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C.Request for New Users Training Exercises

Exercise #1: Login to C.Request

Objectives: e Successfully Login to C.Request

e Access C.Request Home Page
e Understand the Navigation Terms

Instructions: Execute the following steps:
Step Action
1 | > Open Internet Explorer

» Go to the URL provided to you by the instructor

Note: NOAA’s Production’s URL is:
https://crequestnoaa.eas.commerce.qgov/noaa/serviet/Comprizon

On the Login Screen

> Enter your username = —_—

» Enter temporary password

» Click on Submit e

Note: On the Login Screen, there is a link “Forgot Password?” that will allow a user to reset their
own password.

The Home screen appears

User: ABBY ALABAMA [AVA)
Home Wersion: 3.0 5P1 Screen ID: NYA
MAIN MENU
305t 11 e R e e w2 e
= CREATE
Requisition

Mo new documents.

APR/Requisition Search
Document Search
Procurement Search
SOW Abstract Search
Standard Reports

FY 2015 — Version 1.1 1
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Navigation Terms

| Standard Menu Bar I

.
- —
Home Screen Title Usar: AEBV ALABAMA [AVA)
Version: 9.0 SP1 Screan ID: NYA

r"-ﬂl" MENU . User Profile successhully updatad, } M essagE/

Notes

Requisition

Ao Requaon Sewrn st in ol usRsceotiyAcesede lusiorkabastuu letx SN
Menu Document Search j
No documents.

” Procuremant Search
Options SOW Abstract Search ~"

Standard Reports
[</SYSTEMOPTIONS View Tabs
|v OTHER SYSTEMS

Page Area
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Exercise #2: Navigate to My Profile and Change Information

Objectives: e Navigate to my profile
e Add your email address
e Change your password
e Change your signature PIN
e Add Personal Account Codes

Instructions: Execute the following steps:

You have just received access to C.Request. The first time you log into the system you will need
to update some fields on My Profile. You will need to go to My Profile — add your email
address, change your default password and default signature PIN and add Personal Account
Codes.

Step Action

1 From the Home screen
» Click My Profile menu option on the Standard Menu Bar

2 The Verify User screen appears
» Enter your temporary password
» Click Continue

bk o Ehe Contbnue bk to edé your User Profile

3 The My Profile screen appears.

Under the Administration view tab e o s

» Enter your email address

» Check the box for emails to be
sent when items sent to inbox

» Check the box for sending
emails for action items

» Click the Addresses view tab

FY 2015 — Version 1.1 3
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Step Action

Notes: In production, you would only be verifying the information was correct in the fields.
These fields are populated by the information provided by the users when signing up for access
to C.Request.

Under the preferences section, a general requisitioner would only check the box for action items.

This would then have the system sending you emails when things need to be done or have been
done (i.e. whom it was sent to for approval, final approval, rejected or accepted by CFS, etc.)

A reviewing/approving official would want to have the checkbox checked when items are sent
to their inbox. This would send emails when something is awaiting their review/approval.

There is also a new section that will allow you to customize how C.Request displays on screen.

4 Under the Addresses view tab My Profile
» Verify that the first three i oo |t e R
address fields are filled out contracting Office: T
> Click the Logins/Passwords o o srrees
NORFOLKVA 23510
view tab
Purchase For: [ansizoe
NOAA/OCIONSMOJADS/FINANCE SYS ADMIN BRANCH
20020 CENTURY BLVD
GERMANTOWM MD 20879
Deliver To: NGB

NOAKOCIONISMOJADS FINANCE SYS ADMIN BRANCH
20020 CENTURY BLVD
GERMANTOWN MD 20873

Ultimate Destination:

Note: In production, you would want to set up all of your addresses here in order for them to
automatically populate on your requisition.

5 Under the Logins/Passwords view

tab | M|t Wt e

» Check the box Change Logon . oo
Password

» Check the box Change
Signature Password

» Enter & Confirm New
Password

» Enter & Confirm New
Signature PIN

» Click Apply

FY 2015 — Version 1.1 4
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Step Action
Notes:
v’ Clicking Apply will save the information but keep you on the same screen.
v’ Clicking Save will save the information but leave the screen.
6 From the My Profile screen after USER PROFILE DETAIL MENU
saving: _~ OPTIONS
Click Account Codes under the Acsount Codes
Menu Options.
7 The Personal Account Code Management screen appears.

