Screen - Create PR
[Menu | | b | Save||Back| | Cancel | | System | | |Hold PR | | Submit PR |

III?’ Restrict Value Range (1)
+ Search Criteria
UPC
UPC Desc [=] *computer*
Maximum Mo. of Hits 500
Start Search |
——— =[=[a] <=z [ 1]-100/224)]
= yi The search criteria has been
100 entered. Click Start Search. i ﬂ

10051200FIREARM / PISTOL / REVOLVER

10051300FIREARM / RIFLE

10051400 FIREARM / SHOTGLIN

10051400FIREARM / SHOTGLUNS

10100000 FIREARMS / OVER 30 MM UP TO 75MM

10150000 FIREARMS [ 7SMM THROUGH 123MM

10200000 FIREARMS / OVER 125MM THROUGH 150MIM ﬂ

%When using the search option, the wildcard symbol is an asterisk (*) There are options to
search by code, (which begins with a number for supplies or an alpha character for services), or
by item description. Use the asterisk symbol before and after your search word to bring back
results with that word in the in the UPC description, (for example, *computer®).

Start Search |

34) Click |

18
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35) Double click on the correct UPC for your item. The UPC field will populate.

UPCs for goods start with a number (e.g., 70211), and UPCs for services start with a letter
(e.g., R256).
'Summary Screen - Create PR

Menu ) | } |Save | [Back||Cancel||System | | | Hold PR || Submit PR |
I@ Restrict Value Range (1) (E3] ‘/
» Search Criteria

] b S STANOARD 5]

$UPC  UPC Desciption| b opylate the UPC field. \
66751400 SURVEYING INS}‘ AWMEN T CUMPFUTER

70211200 STANDARD DESKTOP COMPUTER
70211230 < $5K BUREAU MANAGED STANDARD DESKTOP COMPU

Summary Screen - Create PR

[Menu | | b |Save||Back| | Cancel || System | | [Hold PR | | Submit PR |

Header Info

FR Create

Document Type |_|

Requisition Title |Des|kr.np Computers |

Adv Procurement Plan |

Requisitioner m

CO Responsible |—| Total Value |r.‘|.r.‘|r.‘| |

COR/Receiving IM Ratification Indicator |_|

Originating Office || CORMReceiving ALT [ ]

Originating Office POC || GSA/Contract Number | |

Issuing Office |_| Oth. Agency Agrmnt Mo | |
UPC LUPC Description Subj... UPC..|PSC |Matl Grp [Plant  [Sugg Vendor FBMS Awd
70211200] = LO0D

To the right of the UPC Description field you will see the Subj field. Placing a checkmark in
this box notifies the approvers, contracting officer, or buyer that the purchase requisition is
subject to availability of funds.

19
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The Item Detail information must now be added to the PR. This information includes account
assignment, accounting information such as cost center and functional area, delivery date,
address codes, etc.

36) Highlight the line item on the PR by clicking on the box to the left of that line. Then click

(& Iltem Detail _

Summary Screen - Create PR
[Menu | | b [Save||Back||cCancel| | System ] | [Hold PR [ Submit PR |

 MTETLTY, Averoval /Status | Header Text

PR Create

Document Type FF

Requisition Title desktop computer

Adv Procurement Plan

Requisitioner Timaothy Srmith

CO Responsible Total Value 0.00 =
N S — | LlJ

Line Item |Short Text lacc it Jact Typ  |Quantity | [Est Unit Price Tot:
1o desktop computers 10 EA 900.00 0.

— Click ltem Detail.

mr |

[chonse =detailz; Detail

20
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Once you are on the Accounting/Delivery Address/History — Create PR screen, you may
add text about the item for the contracting officer or buyer. This is optional, but if you wish to add

text, highlight your line item by clicking on the box to the left of the line item, then click the

[T ltem Text | pytion. Type in your item detail text, then click 2 to continue.

| Accounting/ Delivery Address/ History - Preaward Changes to PR 10(?2|
|| Menu | | b |Back| | Cancel | | System | | | UPC Override |

[tem Info
PR Item Mumber 20 Unit Price 400.00
ltem Category [] Amount l200.00 |
Plant 000 ltem Quantity 2.000 — -
Ordering Agency Ref. |:| GEAFedstrip Mo.
User Product Code 74900100 G/L Account [T0_ ltermn Text

Material group 74490 Acct Assgn Categaory II?|

21
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37) Click the Drop down menu icon B in the Distribution Idr field and select Single Account

Assignment if the item is to be charged to one account. If you want to have multiple account

assignments associated with the PR line item select Distribution by Percentage from the drop

down menu. (For more information on multiple account assignment, refer to the section on

Working with Multiple Account Assignments on p. 42 of this manual).

| Accounting / Delivery Address / History - Create PR
|| Menu) | b [Back]| | Cancel| | System ] | [ UPC Override |

Item Info
PR Item Number 10 Unit Price 900.00
ltern Category Amount 9,000.00
Plant aulu} Itern Quantity 10.000 [EA
BETC DISB TAS
Ordering Agency Ref. GSAFedstrip Mo.
User Product Code 70211200 G/L Account &100.312F0 [Tl ltem Text
Material group 7021 Acct Assgn Category B

_ MY s Adiess | it
Distribution Idr Single account assignn [~ UPC Override Flag Tradein
|Item |Seq#|Percent |Quantity |U ll\mount |CostCenter |Functi0na|.-'\rea Fund |WEIS

w10 1 10.000 EA 19,000.00 £ [ Bl

1

Click on the lﬁ funnel button located on the Accounting/Delivery Address/History —

Create PR screen to collapse or expand the screen details.

22
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38) Enter the following Accounting information in the respective fields:

Cost Center —required field

Functional Area — required field

Fund - required field (for some bureaus this may automatically fill in when you enter the cost

center and functional area; other bureaus require you to fill it in).
WBS - entry of the WBS is dependent on your bureau’s process

You may type these entries in directly, or use the dropdown menus to search for them.

| Accounting / Delivery Address / History - Create PR

||r\-1enuJ |'¥ [Back| | cancel | [ System | | [ UPC Override |

Iterm Info
PR ltem Mumber 10 Unit Price 900.00
Itern Category Amount 9,000.00
Plant LOooa ltern Qluantity 10.000 [EA
BETC DISB TAS
Ordering Agency Ref. GSAFedstrip Mo.
User Product Code 70211200 GIL Account £100.312F0 [T ltem Text
Material group 7021 AcctAssgn Category 124

P sccouning o RLLE MR T
Distribution Idr Single account assignn & [~ UPC Override Flag Tradein
|Item |Seq#|Percent |0uantity |U l&mount |CostCenter Functional Area Fund IWEIS

W 10 1 10.000 EA 9,000.00 = & Bl

1

23
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39) Scroll to the right to enter the following accounting information fields, if required:

Order — refers to Work Order; required for fleet maintenance purchase requests

Asset Number — entered by the property specialist during the review process

Accounting / Delivery Address / History - Create PR

[Menu] | b [Back||Cancel|[System ] | | UPC Override |

=]

Itern Info
PR Iterm Mumber 10 Unit Price 900.00
ltemn Category —| Amount 9, 000.00 |
Plant L000 ltern Quantity 10.000 [E2 |
BETC DISB TAS
Ordering Agency Ref |:| GSAFedstrip No. | |
User Product Code 70211200 GIL Account 6100.312F0 @ ltermn Text
Material group 7021 Acct Assgn Category ﬂ

Accounting Info

Distribution Idr Single account assignn E [~ UPC Override Flag Tradein |:|

ltem |[Seq # |Commitm... |Asset Mo \wsset Sub (Order Curr |G/L Account BA  |Funds Center Cont |Profit @

o 110 1 USD |6100.312F0  |LODO o

1

2 o & &

24



FBMS Requisitioner Manual v1.1
Deployment 4

40) Click the Validate button to validate and derive the funding information.
Accounting / Delivery Address / History - Create PR

[Menu ] | b [Back|[Cancel| [ System | | [ UPC override |

(=1

ltem Info
PR Item Mumber 10 Unit Price 900.00
ltern Category |_| Amount 9,000.00
Plant Looo Itemn Quantity 10.000 |2 |
BETC DISE TAS |
Ordering Agency Ref. GSAFedstrip Mo. |
User Product Code 70211200 GIL Account 6100.312F0 | | @ ttem Text
Material group 7021 Acct Assgn Category ﬂ

Accounting Info

Distribution Idr Single account assignn & [~ UPC Override Flag Tradein |:|

ltern (Seq# [Percent |Quantity U |Amount Cost Center Functional Area Fund WBS @

w10 1 10.000 EA 19,000.00 MMOM402000 141RGRO00.AAGOD0| -

4 ]

ol o 8 g

By clicking on the validate button you will automatically advance to the
Accounting/Delivery Address/History screen. If your accounting information is incorrect you
will receive an error message at the bottom of the screen detailing the error. Correct the error,

then continue.
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41) On the Accounting/Delivery Address/History screen click in the Delivery Date/POP From
field to select a period of performance from date.

For all item categories this is a required field. By clicking the dropdown menu, you may select the
date from the calendar.

| Accounting / Delivery Address / History - Create PR

|| Menu | | b [Back| | Cancel | | System | | [ UPC Override |

ltem Info
PR Item Mumber 10 Unit Price 200.00
ltern Categary Amount 200.00
Plant LO0o Item Quantity 1.000 EL
BETC 1sB TAS
Ordering Agency Ref. GSAFedstrip Mo.
User Product Code 13950000 GIL Account 6100.267A0
Material group 1395 Acct Assgn Category 154

Delivery date/POP From - Period of
Performance from date. For all item
categories this field is required. |

Click the Delivery Date | POP
From field to select a date.