ABEY ALABAMA (AVA)
Personal Account Code Management . ls’?’s?_n's‘_‘::r‘% 1}«‘:'»1‘55
PERSONAL ACCOUNT CODE MENU

Search Criteria

‘ ‘

-

Creat: Fiter on:

~ SYSTEM OPTIONS Search

|= OTHERSYSTEMS | (W<l Displaying 0-0 / 0
Mark. Group Name BOC Code Account Cade Active

No Personal Account Code records found that meet the filter criteria

(B

» Click on the Create menu option

Note: This functionality allows a user to add accounting codes to their profile, in order to add
them more easily to their requisitions.

FY 2015 — Version 1.1 5
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Step

Action

8

The Personal Account Code Detail screen appears.

Person

TAIL

—

—

En

VV VYV

Cli

al Account Code Detail

= Group Name: [

BOC Code:

Artive: W

Account Code Import Enbire Account Code

Segment Label Mame Label Value
Bureau Code (2):

Fiscal Year (2):

Prajact (7):

Task (3):

Fund (4):

Program (9):

Organization {16):

Object Class (8):

177719777

User Defined (8):

Save Cancel

Enter the name you wish to give this ACCS in the Group Name field (i.e. Supplies)

ter all values of the ACCS (e.g., bureau, fund, etc)

14-15-28LEF28-B00-0001-022116001-3021000200000000-26180000-000000

ck Save

Notes:

v

Each field name has a number in parentheses; this represents the number of characters
that the field must contain.

Enter all field values in capital letters.

Any fields that end with zero, you can hold down on your keyboard the system will know
when to stop.

You can also leave some fields blank (like object class) so that you have a default
template ACCS.

FY 2015 — Version 1.1 6
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Step Action
9 You'll be returned to the Personal Account Code Management screen, where your new ACCS
will appear and you’ll see a message at the bottom stating it has been successfully added.
C.Request  Home | inbox | MyProfis | Help | BusinessRuls/CusomMelp | Links | LogOff
Persanal Account Code Hanagement e ST
“ode successfully added.
= SYSTEMOPTIONS 1 Search Criteria
Ve et Fiar o — S E—
Displaying 1-1/ 1
[ A e}
» Click on the Home link in the Standard Menu Bar.
10 | The Home screen appears

FY 2015 — Version 1.1 7
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C.Request for New Users Training Exercises

Exercise #3: Create a Basic Requisition (Default Accounting)

Objectives:

Instructions:

Notes:

e Navigate through C.Request

e Create a Requisition

e Understand Default Accounting
e Follow flow chart

Execute the following steps:

Default Accounting can be used if the same accounting is going to be utilized
for multiple lines.

Your office is close to running out of copier/fax paper. You need to create a requisition after
getting a quote for 10 boxes that would contain 10 reams per box. The quote you got from
Staples was $6.59 per ream for 70+ reams.

Step

Action

1 From the Home screen

» Click Create Requisition from the Menu Options

2 The Requisition PIIN and Name screen appears

» Choose NAFSDCSB from the PICKLIST
» Change the Document Name if you wish. (i.e. Multipurpose paper [date])

» Click Save
Requisition PIIN and Name
* = Required Fislk
= Document Number: - - 14 - - |7
* Document Name: MNAAJET00-14-22772

Save Reset Cancel

FY 2015 — Version 1.1 9
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Training Exercises

Step

Action

Notes:

v’ The user’s codes for their office will show in the PICKLIST.

v The document number is made up of the office code, fiscal year and a system generated

number.

v A preparer may change the document name to something that is specific to them;
however, there is approximately a 30 character limit. If the preparer does not want to
change it, the system will default the name to the Document Number.

v If changing the Document Name you may want to add a date at the end of the name
letting you know when this requisition was created.

v’ Any field containing an asterisk (*) is a mandatory field that needs to be entered.

The Requisition Administration screen appears.

= Requisition Number:
* Requisition Date:

= Delivery Date:

® Paint of Contact:

Requasition Dept:

= Recommended COR: If not required
select NCR No COR required

= Hama:
* Phane Number:

Fax Number:

= E-Mail Address For tnternal Routing:

E-Mail Address For Printing:
® FAAPS Number:

* UNSPEC Code:

= FSC Code:

* Purposa

Contract Number:

Suggested Vendor
Vendor Name:

NAFSDOSE-15-00087 = Requisition Tithe:
[z = Form:

| i = Raquasting Offica:
W = POC Fhona:
 EEEE—

I & Primary Tachnical POC:
[Z —— ] Name:
’7 Phane Number:

| Fax Number:

| E-Mail address For Intemal Routing:

E-Mail Addrass For Printing:
| <] FOB:

You have characters remamng for your mput.

Delivery Order Number;

save | Apply | Reset | Cancel

= = Required Field

|PAPER 020315

Standard Req +

{NOAA - OCFO

|301-444- 3400

—

Destinaion =

FY 2015 — Version 1.1
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Step Action
3a | Onthe Administration view tab:
The following fields should be automatically filled in based off your Profile information:
e Requisition Number (system generated)
e Regquisition Title (although this can still be changed here)
e Requisition Date (populates with the current system date)
e Form (Should always read Standard Req)
e Requesting Office (populated from My Profile and should be filled with your
office)
e Point of Contact (populated from My Profile and should be filled with your
name)
e POC Phone (populated from My Profile and should be filled with your number)
3b | Onthe Administration view tab you will need to:

» Enter the Delivery Date (i.e. MM/DD/YYYY)
» Enter the Purpose (i.e. REPLENISH FAX/COPY PAPER)
» Click on the Lookup + icon for the Recommended COR field

Notes:

v’ Delivery Date should be at least a month out from when submitting the requisition to
give the acquisition’s office time to procure.

v Any acquisition that is $150,000 or less is considered a simplified acquisition and will use
5 zeroes in the FAAPs# field. Do not use more than 5!

v Any acquisition over $150,000 must have a specific FAAPs#

v If you can’t find a specific FAAPs#, go this website to find your POC for your office:
http.//fido.qov/doc/aap/default.asp

v Technical POC is not a required field.

FY 2015 — Version 1.1 11
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Step

Action

3bl

A new window opens:

=2 User LookUp - Windows Internet Explorer

1 @ https://crequesttrain.eas.commerce.gov/noaa_train/servlet/UserLookUpTreadonly=N&screen=RA&lookup=RecCor &

Office: NOAA - OCFO (My Office -
Authority Type: COR ~ Certification Status: All M
Filter Criteria: w M I

Search Close

Please enter search criteria and click on 'Search’ to view results.

The Office field will default to your office and the Authority Type will default to COR.

» Click Search to bring back all CORs from your office

Note: If you are unable to find the person within your office, change the Office drop-down
selection to ALL and click Search again.

FY 2015 — Version 1.1 12
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Step

Action

3b2

The screen will refresh bring back all CORs for your office:

{2 User LookUp - Windows Internet Explorer E=REEn X
1 & https://crequesttrain.eas.commerce.gov/noaa_train/servlet/UserLookUp?readonly=N&screen=RA&Iookup=RecCor &

-~

Office: NOAA - OCFO (My Office) -

Authority Type:  COR *  Certification Status: Al

Filter Criteria: A - |
|
Search Close
m Displaying 1 - 3
Agent . Certification  Certification Certification
Code e Office Title Status Begin Date End Date  Select
NOARA - z
EKC ERIN K COBBS OCFO PROGRAM ANALYST Certified 05/17/2013 05/321/2015 |§|
MANCY
NOAX - SYSTEM z
NCH %RWANGER S = Certified 10/01/2012 10/01/2015 [#
NOAA - CAWARD MAINBOX =
TRG TRAINING OFFICE OCFO  TRAINING ID Mot Applicable |§|

> Click the Select [¥] icon of the code you want to choose (i.e. EKC)

FY 2015 — Version 1.1 13
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Training Exercises

Step

Action

3b3

The selection will then populate the other fields related to the COR on the screen:

Administration _ [Sefunding sy s Addressesi]

* Reguisition Number:
* Requisition Date

= Delivery Date:

= Point of Contact:

Regquisition Dept:

*= Recommended COR: If not required
select NCR No COR required

* Name:
= Phone Number:

Fax Number:

*= E-Mail Address For Internal Routing:

E-Mail Address For Printing:
* FAAPS Number:

* UNSPSC Code

* F5SC Code:

= Purpose

NAAJ6200-15-00088

[ABBY ALABAMA
—

ERINK COBBS

301-444-3706

301-444-3401
Erin.Cobbs@noaa.gov

Erin Cobbs@noaa gov

TO REPLENISH FAX/COPY PAPER

* Requisition Title:
= Form:

* Requesting Office:
* POC Phone

Primary Technical POC:
Name:
Phone Number:

Fax Number:

E-Mail Address For Internal Routing:

E-Mail Address For Printing:
FOB:

You have characters remaining for your input.