Delivery Date / POP From [ ] Delivery Date / POP To
Delivery Address Code l:l | {=F| Address Details
MName

42) Select the date from the calendar, then click | to continue.
III:' Calendar

04/28/2009
2003 12 16 17 18 19 20 21 22
13 23 24 25 26 27 28 29
14 30 31 1 2 3 4 5
15 6 7[8]9 10 11 12
16 13 14 15 16 17 18 19
17 20 21 22 23 24 25 26
18 27]28}20 30 1 2 3
19 4 5 6 7 8 9 10
MAY 20 11 12 13 14 15 16 17
2009 21 43 19 20 21 22 23 24
22 25 26 27 28 29 30 31
22 1 2 3 4 5 6 7 ~

b |4]r

AFR
2009
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43) In the Delivery Address Code field click the drop down menu to begin a search.

Accounting / Delivery Address / History - Create PR

[Menu ] | b [Back]||Cancel| [ System | | | UPC Override |

Itermn Info
PR Item Number ho | Unit Price lboo.oo |
Itern Category |_| Amoaunt 9,000.00
Flant Looo | Itern Quantity h0.000 =N
Ordering Agency Ref. :l GSAFedstrip Mo. | |
User Product Code 70211200 GIL Account
Material group 7021 Acct Assgn Category II?|

Delivery Address

iZlick the drop down

Delivery Dz MeNU. 008 Delivery Date / POP To [ ]

Delivery Address Code | {=F| Address Details
Mame | |

%When searching for a Delivery Address Code, always restrict the Address Group to MEOL.
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44) In the Address group field type MEO1

45) Click | Start Search | to bring up the search results.

I@.&ddress number (1)

* Search Criteria

Category |C0untry. region. sortfield. name, City. Streetj

Country Key

|_|
Region |_|
|
|
|
|
|

Search Term 1

Search Term 2

Company name

City |
Street |
Address group =|IED1

Maxirmum Mo. of Hits lﬁ'

| Start Search |

|:| Search Results =|=|~| ~|=|=] 0li0 ¢

46) On the search results screen, double-click the desired address to select it. It will automatically
populate the Delivery Address Code field.

Accounting / Delivery Address / History - Create PR
|'b [Back] [Cancel| [System ] | [ UPC Override |

I|I7Address number (1)
» Search Criteria -
Search Results =|3
Cly Rg SearchTerm1 Search Term 2 MName Street City
co DAVE Dave Wunder Denver Federal Center, Bdlg. 810 Denver
us Megative Test
us Referto line item description
us Testing 10361 Sunville drive Herndon
us testing123
us XYZ MNMN Dr Ashburn
us GINGI gingi building 810 denver
Us  AK AKO10 BLM-AK ALASKA STATE OFFICE* 6881 ELMORE ROAD ANCHORAGE
Us  AK AKO10 BLM-AK ALASKA STATE OFFICE* 6881 ELMORE ROAD ANCHORAGE
Us  AK AKO10 BLM-AK ANCHORAGE FIELD OFFICE 6881 ELMORE ROAD ANCHORAGE
Us  AK AKO10 BLM-AK ANCHORAGE FIELD OFFICE 6881 ELMORE ROAD ANCHORAGE
Us AK AKD12 BLM-AK GLEMNNALLEM FIELD OFFICE* MILE 186.5, GLENN HIGHWAY GLENMALLEN
Us AK AKD1Z2 BLM-AK GLEMNALLEM FIELD OFFICE* MILE 186.5, GLENN HIGHWAY GLENMALLEN
Us AK AKO020 BLM-AK FAIRBANKS DISTRICT OFFICE 1150 UNIVERSITY AVENUE FAIRBANKS
Us  AK  AKDZ0 BLM-AK FAIRBANKS DISTRICT OFFICE 1150 UNIVERSITY AVENUE FAIRBAMNKS
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| Accounting / Delivery Address / History - Create PR

||Mer1uJ | ¥ [Back| [cancel| | System ] | | UPC Override |

L=
Itern Info
PR Itern Number ho ] Unit Price 900.00
Itern Category [] Amount [g,000.00 ]
Plant 000 ltern Quiantity [Lo.000 [E2 |
Ordering Agency Ref. |:| GSAFedstrip Mo. | |
User Product Code W GIL Account
Material group 7021 Acct Assagn Category ﬂ

Delivery Address

Delivery Date / POP From

Delivery Address Code

5315912

Delivery Date / POP To

[ ]

| {=F| Address Details |

MName | |

Street | |
House Number |—|

ciy | |

Postal Code |—|

Country |_|

You are now ready to submit your Purchase Requisition.

47) Click twice to return to the Summary Screen — Create PR screen
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48) If you need to review the PR before you submit it, or if you need to add an attachment, you

may click .

]1 Summary Screen - Create PR
]IlMenuJ |'¥ [save||Back| | Cancel| [System ] | [Hold PR | [ Submit PR ]

 MTTETTY, #eproval/Status | Header Text
Click Submit PR. -
PR Create
Document Type IFP [P|Rs for Funded Contracts
Requisition Title DESKIOF COMEUTER
Adv Procurement Plan
Requisitioner Tirnothy Srnith
C0D Responsible Total Value 9,000.00
lLine lten |Short Text lace Jite. |act Typ  |Quantity |u__. [Est Unit Price i
10 DESKTOP COMPUTERS K 10.000 EA 900.00 q

< I

« A Purchase Requisition must be created and saved before you can add an attachment. To

do this you can create the PR and select . After creating and holding the PR you can
add an attachment using the following menu path:

Select Acquisition tab=» Home tab =» Purchasing folder =» Purchase Request and select
Preaward Changes to a PR from the dropdown menu on the Procurement Type Options
screen.

For more information and the step-by-step process for adding an attachment, see Purchase
Requisition Change — Preaward, Adding an Attachment to a Purchase Request in this

document.

49) If you are ready to submit the PR, click LSUBMItPR |

If there are errors in your PR, you will receive an error message detailing the problem at the
bottom of your screen. Common errors include forgetting to designate an IT or Property Approver
for IT or property purchases, and errors in entering accounting information. If you receive an

error message, correct the PR and resubmit it.
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If submission of your PR is successful, you will receive a message at the bottom of the screen
verifying that the PR has been created. Write down the Purchase Requisition number for future
reference. Once your PR is submitted, workflow will notify the approvers you designated that the
PR is waiting for approval.

]1 Procurement Type Options Screen
]I| Menu) | b |Back||Cancel| | System | | | Execute | | Copy PR |

Procurement Action

Flease Select a Procurement Option

]

Create Mew Purchase Requisition e

1 [fl PFurchase Requisition 10010090 Created. Workltern 1D : 000000928363 [>[rRa

@ Clicking Save will save the PR but will not submit it. You must click L24PMItER [in order to
submit the PR for approval.
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Displaying a Purchase Requisition

Helpful Hints:

Before you display a purchase requisition, it is important to know the following information:

e Purchase Requisition Number

Let’s Begin:
Use the following portal path to begin this transaction

e Select Acquisition tab=» Home tab =» Purchasing folder =» Purchase Request to go to the

Procurement Types Options screen.

1) Click on Eto display the procurement options. Choose Display A Purchase
Requisition.

Procurement Action

Flease Select a Procurement Option
Display a Purchase Requisition

fid

There are two ways to find a PR that you want to display. One method is to type the
purchase requisition number directly into the text field below Display a Purchase Requisition on

the Procurement Type Options Screen and click to display your PR.

The other method, if you do not know the PR number, is to perform a search. To search for an

existing purchase requisition to display, follow the steps below.
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2) Click in the text box at the bottom of the Procurement Types Options screen to reveal the

dropdown menu icon, |

?
and click on it to go to the search screen.

IE? Restrict Value Range (1)

~ Search Criteria

Category |PR Header Fields related search help j

Purchase Requisition |
Requistion Title

Created by

Created on

CO Responsible
COR/Receiving

COriginating Office

Purchasing Document

Proc. Action

Maximum MNo. of Hits 500

Start Search

I:‘ Search Results

EEREEE

ol v

There are several fields available to narrow your search options. In this example we will

search using the Created on field, but may use any of the fields; the search process is the same.

3) Click in the Created On field to reveal the dropdown box

dropdown icon to open the calendar.

-
| ; then click on the

4) Select the date on which the Purchase Requisition you want to display was created and click

.

IlI?'CaIendar
08/25/2008 %
£ [ ] o Tua I'T IZ I3 -
;:ul_s 29 14 15 16 17 18 19 20 —
30 21 22 23 24 25 26 27
31 28 29 311 3
32 4 5 6 7 8 10
AUG 33 11 12 13 14 15 16 17
2008 34 13 19 20 21 22 23 24 —
35 {2526 27 28 20 30 M
36 1 i 4 5 6 7T
SEP 37 8 10 11 12 13 14
2008 38 15 16 17 18 19 20 21
39 22 23 24 25 26 27 28 _
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5) The date will be populated into the Created On field.

III? Restrict Value Range (1) /

~ Search Criteria
Category |PH Header Fields related search help = |

FPurchase Requisition I

Requistion Title | |
Created by I—l

Created on =loar2412009

C0 Responsible I—l

COR/Receiving |

Criginating Office

FPurchasing Document |—|

Proc. Action |_|

Maximurn Mo. of Hits 500 |

| Start Search |

| searchResuits =|z|a| ~|=|=] [ oo »]
6) Click | Start Search |to begin searching.
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7) When your search results are returned, highlight the purchase requisition that you want to

display and click to continue.

ll:':’ Restrict Value Range (1)
¥ Search Criteria

Search Results

Purchase R  Requistion Title Created by Created on CO COR Orig Offic Furch.Doc.

[»

8) Your PR number will default into the box on the Procurement Type Options Screen.

Procurement Action /

Flease Select a Procurement Option
Display a Purchase Requisition ]

N 0001580

9) Click to display your purchase requisition.
| Summary Screen - Display PR 10001552 Created By DBHUPALA

|| Menu ) | b [Back||Cancel| | System | | | Refresh |

Header Info

PR Display
Document Type E‘ PRs for Miscellaneous QObl
Purchase Requisition 10001552 | |
Requisition Title [E443 UI- CREATE PO- CR 16958 |
Adv Procurernent Plan | |
Requisitioner BHUPALL Vendor(for MOB) 20003924
- — 1 —_ e . | hd
1] L
Line ltem |Short Text Ace te.. |Act Typ  |Quantity L. |Est Unit Price Tot
10 LINE ITEM #10 A 1.000 EA [32,000.00 32
20 LINEITEM #10 A 1.000 EA |40,000.00 40,
d |
1] item Detail
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Printing a Purchase Requisition

Helpful Hints:
Before you print a purchase requisition, it is important to know the following information:

e Purchase Requisition Number

Let’s Begin:

Use the following portal path to begin this transaction

e Select Acquisition tab=» Home tab =» Purchasing folder =» Purchase Request to go to the

Procurement Types Options screen.

1) Click on o display the procurement options. Choose Print Purchase Requisition

INTERIOR H
‘*‘ ‘* - Welcome Douglas Bidle

FBMS FBMS Help | Log Off

ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCLAL 5 TRAVEL PROPERTY
HOME | CONTRACT MANAGEMENT SYSTEM

... Collective Release SES > Home > UPC Maintenance > Acquisition Home > Purchase Request | History , Back Forward

|'"’=% Procurement Type Options Screen

I 3 | cancel | [system ] | | Execute |

= Acqguisition Home
¥ [ Receiving
¥ [3 Inveicing
* [0 Purchasing
= Digplay Invoice Status

Frocurement Action

= Service Per Purchase Order Flease Select a Procurement Option
- Display Material Doc. List Print Purchase Requisition ]
= Digplay Purchase Order
= Purchase Request l:l
= Dizplay VYendor
= Analysis of Order Values
= Digplay Vendor: Purchasing Data
= Display Material
= Display PO by Account Number
= Digplay PO by Material Group
= Digplay PO by Number
= Dizplay PO by Project
= Display PO by Reguirement Track|
= Digplay PO by Vendor
= Goods Receipt Forecast
= Purchasing Reporting

¥ IO Vendor Master

» Acguisition Help

Iveavortes ] b[rRaz (100) =]

2) Inthe Blank box enter the Purchase Requisition number that you want to print.
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3) Click the Execute button to run the transaction.

Welcome Douglas Bidle

INTERIOR n
- . BN -
FBMS

ACQUISITION CORE FINANCIALS
HOME | CONTRACT MANAGEMENT S°

TRAVEL

EMIS PROPERTY

\GEMENT

FINANCLA

Collective Release SES > Home = UPC & > Acguigition Home > Purchase Request

Print Purchase Requisition

Acqguisition Home |
¥ [ Receiving -+
¥ [ Invoicing Purchase Requisition: 10000003 / PC-06-03a - Fate of Natural Seeps
Run Date: 07/24/2008 Bun Time: 17:53:52 User ID: DBIDLE
* [ Purchasing
= Digplay Invoice Status
= Service Per Purchase Order SEDTEANATN Hoaret DEfEly SDO000nnnnt SR e e B S Ty A S A R R e
= Display Material Doc. List
- Display Purchase Order Rdv. Procurement Plan: Cverall Status: a7 TRANSMISSION 5
Regquisiticner: BWALLACE Funds Check Status: 01 Funds Check Su
* Purchase Request CO Responsible: DERIDGE Supervisor: MBORTMAN 01
= Display Vendor COR/Receiving: MHELIX Approver
= Analysis of Order Values COR/Receiving/RALT: Lpprover 2:
= Display Vendor: Purchasing Data GSA Contract Number: Lpprover 3:
» Display Material Originating Office POC: JCIMATO Certifying RApprover: JCIMATO a1
Other Agreement No: 4500000124 Transmission Status: 01 Transmitted
= Dizplay PO by Account Number Issuing Office: M10
= Dizplay PO by Material Group Available Funds Check:
= Digplay PO by Number Originating Office: 3000000463
= Display PO by Project £ HAMEOIE
= Display PO by Requirement Track| T e =Y
= Digplay PO by Vendor
= Goods Receipt Forecast *#%kkesse* Ttem 00010 / SECOND AND FINAL FUNDING ****+ssss
= Purchazing Reporting ItemCat Zcct A3aign AcctType Quantity / Unit Eat Unit Price Total Price
¥+ O Vendor Master
= Acqguigition Help ﬂ

[>[Raz (100} =]

Information regarding the purchase requisition is displayed

4) Click the Menu button.

5) Select List > Print.

IE?" Print Screen List

Output Device

LocL

Mumber of copies 1

Mumber of pages
(=) Print all
() Print from page

|eispieldrucker. Mit SPAD anpassen.
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FBMS should already be set up to use your local (default Windows) printer — LOCL will

appear in the Output Device field.

6) Click the Continue button to print the Purchase Requisition.

- . lu‘vsﬁl Welcome Douglas Bidle
FBMS FBMS Help | Log Off

ACQUISITION CORE FINANCIALS ! \GEMENT AN EMIS PROPERTY
HOME | CONTRACT MANAGEMENT S°

Collective Release SES > Home = UPC Maint e = Acquisition Home > Purchase Request | History , Back

—% Print Purchase Requisition
|
A

cquisition Home
} [0 Receiving -
» 3 Invoicing Purchase Requisition: 10000003 / PC-06-03a - Fate of Natural Seeps

Bun Date: 072472008 Run Time: 17:53:52 User ID: DEIDLE

¥ [ Purchasing

= Display Inveice Status

= Service Per Purchase Order S R s S H o 5 (e 1 TV B i e ok e SLOULDOSES Dl (S GOt

= Dizplay Material Doc. List

- Display Purchase Order Rdv. Procurement Plan: COwverall Status: a7 TRANSMISSION S

play Regquisiticner: BWALLACE Funds Check Status: 01 Funds Check Su

* Purchase Request CO Responsible: DERIDGE Supervisor: MBORTMAN 01

= Display Vendor COR/Receiving: MHELIX Approver

= Analysis of Order Values COR/Receiving/RALT: Lpprover

= Display Vendor: Purchasing Data GSA Contract Number: Approver 3:

« Display Material Originating Office POC: JCIMATO Certifying Rpprover: JCIMATO 01

piay Other Agreement MNo: 4500000124 Transmission Status: 01 Transmitted

= Dizplay PO by Account Number Issuing OfFfice: M10

= Dizplay PO by Material Group Available Funds Check:

= Dizplay PO by Number Originating Office: 3000000463

= Display PO by Project Origin D;’:’lc‘.a Hame: HAMECNE

= Digplay PO by Reguirement Track| I e (4=l

= Dizplay PO by Wendor

= Goods Receipt Forecast kkkkaxkdhk Trem 00010 / SECOND AND FINAL FUNDING ***k+ssks

= Purchasing Reporting ItemCat Acct Assign RcctType Quantity / Unit Est Unit Price Total Price
+ [0 Vendor Master
= Acquisition Help ‘ j

1

_Ll [ Spool request (number 0000013334) sentto SAP printer LOCL D‘ RQ2 (100} [Z]

the Back button to exit the transaction.

7) Click
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Pre-award Changes to a Purchase Requisition

Topic Description

There may be times when you need to change a purchase requisition you created prior to it being
awarded. The types of changes you may need to make include the following:

e Add or Delete a line item

e Change data for line items — including quantity, price or UPC codes

e Change accounting or delivery information

e Change account assignment and add or remove text

e Add or delete an attachment

e Remove Subject to Availability of funds indicator (STA)

To make a preaward change, the PR must have been approved and submitted to the FBMS

Contract Management system, but not yet awarded.

Helpful Hints:

Before you begin a pre-award purchase requisition change it is important to know the following
information:

. Purchase Requisition Number
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Let’s Begin:
You will use the following portal path to begin all types of pre-award changes to a PR:

e Select Acquisition tab=» Home tab =» Purchasing folder =» Purchase Request to go to the

Procurement Types Options screen.

| Procurement Type Options Screen
|| Menu | | b | Back||Cancel | | System | | | Execute |

Frocurement Action

Flease Select a Procurement Option

i

Freaward Changesto a PR

1) Click the Drop down menu icon %l and select Preaward Changes to a PR.

2) Type the Purchase Requisition Number into the Text Box below.

2) Click to take you to the Summary Screen — Pre-Award Changes.

From this point on, you can change information just as you would if you were creating a new PR

as described in this document and hold or submit the revised PR in the same way.