» Click on the Lookup + icon for the FAAPs#

= = Required Field

IPAPER 02032015

StandardReq ~

NOAA - OCFO
301-444-3400

Destination 2

Note: If you do not know who your Contracting Officer Representative (COR) is you can type in

NCR in capital letters and click on the refresh icon. The fields below will then populate with
default system information.

FY 2015 — Version 1.1
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Step Action

3b4 | A new window opens:

@ FAAPS Number Look Up - Windows Internet Explorer

'@ https://crequestdtnoaa.eas.commerce.gov/noaa/servlet/FaapsLockup?readenly=N8screen=FAAPS&lookup=FAAPS 1

Filter Criteria: _ - A

Search Close

I Please enter search criteria and click on 'Search’ to view results. |

The filter criteria fields will be blank. Either use the drop-downs and enter your criteria
or
» Click Search to bring back all FAAPs

@ FAAPS Number Look Up - Windows Internet Explorer

'@ https://crequestdtnoaa.eas.commerce.gov/noaa/servlet/FaapsLockupireadonly= N&screen= FAAPS&lockup=FAAPS a8

Filter Criteria: ht - |

Search Close

Displaying 1 - 20
FAAPS Number FAAPS Description Select
! 00000 Simplified Acquisition not requiring a FAAPS Entry @
10022 Exercising option for copier lease
10026 Copy Machine Maintenance - Washington DC area @

Support for the Core Financial System in the areas

of task management design and programming =
Heres support for system maintenance software testing
and continuous monitoring.
10076 IT Services
10100 Oracle Software License Update/Support @
10227 EI;\?i:Iigﬁ technical service within Systems Opperating

> Click the Select [¥] icon of the code you want to choose (i.e. 00000)

FY 2015 — Version 1.1 15
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Training Exercises

Step

Action

3b5

The selection will then populate that field on screen:

* Requisition Number:
* Requisition Date:

= Delivery Date:

* Point of Contact:

Requisition Dept:

* Recommended COR: If not required
select NCR No COR required
* Name:

= Phone Number:

Fax Number:

= E-Mail Address For Internal Routing
E-Mail Address For Printing:

= FAAPS Number:

= UNSPSC Code:

*FSC Code:

Administration  [Sefundingssy Addressesiy

NAAJG200-15-00088
02032015 (&l
30372015 &
[ABBY ALABAMA
——
ERIN K COBBS
301-444-3706
3071-444-3401
Erin.Cobbs@noaa.gov
Erin.Cobbs@noaa.gov
[ooon ~ @

Simplified Acquisition not requiring a FAAPS Entry

= Requisition Title:
* Form:

~ Reguesting Office:
* POC Phone:

Primary Technical POC:

Name:

Phone Number:

Fax Number:

E-Mail Address For Internal Routing
E-Mail Address For Printing:

FOB:

> Click on the Lookup + icon for the UNSPSC Code

* =Required Field

IPAPER 02032015

Standard Req ~

NOAA - OCFO
301-444-3400

Destination -

there, then fill out this form:
https://docs.qoogle.com/a/noaa.qov/forms/d/161rcj8oCbcWeo01gEOZDOv7XI-2N8CQrjaQ3-

Note: This is now a mandatory field. You will no longer be able to enter the FSC code. However,
when you select a UNSPSC code, the FSC Code related will populate automatically. If you are
unable to find the code in the system, check the website: http.//www.unspsc.org/ If found on

administrators.

wDMAvc/viewform and submit it so that it can be added to the system by the system

FY 2015 — Version 1.1
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Step

Action

3b6

A new window opens:

=2 UNSPSC Lookup - Windows Internet Explarer

' @ https:// crequestdtnoaa.eas.commerce.gov/noaa/servlet/Unspsclookup?readenty= N&iscreen= UNSPSC8Uookup=UNSPSC

| Search Criteria

I -

UNSPSC Code

UNSPSC Title

Il unsPsC Segment

UNSPSC Family I

UMNSPSC Class

UNSPSC Commodity I

Search

FSC Code

FSC Description I

Active Records
only:

Close

Please enter search criteria and click on 'Search’ to view results.