Adding a New Line Item to a PR
In order to add another line item to a PR after you have submitted it, you must do a pre-award
change to that PR by following the menu path:

Select Acquisition tab=» Home tab =» Purchasing folder =» Purchase Request to go to the

Procurement Types Options screen.

The following screens depict an example of a purchase requisition that has one line item for Dell
Laptops. 2 laptops were originally requested. You now want to add a Requisition for two spare
batteries for these laptops. In order to add the spare batteries to this PR, you will need to add a

new line item for the batteries and enter all pertinent information for that line item.

40



FBMS Requisitioner Manual v1.1
Deployment 4

4) Click on the button to add a line item to the purchase request.

TS~
I Summary Screen - Preaward Changes to PR 10000942 Created By = @1

[Menu) | b [Save | |Back| | Cancel || System ] | [Hold PR [ Submit PR | | Change Log |

Requisition Title |:;.::;_:u4_1171_1c- o ELM | - ﬂ
4] | »
Line term [Short Text Ao te.. |Act Typ  |Quantity ... EstUnitF‘ricem
10 DELL LAPTOP K 2.000 EA [1,100.00 =

Click this iconto add a
line itemn to the Purchase

Feqguest. 0

-

2

&1 Item Detail

5T

5) In the Short Text Field, enter the description of the item(s) (in this example, Spare Battery)
and press tab on your keyboard

TS~
| Summary Screen - Preaward Changes to PR 10000942 Created By |@3|

I| Menu | | b [Save||Back||Cancel| | System | | [Hold PR || Submit PR | | Change Log |

Furchase Requisition 1O0A0040
Requisition Title Type Spare Battery into the Short -
4] Textfield and press Tab onyour LH
keyboard.

Line tern [Short Text Aoc te... [Act Typ  [Quantity ... [Est UnitPricem
10 DELL LAPTOP K 2.000 EA (110000 =
20 = F =

< | ]

6) In the Quantity Field type the quantity needed (in this example, 2) and press tab on your
keyboard

Summary Screen - Preaward Changes to PR 10000942 Created By |@8|

[Menu) | b [Save||Back|| Cancel| | System ] | [Hold PR || Submit PR | | Change Log |

Furchase Requisition 10000942 ﬂ
Requisition Title |ACQ_D4_IHT_IUS~_BLM In the Quantity field,
< type 2 and press
Tab onyour
Line ltern [Short Text Acc Ite... |Act Typ ngkeyboard_ tPrica
10 DELL LAPTOP K 20 EA T, TOU.00 =
20 SPARE BATTERY M |

-
fl | off
4 3
| |
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7) In the U.. field (Unit if Measure) type EA to specify “each “and press Tab on your keyboard.
| Summary Screen - Preaward Changes to PR 10000942 Created By |%®Z|

|| Menu | | b | Save||Back||Cancel| | System | | [Hold PR | Submit PR | | Change Log |

FPurchase Requisition 10000942

Requisition Title ACQ_D4_INT T09 BIM | =
Type EA to specify "each” in ’

the U... field and press Tab

<]

Line ltem |Short Text IAC On yaur keyboard. .. EstUth‘nceﬁ
10 DELL LAPTCOP K EA (1100.00 =
20 SPARE BATTERY K 2.000 &

/] | +

8) In the Est. Unit Price field type the unit price (in this example, 400) and click Tab on your
keyboard.
Summary Screen - Preaward Changes to PR 10000942 Created By |@8]

[Menu) | ¥ [Save || Back]| | Cancel | | System ] | [Hold PR || Submit PR | | Change Log |

Purchase Requisition 10000942 ﬂ
Requisition Title ACQ D4_INT T09 BIM | ;|
4] '
Type the estimated unit price of 400
Line Item (Short Text and press Tab on your keyboard. Estuthri@j
10 DELL LAPTOP . — =, (110000 |
20 SPARE BATTERY K 2.000 EA

< | o
a ok
[rRa2 (1000 [F)
9) Enter the UPC code for the line item in the UPC field or search for it using the dropdown.

Refer to pp. 16-18 of this document for details on searching for the UPC code.
Summary Screen - Preaward Changes to PR 10000942 Created By : :|@ 2|

[Menu | b [Save||Back|| Cancel||System ] | [Hold PR | [ Submit PR | [ Change Log |

Document Type Iﬁ‘ PRs for Funded Contracts = ﬂ
- . — e |

/] | LH

Click the search

Total Price  |Cur |UPC y button. Subj.. UPC..PSC Mati Grp |Plant  [Suag vend
2,200.00 UsD 70211300 L - | T [fo21[7021 LOOD -~ |
0.00 UsD ) I (T LO0O

K | ol

— 1 I—u i —nul I n = N a—a N r—a el =1 | ’ﬂ

4 »

&l raz (o0 [E]
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10) Once the UPC code populates, press Enter on your keyboard to continue.
| summary Screen - Preaward Changes to PR 10000942 Created By |?2|

I| Menu | b [Save||Back||Cancel| | System ] | |Hold PR | [ Submit PR | [ Change Log |

Uocument | ype FE| FHESTOrFunded wontracis - ﬂ
g - - - | ;H

otal Price  [curr JUPC IUPC Description lsubj... JUPC...[PSC [Mat Grp  Plant  [Suga vendfT]
| |2200.00  USD 70211300 LAPTOP/NOTEBOOKCOME I~ | [~ 70217021 LOOO B
| ]o.00 USD |ZENNn r LO0O
| Press Enter on your \Click Boxc —
|| keyboard to continue. -

Kl on

| I_F
4 bk

BRI

11) You must now enter the Item Detail information for the PR. Click to the left of the line item

you created to highlight it, and then click ltem Detail |

Summary Screen - Preaward Changes to PR 10000942 Created By |22|

[Menu ) | b [Save||Back]| | Cancel || System ] | [Hold PR | | Submit PR | | Change Log |

LOCUMEnNt Iype FE¥ | PRSTOMFUNQEa UONTACS = [=]
: | »
Click the cell to select the
itermn. _ —
|A|:|: |Ite... Iﬂ«dTyp |Quant|tn.r |U |EstUn|tF'r||:sm
K 2.000 EA [1,100.00 |~

10 DELL LAPTOP
__:-:"lﬂ oA rnrv—rl—n\fr 2 Eﬁ 400

Click ltem Detail.

-

| on
|
4

Iom

rlonn ranny =l

12) Enter the accounting information details in their respective fields. For additional detail and

screen shots on entering accounting information, refer to pp. 23-24 of this guide.

Cost Center — required field

Functional Area — required field

Fund - required field (for some bureaus this may automatically fill in when you enter the cost
center and functional area; other bureaus require you to fill it in).

WBS — entry of the WBS is dependent on your bureau’s process

You may type these entries in directly, or use the dropdown menus to search for them.
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13) Click on the — tab and enter the Delivery Date/POP From date by using

the dropdown to select from the calendar or by entering the date manually.

Adding a line item does not change the original delivery address on the PR, although you

may change it if necessary.

14) Click to return to the initial screen.

HON i

... Dizplay Invoice ' Acguisition Home > Dizplay Invoice Status > Purchase | History, Back Forward
L Click Back.
TS~
Accounti ¢ dress/ History - Preaward Changes to PR < 1220

[Menu ) | b || Back ||| Cancel | | System ] | | UPC Override |

Urdenng Agency Het. GEAFedstnp Mo. [ | N
User Product Code 74900100 GIL Account [T ltemn Text

Material group 7490 Acct Assgn Category II?|

Delivery Address

Delivery Date / POP To [ ]

Delivery Date / POF From

Delivery Address Code 3954085 | {&F] Address Details | w2
‘| | ’ﬂ'
b lemee cimae M=

15) If you have finished with your changes, click SUBMItPR | voy will be prompted to document
the pre-award changes you made to the PR; follow the steps beginning on p. 50 of this manual.
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Working with Multiple Account Assignments
FBMS allows you to assign the costs of items on PRs to multiple accounts. The following

screens depict an example of multiple account assignments to split the costs of a line item
between two accounts (50% to each), but you may choose any percentages, as long as they total
100%. The multiple account assignment only allows you to assign a percentage of the costs to

multiple cost centers or functional areas, not actual amounts.

1) From the Accounting Info tab, Click the Drop down menu icon &l in the Distribution Idr
field and select Distribution by Percentage.

TS~
I Accounting/ Delivery Address/ History - Preaward Changes to PR 1022

[Menu | | b |Back| | Cancel || System ] | [ UPC Override |

=]
User Product Code 74900100 .
e — mppe Click the drop down
menu to change the
Account Assignment type.
_ MR Delivery Address | History
Distribution Idr Single account assignn [~ UPC Owerride Flag Tradein =
Single account assignment L
Jtem [ JperDistribution by percentage hqnt [curr [GiL Account A [Commitm_ [Cost CfT]
w20 1 — L0000 Lo 16100.31280 L0O00|312B00 LLIDEIEﬂ 1
‘ |ﬂ Select Distribution by ||
i [>/RQ2 (100)[E]

2) In the Perc field, type the percentage of the cost you are assigning to the first cost center and
press Tab on your keyboard. In the example below, the user is assigning 50% of the cost to the
first cost center.

Accounting/ Delivery Address/ History - Preaward Changes to PR 1022p

[Menu] | ¥ [Back||Cancel| | System | || | UPC Querride |

User Product Code 74900100 G/L Account 6100.312B0 [T0_ Item Text J
Material group 7450 Acct Assgn Category B
W Accounting Info 8 _ |
Distribution Idr Type 30 into the text box and o pyerride Flag Tradein -
press Tab on your keyboard.
Itern |.. |Pe.ce Jauantity u... [Amount lCur |G/ Account |BA |Commitm.. |Cost Cfl]
W |20 1 2.000 EA 800.00 UsD 6100.312B0 L0000 312B00 LLIDBC =~ |

IRz (100y (5]
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You will need to insert another row to assign the remaining percentage.

3) Scroll down so you can view the icons at the bottom of the screen, and click to insert a
New row.

Accounting/ Delivery Address/ History - Preaward Changes to PR 1022p

[Menu) | b [Back|| Cancel| | System] | | UPC Qverride |

User Product Code 743800100 GIL Account 6100.312B0 [T]” Iltemn Text

Material group 7430 Acct Assan Category K

Address [ History

Click Insert Row. ‘
. |
Rl Y ] T

Insert Row

4]

>Rz (100)[F]
4) In the Perc field of the new row, type the percentage of the cost you are assigning to the next

cost center. In the example below, the user is assigning the remaining 50% of the cost to another
cost center.

Accounting/ Delivery Address/ History - Preaward Changes to PR 1022b

[Menu] | b |Back| | Cancel| |System ] | | UPC Override |
Delivery Address f History ‘|

T In the Cost Center field,

Type 50 and press Tab on type LLIDBO0200 and
yolr keyboard. press Tab on your
keyboard. Cost Center |Fun|:ti:
20 1 50l 1.000 EA [400.00 UsD 810 LLIDBO0OZ200 (L1020
20 |2 500 1.000 EA [400.00 USD 610031280 |LOOO|312B00

-
1 | 3

I>|RQ2 (100) =]

5) Enter the accounting information details in their respective fields for the additional line. For
additional detail and screen shots on entering accounting information, refer to pp. 23-24 of this
guide.

Cost Center — required field

Functional Area — required field

Fund - required field (for some bureaus this may automatically fill in when you enter the cost
center and functional area; other bureaus require you to fill it in).

WBS - entry of the WBS is dependent on your bureau’s process

You may type these entries in directly, or use the dropdown menus to search for them.
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6) Validate and derive your accounting information as you normally would when creating a PR
by clicking the Validate button to the left of your new line.

7) Click to return to the initial screen.

8) If you have finished with your changes, click LSUBMIPR | voy will be prompted to document

the pre-award changes you made to the PR; follow the steps beginning on p. 50 of this
manual.
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Adding an Attachment to a Purchase Request

An attachment can only be added to a purchase requisition after it has been created and
placed on hold or submitted. You may then do a pre-award change to a PR to add the
attachment.

After creating and holding or submitting the PR, add an attachment using the following menu
path:

Select Acquisition tab=» Home tab =» Purchasing folder =» Purchase Request and select
Preaward Changes to a PR from the dropdown menu on the Procurement Type Options

screen.

The next steps demonstrate how to add an attachment to your PR:

1) Click on the Services for Object icon Eﬂl to view a list of options.
H Summary Screen - Preaward Changes to PR 10000942 Created By [/@&

[Menu ) | b | Save||Back| | Cancel| | System ] | [Hold PR| | Submit PR| | Change Log |

Click Services for =
- TN Approval i Status | Header Text Object to see alist
PR PreAward Change |Cﬂc OptiOﬂS.
Document Type E‘ PRs for Funded Contracts J
Furchase Requisition 10000942
Requisition Title kg D4 THT To9_BIM | JL[
<] | 3 —
Line ltem |Short Text Ao lte.. |ACt Typ  |Quantity L... [Est Unit Price
10 DELL LAPTOP K 2.000 EA [1,100.00 -
. | »
ClrRQ2 (10m 21

2) Select Create>Create Attachment

H Summary Screen - Preaward Changes to PR 10000942 Created By |#Z|

[Menu) | b |Save||Back] | Cancel || System |

Attachment list =

Create note
Hieaderinfo Select Create Etrr:z:tt (URL) g;:?e fote X
PR PreAward Change Relationships
Document Type be E acts Workflow b
Furchase Requisition 10000942 Iy Ohbjects 3
Requisition Title RCQ_D4_INT T09 BIM Help for object services
< | D] =
Line tem [Short Text Ao lte.. |Act Typ  |Quantity Ll... [Est Unit Price
10 DELL LAPTOP K 2.000 EA [1,100.00 -
: E onE
Glraz (oo (2l 11
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. . Open
3) Browse to locate your attachment, select it, and click &

INTERIOR

- -, B import file
FBMS

Look In: | Local Disk (C:) E

ome = Displ [T 70302e7960c376ach [ WinZip -
] cli47o0
] Documents

d Settings

Double click
Documents and
Settings.

File Hame: |

Files of Type: |All Files (*.*) -

Open Cancel

4) You will return to the PR Summary Screen and will receive a notification at the bottom of your

screen that the attachment was created.

Summary Screen - Preaward Changes 1o PR 10000942 Created By 22|

[Menu ) | b | Save||Back||Cancel| | System | | [Hold PR || Submit PR | [ Change Log |

- MEETENTY AeprovaliStatus | Header Text

PR PreAward Change ﬂ
Document Type ’E‘ PRs for Funded Contracts J
Furchase Requisition 10000942
Requisition Title ko D4 _INT T09_BIM | =
4] | 3
Line [tem [Short Text IAcc |lte... |Act Typ |Quantity ... |Est Unit Price
10 DELL LAFTOP K 2000 EA |1,100.00
a | o]
[¥l The attachment was successfully created BIrRa2 (100 !

5) If you have finished with your changes, click SUBMItPR | voy will be prompted to document
the pre-award changes you made to the PR; follow the steps beginning on p. 50 of this manual.
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Viewing Attachments on a Purchase Request
The next steps demonstrate how to view a list of all attachments to a Purchase Request.

1) Click on the Services for Object icon Eﬂl to view a list of options.
I Summary Screen - Preaward Changes to PR 10000942 Created By |23|

[Menu ) | b | Save||Back| | Cancel| | System ] | [Hold PR| | Submit PR| | Change Log |

Click Services for =
Objecttoseealist | =
PR PreAward Change |Cﬂc OpthﬂS.
Document Type ﬁ| PRs for Funded Contracts J
Furchase Requisition 10000942
Requisition Title kcg D4 16T TO9 BIM | JL[
1] | 3 —
Line ltem |Short Text Ao lte... |ACt Typ  |[Quantity ... [EstUnit Price
10 DELL LAPTOP K 2.000 EA [1,100.00 -
4 jE—r
cIraz (om i1 LT

2) Select Attachment List.
Summary Screen - Preaward Changes 1o PR 10000942 Created By |#@3|

[Menu] | b [Save] [Back][cancel | [System | | [Hold PR] [Submit PR | [Change Log | Create.. v
Private note
L3
PR PreAward Change Selact Attachment
Document Type Fe| PRs for Funded Contracts list. D
Purchase Requisition 10000942 Wy Ubjects ]
Requisition Title ke pa T Tos BIM Help for object services
1] | ] 7
Line ltem |Short Text Ao (ite.. |Act Typ  |Quantity L. |[Est Unit Price
10 DELL LAFTOP K 2.000 EA |1,100.00 ;‘

50



FBMS Requisitioner Manual v1.1
Deployment 4

3) A popup box will appear with a list of attachments on that PR.

Summary Screen - Preaward Changes to PR 10000942 Created By

[Menu] | b |save||Back|| Cancel| [ System ] | [Hold PR | [ SubmitPR | | Change Log |

IE7 Service: Attachment list
Y % [ I (1 5 (9 (1= ) R T Y B ) B B
AfttachmentFor0010000942

|Tit|e |Crea10r MName |'Created On|
@ Aftachment Doug Bidle 08/05/2008
e
s | r

Zlick Continue to return
|:t0 the PR screen.

Lt o 0. CoAC oL s doi Lo cLhAdcCa e tmiaaem el L e i o [ERp——

IrRaz (o0 [E

4) Highlight the attachment you wish to view, and click to view.

%You can delete attachments from the PR by selecting the attachment and clicking

(delete). Once you submit the PR for approval you will not be able to delete any attachments.

5) Click ZI to continue.
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Removing Subject to Availability Indicator (STA)

If the original purchase requisition indicated that purchase of the requested item(s) was subject to

the availability of funding, the Subject to Availability Indicator (STA) would have been checked

on the appropriate line items during the creation of the purchase requisition. If funds later

become available, you may wish to do a pre-award change to the PR to remove the STA

indicator.

1) Select Acquisition tab=» Home tab =» Purchasing folder =& Purchase Request and select
Preaward Changes to a PR from the dropdown menu on the Procurement Type Options
screen.

2) Scroll to the right over to the Subj. column
Summary Screen - Preaward Changes to PR 10000942 Created By |#a|

|Menu | | b [ Save||Back| | Cancel| | System ] | [Hold PR || Submit PR | | Change Log | Sery
Furchase Requisition 10000942 ﬂ
Requisition Title RCQ D4 INT TO9 BIM -
1] | 3
LLine Item |Short Text lacelte... lact Typ  |awantity 1U... [Est Unit Price
| 10 DELL LAPTOP ; 2.000 EA [1,100.00
20 SPARE BATTERY |Click the scroll bar. 2.000 EA [400.00
- [4] | ~|

3) Remove the checkmark in the Subj. column by clicking on it.
Summary Screen - Preaward Changes to PR 10000942 Created By |@ "d|

[Menu ] | b [Save||Back|| Cancel| | System | | [Hold PR| [Submit PR | | Change Log |

TRSYUIDIuu ISl LA Ll

P N 1 I
1] Click here to deselact the »

check box.

tal Price |Curr |UF'C UPC Description |Su JUPCFSCWMaET Grp [Prant  [Sugag Vendor
200.00 UsSD Y0211300 I_ﬁPTOF'fNOTEEIOOKCOM I~ [7021/7021 LOo0oo

0.00 USD |74900100 MISCELLANIOUS OFFICEM, [~ | [T 749074390 LO0O
K |

% Clicking Save will save the PR but will not submit it. You must click SUbMIt PR | iy order to

submit the PR for approval.