The filter criteria fields will be blank. Either use the drop-downs and enter your criteria

Search Criteria

UNSPSC Code I

) Contains -
UNSPSC Title

[paper

LUNSPSC Segment

UNSPSC Family I

UNSPSC Class

UNSPSC Commaodity I

Search

FSC Code

FSC Description I

Active Records
only: T

Close

» Click Search to bring back all that match the criteria you are searching on

FY 2015 — Version 1.1
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Step

Action

3b61

The screen will populate with information if found:

(=) UNSPSC Lookup - Windows Internet Explorer ‘u. ‘ —t o S

' & https://crequestdinoaa.eas.commerce.gov/noaa/servlet/UnspscLookup?readonly=N&screen= UNSPSC&lookup= UNSPSC a |

Search Criteria i ‘

UNSPSC Code < I FSC Code I

Contains - -

UNSPSC Title FSC Description
paper | |
EEERE : v Active Records
egmen | only:
UNSPSC Family I
UNSPSC Class I
UNSPSC Commaodity
[ |
Search Close '
R Displaying 1-20 |
UNSPSC . UNSPSC UNSPSC UNSPSC FsC R -
Code UNSPSC Title Segment oty UNSPSC Class T ity Code FSC Description Active Select I
|
14000000 Paper Materials Paper Materials 9310 PAPER AND Y @ |
and Products  and Products PAPERBOARD
14110000 Paper products Paper Materials Paper products 93210 PAPER AND Y @ |
and Products PAPERBOARD |
14111500 Printing and Paper Materials Paper products Printing and 9310 PAPER AND Y @
writing paper  and Products writing paper PAPERBOARD |
14111507 Printer or copier Paper Materials Paper products Printing and Printer or copier 9310 PAPER AND Y @
paper and Products writing paper  paper PAPERBOARD
14111511 Writing paper ~ Paper Materials Paper products Printing and Writing paper 9310 PAPER AND Y @ <5

> Click the Select & icon of the code you want to choose (i.e. 14111507)

FY 2015 — Version 1.1 18
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Training Exercises

Step

Action

3b7 | The Requisition Administration screen appears with the UNSPSC and FSC codes filled

in:

Administration

= Requisition Number:
* Requisition Date:

= Delivery Date:

* Point of Contact:

Requisition Dept:

* Recommended COR.: If not required
select NCR Mo COR required

* Name:
= Phone Number:

Fax Mumber:

E-Mail Address For Printing:
= FAAPS Number:

= UNSPSC Code:

* FSC Code:

* E-Mail Address For Internal Routing:

NAAIGZ00-15-00088
|ABBY ALABAMA
|
ERIN K COBBS
301-444-3706
301-444-3401

Erin.Cobbs@noaa.gov
Erin.Cobbs@noaa gov

00000 -

Simplified Acquisition not requiring a FAAPS Entry »

14111507 |2 &

Printer or copier paper *
9310
PAPER AND PAPERBOARD “

» Click on the Lookup +~ icon for the Suggested Vendor field

FY 2015 — Version 1.1
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Step

Action

3b8

A new window opens that allows the preparer enter criteria to filter the selections
shown.

{22 Vendor LookUp - Windows Internet Explorer

!é https://crequesttrain.eas.commerce.gov/noaa_train/servlet/LookUp?readonly=N&screen=RARlookup=Vendor

Country: |[ENIISVEIFY]= -
L . Begins
Search Criteria: With
Il Filter criteria: * Contains

Search | Close

Please enter search criteria and click on 'Search’ to view results.

> Select Vendor Name in the Filter Criteria field
» Enter Staples in the Contains field
> Click Search

Note: If you are unable to find the vendor, change the Country drop-down selection to ALL and
click Search again.

FY 2015 — Version 1.1 20
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Step Action
3b9 | The system will refresh the screen with the available options that matched the criteria
searched upon:
_
= - Wi =
‘= Vendor LookUp - Windows Internet Explure;' L] i s P “ Y - [ ‘:_'_; g
|;§ https:// crequesttrain,eas.commerce.gov/noaa_train/servlet/LookUp?Update=Refresh&SearchFor=Vendor#%20Name&iSearchType=58 @
Country: v
L - Begins
Search Criteria: With |
Filter Criteria: VendorName ~ Contains |STAPLES
Search | Close
Ll 1y Displaying 1-1 / 1
Vendor ID Vendor Name City State/Province TaxID DUNS Select
00006041 STAPLES, INC. ENGLEWOQD NI 043390816 042603358
IR
» Click the Select [¥] icon of the code you want to choose (i.e. Staples)
Notes:
v’ If the Vendor ID link is clicked on, a new window will open showing the details of the
vendor. It will not select the vendor.
v’ Selecting the vendor does not mean acquisitions will use that vendor.
v When searching in the system, less entered will bring back more values.
3b10 | The Requisition Administration screen appears with the new code filled in.
» Click on Funding view tab
4 The Funding view tab now has mandatory fields.