4) If you have finished with your changes, click SUbmit PR | voy will be prompted to document
the pre-award changes you made to the PR; follow the steps beginning on p. 50 of this manual.
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Documenting Pre-Award Changes on the PR

Once you have finished with your pre-award changes to the PR and click LSUBMEPR | you will be
prompted to document the changes you made.

1) Upon clicking Submit PR , the Summary Screen Preaward Changes to PR screen will
display. In the change log entry, enter the changes you made to the PR.

| Summary Screen - Preaward Changes to PR 10000942 Created

I| Menu | | b |Save||Back||Cancel||System | | |Hold PR || SubmitPR | | Change Log |

IE?PLMAKETHECHANGELOGENTRY [#]
Changed By: LBIDLE
Changed Omn: 20080714 @ 110210
Ch Iy ipticn:
ange Descripticn Highlight Box
(536 x 129)
' \ 12333 P L
Click Continue. (%:38; ¥:323)
113849 ﬂ ﬂ

2) Click E to continue. A Funds Check Message will display.

3) Click EI again to continue.

III?’ Funds Check Messages

{rrerall budget elmost exhausted for several document items
00014

5,645,422.27 USD (FM PFB Awvailability Control}
9H/EXELI105AF/LLOOOOO00O0ALLOBI/LO0000000. 000000/ -

Click Continue.

1
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4) A system message will display at the bottom of your screen indicating that the PR was
changed.

| Procurement Type Options Screen
I| Menu | | b | Back|| Cancel| | System | | | Execute |

Frocurement Action

Flease Select a Procurement Option
FPreaward Changes to a PR

10000942

i

FEMS displays the message that the
Furchase Requisition was changed.

[l Purchase Reauisition 10000942 Chanaed
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Post-Award Changes to a Purchase Requisition

Topic Description

Once a purchase order has been awarded to a vendor, you may no longer make a change to the
original purchase requisition using the process for pre-award changes; there is a separate
process for post-award changes. This topic demonstrates how you can change awarded items
using the PR for post-award changes. A typical scenario for a post-award change would be to

increase the prices or quantities of items.

Price and quantity increases are the only data that you can amend on an awarded item
without first de-obligating it. If you have other post-award changes, such as a decrease in price
or quantity or cancellation of an item, you should follow the process outlined in the De-obligation

of Awards Purchase Requisition section of this document, beginning on p. 61.

Helpful Hints:

Before you begin a post-award purchase requisition change it is important to know the following
information:

e Purchase Order Number from FBMS Contract Management System

To make a post-award change, you must create a new purchase requisition by copying the line
items from your original purchase requisition. These changes will be identified on the new PR.
Both the original PR and the new PR will be linked to the purchase order generated in the FBMS

contract management system.
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Let’s Begin:

The following example illustrates the procedure for increasing the price or quantity of an awarded

item using a PR for post-award changes.
You will use the following portal path to begin all types of post-award changes to a PR:

e Select Acquisition tab=» Home tab =» Purchasing folder =» Purchase Request to go to the

Procurement Types Options screen.

Procurement Type Options Screen
[Menu ) | ¥ |Back||Cancel| | System | | | Execute |

Procurement Action

Flease Select a Procurement Option
PR for Post Award Changes

)

|

1) Click the Drop down menu icon & and select PR for Post Award Changes.
2) Click in the text box below to reveal the Drop down menu icon . Click this icon to reveal

the search screen.
3) Inthe Purchasing Document field of the search screen, type the Purchase Order Number

generated from the FBMS Contract Management System

| Procurement Type Options Screen
[Menu | | b |Back || Cancel || System | | | Execute |

IIIj Restrict Value Range (1)

= Search Criteria

Purchase Requisition |
FR Item Mumber

Furchasing Document

Itern

Created by

Maximum Mo. of Hits 500
| Start Search

|:| Search Results =|=|«| =|=|Z| 0]/0 ¥|

3) Click | start Search
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All Purchase Requisitions related to the PO number you entered will be displayed in a list. If a PR
has more than one line item, each line is displayed with its PR number. In the example below,
you can see two line items on one PR.

INTERIGR

- * T

FBEMS

ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCLAL 1 TRAVEL
HOME | CONTRACT MANAGEMENT 5YSTEM

Acguisition Home > Dizplay Inveice Status > Purchase Reques Al PEs related to the PO number you 4 Back Forward

r‘“ﬁ Procurem entered are displayed in this list. Fa PR
has more than one line item, each line

[Wenu Bacl . S o '

= Acquisition Home enu | Ib{Bac itermn is displayed with its PR number.

¥ [ Receiving III:' Restrict Valy
¥ O Invoicing » Search Criteria
* [0 Purchasing = == - |
= Dizplay Inveice Status |:| Search Results Aﬂﬂ ﬂﬂﬂ : -ZIZH
« Service Per Purchase Order % PurchaseR PRItemMu  Purch.Doc ltem  Created by
= Evaluate Purchases 10001580 00010 LOBPX00058 00010 DMANCUSO
» Display Material Doc. List 10001580 00020 LOSPX0O0058 00020 DMANCUSO
= Niznlaw Durcrhasa Mredar

4) Double click on the PR number that you wish to display. If the PR is listed more than once

(because it has more than one line item), you may select either number that is displayed.

Il:E’ Restrict Value Range (1)

¢ Search Criteria

I:I Search Results =|=| ]| =|=|Z|
% Purchase R PR ltern Mu FPurch.Doc. ltern  Created by

10001580 0oo10 LOBPX00058 00010 DMANCLIZO
10001580 00020 LOBPX00058 00020 DMAMCLISO

6) The PR number you selected will populate the field on the Procurement Type Options

screen. Click to proceed.

| Procurement Type Options Screen
|| Menu | | b | Back || Cancel | | System | | | Execute |

Procurement Action

FPlease Select a Procurement Option
PR for Post Award Changes &l

The PR number populates
the field.
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All items on the awarded PR will display. You will need to select the items you are changing (the
line item associated with the price or quantity increase), then copy the selection into the new PR
that you will create.

7) Click in the box to the left of the line item you wish to change to highlight that line.

8) Click L _ECopy |

Procurement Type Options Screen
[Menu | | b | Back || Cancel | | System | | | Execute |

III:' Select PR ltems for Post-fward/De-0b changes
F

Furchase Requisition 10001580 | | et History |

Furchase ... |F'RIt...|F'urchase |F'G [tem |Elureau |F'R Created by |

00100015801:10 LOBPX0005310 LOOD  DMAMNCUSO

0010001580 20 LOBPX00058(20 LOOO  |DMAMNCUSO

B

| [ycopy | | % Cancel |
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The Summary Screen — New PR for Post award screen will display. This will show your new

PR with your copied line item along with all of its line item details (accounting information and

delivery information).

9) Click on the IALERERIEEEEN tab. Follow the same steps to add approvers to your new PR

that you follow when creating a new PR (detailed on pp. 11-13 of this manual).

Once you have all required approvers identified, you will need to enter and describe what

changes are being made to the PR in the header text. This information will be used to notify the

contracting officer of what changes are being

10) Click the [LIEa0ETTEX -y

TS~
I Summary Screen - New PR for Po:
I| Menu | | b [Save||Back||Cancel| | System ] | [HoldF

requested.

Click the Header
Text tab.

Header Info Approval / Status Header Text

Property Approver
IT Approver
Adhoc Approver

Certifying Funds Approver

Line ltem [Short Text

Cual

10 ACQ_D4_INT_T09 GOODS

L]

|ﬂ«cc |Ite... |Ac’[T].rp |
L 2

ili
2.004]

=

4
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11) Click | Header text |

Summary Screen - New PR for Post award

[Menu ) | b |Save||Back]| | Cancel| | System ] | [Hold PR | SubmitPR |

Header text |
. »
Line lterm |Short Text AcC (lte... At Typ  |Cua
10 ACQ_D4_INT_T09 GOODS L 2 2.00~
1 »
=F) ltem Detail [ & [im]
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12) Enter the Header text describing the changes you are making on the PR, then click

E to continue.

Summary Screen - New PR for Post award
[Menu | | b | Save | | Back| | Cancel| | System | | |Hold PR | [ Submit PR |

N FiEnterthe Header Text

3¢ |

Iype & description of the changes you are meking to the FR here.

Next, you will make the changes you need to either the price or the quantity of the item (or both).
In the example screens below, the unit price on the original PR was $2000.00. In this example,
you want to increase the unit price by $100.00.