*= = Required Field

ISGSmEEEEReNe.  runding  SENSSSSSSSSE

Funding Information

Authorization

* Bona Fide Need Certifier: I Certify Bona Fide Need

= Funds Certifier: Availability and Suitability \

Treasury Account Symbol
= Agency ’7 = Main ’7
Identifier Account Sub Account

Initiative: 2

Save Apply Reset Cancel
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Step Action

4a | Under the Authorization section, you will need to fill out the following fields:
I certify bonafide need field (i.e. Your Training ID Name)
| certify funds are available field (i.e. DAB)
The lookup icon can be used if these individuals are in the system. If they are, they
should also be included in your routing. If they’re not, you can type their names in. Just
remember to do them in upper case. If the individuals are not in the system, any
outside documentation where they have approved this requisition should be scanned
and attached as a supporting document.
Notes:

v You can type in the field or use the lookup icon to search.

4b | The Treasury Account Symbol section, you will need to enter the following fields:
Agency Identifier (i.e.13)
Main Account (i.e. 1450)
Please use the lookup icons for these fields as it can cause issues down the line if you
type them in.
You should never enter the Sub Account field. The initiative field is only entered if this
requisition has to do with the American Recovery and Reinvestment Act (ARRA).

4c . i _— = = Required Field

Funding Information

Authorization

= Bona Fide Need Certifier: [ Certify Bona Fide Need

* Funds Certifier; Avadability and Suitabdity

Treasury Account Symbol
= Agency | = Main 5
tdentfier |13 Aceount =

Initiative:

» Click on Addresses view tab
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Step Action
ad | U
e * = Reguired Field
Purchase For: [paisizo0 &
[ ] NOAA/GCIONSMO/ADSFINANCE SYS ADMIN BRANCH
20020 CENTURY BLVD
GERMANTOWN MD 20879
Deliver To: [pisizo0 &
NOAAGCIONSMOADS/FINANCE SYS ADMIN BRANCH
— 20020 CENTURY BLVD
Ultimate Destination: sz~ &
NOAACCIONSMO/ADSFINANCE SYS ADMIN BRANCH
= SERNANTOUN D 20875
[ Contracting Office: N CER T E N =
NOAAJEASTERN REGIONAL ACQUISITION DIV
[ 200 GRANBY STREET
NORFOLK VA 23510
(‘NSupplrE{mEntﬂ Address Information
Youhave[  characters remaining far your inBu—l.
The addresses populate from your Profile. If none were set up initially you’d have to
use the lookup icon to find the codes for the specific address you wish to use. You
might also need to scroll down to view all of the fields.
4e
* Supplemental Address Information
(Mame/Room#): i
You have characters remaining for your input.
There is a mandatory field -- Supplemental Address Information that needs to be filled
in. If none are applicable enter “N/A”. When finished Click Save.
4el | If any errors are found they will show in the message area like the following:

Administration -Delivery Date mustbe inthe format MMDDAY Y Y'Y, Invalid Day entered,

Fix them and click Save again.
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Training Exercises

Step

Action

Notes:

VRN NN

The preparer may have to use the scroll bar to view all the mandatory fields.

Apply allows the preparer to save their changes without changing the current screen.
Save allows the preparer to save their changes, but the screen will change.

Make sure to fill the Administration screen out prior to leaving or being kicked out of the
system, otherwise the requisition will be incomplete and a user will not be able to find it
on their hotlist or Recently Accessed view tabs. They will have to go to their worksheet
to find that incomplete requisition.