Since both the original PR and the new PR will be linked to the purchase order generated

in the FBMS contract management system, you should only enter the additional amount of the

increase on this new PR, not the total price. To do this you will need to delete the original price
($2000.00) and enter the price increase ($100.00).
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13) Click in the Est. Unit Price field to highlight the field. Delete the original price and enter your
price increase (the difference between the old and new prices, in this example, 100.00), then

hit Enter on your keyboard to populate the field.
Summary Screen - New PR for Post award )

[Menu ) | b |Save||Back| | Cancel| | System | | [Hold PR [ Submit PR |

Header Info

PR PostAward Change Reference PO Mumber:
Document Type P | [J|Rs for Funded Contracts
- PR — [ 1
4 3
Line ltem (Short Text Ace fite.. |Act Typ  |Quantity ... [Est Unit Price m
10 ACO_D4_INT_T08 GOODS L 2 2.000 EA |2,000.00 1

Click inthe Est. Unit
g Price fisld. ||

&1 Item Detail

>rRD2 00 (= |
14) Follow the same procedure if you need to change the quantity. Click in the Quantity field,
delete the original quantity, enter your new quantity, then hit Enter on your keyboard to
populate the field.
15) Once your changes are complete, click @l You will return to the Procurement
Types screen and your PR will now go through the normal approval process.

Summary Screen - New PR for Post award i1
[ Menu ) | b [Save||Back]|Cancel||System | | [Hold PR || Submit PR |

Header Info

Reference piCIiCk the Submit PR

ERR e s \button to submit the
— ubmi
l.)oeumem Tyve £2 | ORs for Funded Contracts PR for approval 4
4 | »
|Line item [Short Text lacclite.. JactTyp  Quantity U EstunitPice [
10 ACQ_D4_INT_T09 GOODS L | 2 |200 EA 100 -

[Kremoetat | [ B B 00 & ol
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If submission of your PR is successful, you will receive a message at the bottom of the screen
verifying that the PR has been created. Write down the Purchase Requisition number for future
reference.

Procurement Type Options Screen
[Menu] | b |Back| | Cancel| | System ] | | Execute|

Frocurement Action

Please Select a Procurement Option
FR for Post Award Changes

(i

10001583

[¥1 Purchase Reaquisition 10001583 Created. Workltern 10 : 000000546508 [ RD2 (400} (Z]

When you submit the new PR, a new PR number is generated. This new PR number and
all of its items will be assigned to the Purchase Order that was generated from the original PR.
Once the post-award PR is submitted for approval it cannot be changed by the Requisitioner until
it has been fully approved and sent to the FBMS contract management system. Approving

officials may make additional changes to the PR if it is required.
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De-Obligation of Awards Purchase Requisition

Topic Description

An increase in price or a change in quantity are the only things that can be amended on an
awarded item using the post-award change process. All other post-award changes, such as
decreasing the price or quantity of an item or completely canceling an item require funds to be
de-obligated from the award. To make these types of changes, you must create a de-obligation

of awards purchase requisition.
There are two types of de-obligations:

Partial de-obligation — used to make a change to an awarded item to decrease the price of the

item. Do a partial de-obligation of awards purchase requisition when:

e You receive the item for a quantity or price less than what was on the original award.

Since you will have money left on the award, you must de-obligate the remaining amount.

e You need to decrease the price or quantity for an item on an award PR, even if it has not

yet been received.

Full de-obligation — used to completely cancel an item from the award. Do a full de-obligation of

awards purchase requisition when:
¢ You want to cancel an item from the award.

e You want to change accounting information on an awarded item.

Helpful Hints:

Before you begin a de-obligation of awards purchase requisition it is important to know the
following information:

e Purchase Order Number from FBMS Contract Management System
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Let’s Begin:

Use the following portal path to begin this transaction

e Select Acquisition tab=» Home tab =» Purchasing folder = Purchase Request to go to the

Procurement Types Options screen.

| Procurement Type Options Screen
|Menu ) | b | Back| | Cancel | | System | | | Execute |

FProcurement Action

Flease Select a Frocurement Option
De-obligation of Awards

i

|

1) Click the Drop down menu icon 5 and select De-obligation of Awards.
2) Click in the text box below to reveal the Drop down menu icon . Click this icon to reveal

the search screen.
3) Inthe Purchasing Document field of the search screen, type the Purchase Order Number

generated from the FBMS Contract Management System
| Procurement Type Options Screen
[Menu | | b | Back| | Cancel | | System | | | Execute |
III:' Restrict Value Range (1)

* Search Criteria

Purchase Requisition |
FR Iterm Mumber

Furchasing Document

Itermn

Created by

Maximum Mo. of Hits 500
| Start Search

| searchResuits =|=|2] ~|=|Z| 0io »

Start Search

4) Click |
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All Purchase Requisitions related to the PO number you entered will be displayed in a list. If a PR
has more than one line item, each line is displayed with its PR number. In the example below,
you can see two line items on one PR.

INTERIGR

- * T

FBEMS

ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCLAL 1 TRAVEL
HOME | CONTRACT MANAGEMENT 5YSTEM

Acguisition Home > Dizplay Inveice Status > Purchase Reques Al PEs related to the PO number you 4 Back Forward

r‘“ﬁ Procurem entered are displayed in this list. Fa PR
has more than one line item, each line

[Wenu Bacl . S o '

= Acquisition Home enu | Ib{Bac itermn is displayed with its PR number.

¥ [ Receiving III:' Restrict Valy
¥ O Invoicing » Search Criteria
* [0 Purchasing = == - |
= Dizplay Inveice Status |:| Search Results Aﬂﬂ ﬂﬂﬂ : -ZIZH
« Service Per Purchase Order % PurchaseR PRItemMu  Purch.Doc ltem  Created by
= Evaluate Purchases 10001580 00010 LOBPX00058 00010 DMANCUSO
» Display Material Doc. List 10001580 00020 LOSPX0O0058 00020 DMANCUSO
= Niznlaw Durcrhasa Mredar

5) Double click on the PR number that you wish to display. If the PR is listed more than once

(because it has more than one line item), you may select either number that is displayed.

Il:E’ Restrict Value Range (1)

¢ Search Criteria

I:I Search Results =|=| ]| =|=|Z|
% Purchase R PR ltern Mu FPurch.Doc. ltern  Created by

10001580 0oo10 LOBPX00058 00010 DMANCLIZO
10001580 00020 LOBPX00058 00020 DMAMCLISO

6) The PR number you selected will populate the field on the Procurement Type Options

screen. Click to proceed.

| Procurement Type Options Screen
|| Menu | | b | Back || Cancel | | System | | | Execute |

Procurement Action

FPlease Select a Procurement Option
PR for Post Award Changes &l

The PR number populates
the field.
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On the resulting screen, all items on the awarded PR will be displayed. You will need to select
the line item(s) you wish to change by clicking in the box to the left of the line item. If you wish to
change more than one line, highlight more than one.

In the example below you will fully de-obligate the first line item (to cancel it) and partially de-
obligate the second line item (because of a price decrease).

7) Highlight the line item(s) you wish to change by clicking the box to the left of each line item. In

the below example, both lines were highlighted.
8) Click| Copy |to copy the selected line item(s).

Procurement Type Options Screen
[Menu | | b |Back|| Cancel| | System | | | Execute |

III? Select PR Iltemns for Post-Award/De-0Ob changes
F
Purchase Requisition hnnnlﬁan | Get History |

Purchase ... |F'RIt...|F'uru:hase .. PO ltern |Elureau |F'R Created b*,f|
0010001580 10 LOSFX00058 10 LO0OO  DMAMNCUSO [=]
0010001580 20 LOSFX00058 20 LO0OO  DMAMCUSO

| [@copy | | 3 cancel |

67



FBMS Requisitioner Manual v1.1
Deployment 4

The Summary Screen — New PR for De-Obligation screen will display. This will show your

new PR with your copied line items along with all of the line item details (accounting information

and delivery information).

Summary Screen - New PR for De-Obligation 23|

Menu | | b | Save | |Back| | Cancel | | System ) | |Hold PR | | Submit PR |

MBI, AeprovalStatus | Header Text ]

De-obligation of Award Li Reference PO Mumber:
Daocument Type E Rs for Funded Confracts
— o e —_— [
4] | 3
Line Item [Short Text lAce fite... |Act Typ
10 ACQ_D4_INT_T09 GOODS L 4 -
20 ACQ_D4_INT_T09 SERVICEA K D 4 -

| »
[>|RD2 (400) 2]

9) Click on the IALMAEEEEEEER tab. Follow the same steps to add approvers to your new PR

that you follow when creating a new PR (detailed on pp. 11-13 of this manual).
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Notice on the Summary Screen — New PR for De-Obligation of Award Lines screen that
Action type “4” defaults into the Act Typ column of every item that was selected for de-obligation.
This action type denotes that the item must be de-obligated.

10a) Full de-obligation (to cancel an item completely): To do a full de-obligation of a line
item, you should leave the item as it is without changing any data. If no change occurs to an item,
the Contracting Officer will know to delete this item from the award.

Summary Screen - New PR for De-Obligation of Award Lines | E
[Menu | | b [Save||Back| | Cancel || System | | [Hold PR | [ Submit PR |

 MTETEIDY AeerovaliStatus | Header Text m

i

De-obligation of Award Li Reference PO Number: LOEPXO00058
Document Type 7t |[PRs for Funded Contracts
J- | f
Line tem [Short Text lcelte... JactTyp  [Quantity IU... [Est Unit Price]]]
10 ACQ_D4_INT_T09 GOODS L .4 _______ i DD EA |2,000.00 =
20 ACQ_D4 INT_T09 SERVICEA K D 4 1.000 ALl 130.000.00 -
q [T»

:[RD2 (400) [E]

10b) Partial de-obligation (to decrease the price on aline item): To do a partial de-
obligation, you must enter the difference between the original price and the new price in the Est.
Unit Price field. Action type “4” alerts the contacting officer that he/she must decrease the price
of the line item by the amount you have entered. To decrease the line item price, click in the Est.

Unit Price field, delete the current entry, and replace it with the difference between the original

price and the new price. Then hit Enter on your keyboard.

Summary Screen - New PR for De-Obligation of Award Lines |
[Menu] | b |Save||Back|| Cancel| [ System | | [Hold PR || Submit PR |

 MTETETTN #pproval i Staus | Header Text —

De-obligation of Award Li Reference PO Mumber: LOBBHO00SSE
Document Type #f |[JRs for Funded Contracts _I
. | - o :
iZlick in the Est Unit L]
Line ftem [Short Text lccfite... [ty Price field. nit Price[]
|| 10 ACCQ_D4_INT_T09 GOODS L .4 _______ TLHUD EA ,u\J.DU =
20 ACCQ_D4_INT_T09 SERVICEA K |D 4 1.000 ALl 130,000.00 Jﬂ
4 [Ts

[+ RD2 (400} (5]
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In the example below, the original unit price was $30,000. The new price is $20,000. The
difference between the two, $10,000, was entered into the Est. Unit Price field.

Line ltem |Short Text IACC [lte... |Act Typ  |Quantity U... [Est Unit Price Total Price
10 ACQ_D4_INT_TD9 GOODS L 4 2.000 EA |2,000.00 4,000.00
20 ACQ_D4_INT_T09 SERVICEA K D 4 1.000 AU 10,000.00 30,000.00

] |

| Erempetail | [ [

You now must enter and describe what changes are being made to the PR in the header text.

This information will be used to notify the contracting officer of what changes are being

requested.
11) Click the (HESISITER 1.y,
Summary Screen - New PR for De-Obligation of Award Lines R

[Menu ) | b [Save||Back||Cancel| | System ] | [Hold PR || Submit PR |

Header Info 1

De-obligation of Award Li

Click the Header
Text tab.
Document Type vE [JRs

- e —_— [ 1 hd
1] | >

Line [tem [Short Text Acc te.. |ACt Typ  [Quantity ... EstUnitF‘ricem
10 ACQ_D4_INT_T09 GOODS L 14 7|00 EA [200000 =
20 ACQ_D4_INT_T09 SERVICEA K D |4 1.000 AU (10,000 =
4] [ v
IrD2 o0y =1 [T
12) Click | Header text |
Summary Screen - New PR for De-Obligation of Award Lines 2

[menu) |} [save|[Back|[cCancel| | System ) | [Hold PR | [ SubmitPR |

Header Text

Click the Header ]
text button. J
Header text
| | | | F]
\Line ftem |Short Text |Acc jte.. JActTyp [Quantity JU... Est Unit Price]
| | 10 |ACQ_D4_INT_T09 GOODS £l a 3100 EA 1200000 .
20 /ACQ_D4_INT_T09 SERVICEA K 0 4 1.000 AU 10000 |
; | »]
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13) Enter the desired text, then click li to continue.

Summary Screen - New PR for De-Obligation of Award Lines
| Menu J | |

(= P| Enter the Header Text

4 EER =R

Delete 1st ling item. Decrease second item price.

Click the Continue
[Comn.

14) Once your changes are complete, click @l You will return to the Procurement

Types screen and your PR will now go through the normal approval process.

Summary Screen - New PR for De-Obligation of Award Lines
| Menu } | ¥

|
TN ~TJate o EstuntPicd
V]
4

10 ACQ_D4_INT_T09 GOODS L EA 200000 _
ACQ_D4_INT_T09 SERVICEA K D 1.000 AU 10,000 =~

« [
CIRD2 400y 2] 11
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If submission of your PR is successful, you will receive a message at the bottom of the screen
verifying that the PR has been created. Write down the Purchase Requisition number for future
reference.

Procurement Type Options Screen
| Menu ) | } |Back|| Cancel || System ] | | Execute |

Procurement Action

Please Select a Procurement Option
De-obligation of Awards o)

FBMS displays the message that a new|
Purchase Requisition was created.

M Purchase Requisition 10010090 Created. Workitem 1D : 000000928363 PIRC

If you have an item on a post-award PR with incorrect accounting information, but you still
want to order the item, you should complete a de-obligation of awards purchase requisition as
outlined here, and:

1) Leave the original line item as is; it will signify to the contracting officer that you want it
deleted from the original award.
2) Add a second line item to the PR with the same item information.

3) Go to Item Details to enter different accounting information.
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Appendix A — User Product Code (UPC) Selection Guide

This guide will be used to select the appropriate User Product Service Code (UPC) for creating
Purchase Requests. The UPC consists of an eight-character code that is used for deriving
accounting information that is entered on the Purchase Request in the Item Detail Screen.

Follow the steps below for selecting the appropriate UPC code:

> Click on the search ICON in the UPC field
> Click on the Search Criteria Arrow

> Enter the Single Service Code from Table 1, or the 2-character Goods code from Table 2 below

in the UPC search code field.
> Click Start Search

> Double Click the appropriate UPC code to make your selection for the UPC field.

TABLE 1. SERVICES

A - Research and Development

P - Salvage Services

B - Special Studies and Analyses - Not R&D

Q - Medical Services

C - Architect and Engineering - Construction

R - Professional, Administrative and
Management Support

D - Automatic Data Processing and
Telecommunication

S - Utilities and Housekeeping Services

E - Purchase of Structures and Facilities

T - Photographic, Mapping, Printing, and
Publications

F - Natural Resources and Conservation

U - Education and Training

G - Social Services

V - Transportation, Travel and Relocation

H - Quality Control, Testing, and Inspection

W - Lease or Rental of Equipment

J - Maintenance, Repair, and Rebuilding of
Equipment

X - Lease or Rental of Facilities

K - Modification of Equipment

Y - Construction of Structures and Facilities

L - Technical Representative

Z - Maintenance, Repair or Alteration of Real
Property

M - Operation of Government Owned Facilities

N - Installation of Equipment

TABLE 2. GOODS

10 - Weapons

54 - Prefabricated Structures and Scaffolding

11 - Nuclear Ordinance

55 - Lumber, Millwork, Plywood, and Veneer

12 - Fire Control Equipment

56 - Construction and Building Materials

13 - Ammunitions and Explosives

58 - Communications, Detection and Coherent
Radiation

14 - Guided Missiles

59 - Electrical and Electronic Equipment
Components

15 - Aircraft and Airframe Structural
Components

60 - Fiber Optics Materials and Components

17 - Aircraft Launching/Landing/Ground
Handling Equip.

61 - Electric Wire, and Power and Distribution
Equipment

18 - Space Vehicles

62 - Lighting Fixtures and Lamps

19 - Ships, Small Craft, Pontoons, and
Floating Docks

63 - Alarm, Signal, and Detection Systems

20 - Ship and Marine Equipment

65 - Medical, Dental, and Veterinary Equipment

22 - Railway Equipment

66 - Instruments and Laboratory Equipment

23 - Ground Vehicles, Motor Vehicles,
Trailers, Cycles

67 - Photographic Equipment
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TABLE 2. GOODS CONTINUED

24 - Tractors

68 - Chemicals and Chemical Products

25 - Vehicular Equipment Components

69 - Training Aids and Devices

26 - Tires and Tubes

70 - ADP Equipment Software, Supplies,
Equipment

28 - Engines, Turbines, and Components

71 - Furniture

29 - Engine Accessories

72 - Household/Commercial Furnishings and
Appliances

30 - Mechanical Power Transmission
Equipment

73 - Food Preparation and Serving Equipment

31 - Bearings

74 - Office Machines

32 - Woodworking Machinery and Equipment

75 - Office Supplies and Devices

34 - Metalworking Machinery

76 - Books, Maps, and Other Publications

35 - Service and Trade Equipment

77 - Musical Instruments

36 - Special Industry Machinery

78 - Recreational and Athletic Equipment

37 - Agricultural Machinery and Equipment

79 - Cleaning Equipment and Supplies

38 - Construction, Mining, Excavating,
Highway Maint.

80 - Brushes, Paints, Sealers, and Adhesives

39 - Materials Handling Equipment

81 - Containers, Packaging, and Packing
Supplies

40 - Rope, Cable, Chain, and Fittings

83 -

Textiles/Leather/Furs/Apparel/Shoes/Tents/Flags

41 - Refrigeration, Air Conditioning Equip.

84 - Clothing, Individual Equipment, and Insignia

42 - Fire Fighting, Rescue, and Safety
Equipment

85 - Toiletries

43 - Pumps and Compressors

87 - Agricultural Supplies

44 - Furnace/Steam Plant/Drying Equip,
Nuclear Reactors

88 - Live Animals

45 - Plumbing, Heating, and Sanitation
Equipment

89 - Subsistence (Food)

46 - Water Purification and Sewage
Treatment Equipment

91 - Fuels, Lubricants, Oils, and Waxes

93 - Nonmetallic Fabricated Materials

47 - Pipe, Tubing, Hose, Fittings

94 - Nonmetallic Crude Materials

48 - Valves 95 - Metal Bars, Sheets, and Shapes
49 - Maintenance and Repair Shop 96 - Ores, Minerals, and Their Primary Products
Equipment

51 - Hand Tools

99 - Miscellaneous

52 - Measuring Tools

53 - Hardware and Abrasives
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