5 The Requisition Summary screen appears

Requisition Summary
Administration
" Purchass For: NOAAOCIO/SMO/ADS FINANCE SYS ADMIN BRANCH AJ151200
Delvery Date: 03/03/2015
Point of Contact: ABHY ALABAMA
Purpase: TO REPLENISH FAX/COPY PAPER
Document Status: Unsubmetted

Procurement Status: Unsubmetted
Account Summary
[ humber of Codes Assignad to Line Ttems: o Number of Default Codes: o
Parcent Allocated: L Total Default Percentage: %
Total Quantity Allocated: o
Total Cost Allocated: $0.00
B Base Cost Allocated: $0.00
Qption Cost Allocated. 50.00
No Fmancial Transaction Informatian.
Line Item
Number of Lin Items: 0
B | Total Cost: 50.00 Base Amount: $0.00 Option Amount: $0.00
Motes
B o notes
= Project
Review and Approval

» Click Add to Hotlist from the Menu Options
» Click Accounting from the Menu Options

Note: The Requisition Summary screen is the “home” screen for the requisition. It shows the
preparer all information pertaining to the requisition at a summary level.

The Account Code Summary Management screen appears

Document: WAFSDCSE-14-00007 | PAPER 010214

Account Code Summary Management
ACCOUNT SUMMARY MENU Search Criteria
[SUACTIONS i search For: Account Defaults -
Create
Edt Filter on: =l [=]
Ceite
Search
Total Percent: 0.00%
yoPTIONS
Summary
S OTHER SYSTEMS o Wy Displaying 0-0 / 0
mark  BOC Account Code Default (L8 i e T cost Base Amt Option Amt

No Account Code records found that meet the filter criteria

EIEI I CT]

» Click Create from the Menu Options
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Step Action

7 The Account Summary Detail screen appears

Account Summary Detail
ACCOUNT SUMMARY DETAIL MENU S0 TR
Bureau Code (2):
Fiscal Vear (2):
Project (7):

Task (3):

Fund (4):
Program (3):

—

Organization (16): —7

Object Class (s):
—

User Defined (6):

Set as Default:

 Default Percent: %

Save | Apply | Reset | Cancel

» Click the “Import Entire Account Code” link
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Step

Action

7a

A new window will open:

(=2 Account Code LookUp - Windows Internet Explarer E@u

& https://crequesttrain.eas.commerce.gov/noaa_train/serviet/LookUp?readonly=N8screen= ACD&lookup= AccountCode

Search Criteria:  [alaselllai=]e = -
Filter Criteria: - - I

Search Close

Ll ) Displaying 0-0 / O
Group Name Account Code BOC Select
No Records Found
Lol o)

The default will be Account table. You’ll need to click on the drop-down Search Criteria
field to bring back the selection Personal Account Codes and click Search.

R=nrEn x|

@ https://crequestdtnoaa.eas.commerce.gov/noaa/serviet/LookUp?Update=Refresh&SearchFor= &Search Type= &Search Text=&Searct @

,’é Account Code LockUp - Windows Internet Explorer

- 0!

-G e -l P ersonal Account Codes -
Filter Criteria: - A |

Search  Close

Ll ) Displaying 1-2 / 2

Group Name Account Code BOC Select
SUPPLIES 141528LEF28B000001022116001202100020000000026180000000000
Default 141528LEF29P00000102211560013031000200000000 000000 @
Ll oy

All Account Codes you had entered on your Profile will show up here.

> Click the Select [ icon of the code you want to choose
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Training Exercises

Step Action

7b | The fields then will populate with the values from the account code selected.

Account Summary Detail

NU

Bureau Code (2):

14 'Import Entire Account Code
15 2

Fiscal Year (2):

Project (7): ]M

Task (3): W

Fund (4): W

Program (9): 022116001
Organization (16): ’m
Object Class (8): 26180000

User Defined (6): ’W }

Set as Default: W

= Default Percent: ’— O

» Enter the Default Percentage (i.e. 100)
> Click Save

Save

Apply

Reset | Cancel

8 The Account Code Summary Management screen appears and a message in the notes

Search Criteria

area stating that the Account Default was successfully added.

T seanch For: [fccountDetouts K
L riter on: - -
Total Percent: 100.00%
[ OICH Displaying 1 -1/ 3
Mark ROC Account Code Default D‘:;"' """“’"':.::""“ Cost Base Amt Option Amt
C 141528 EF 29000 ¥ 100 0 $0.00 $0.00 $0.00
ll{i“ |! lb!i
» Click Summary from the Menu Options
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Training Exercises

Step

Action

Notes:

v’ If using Default Accounting, it needs to be created prior to adding line items.

v’ The system will automatically put the default accounting(s) to the line once the line is

created.

v Any changes to Default Accounting after lines have been added will only appear with

new lines, it will not affect lines already there.

v’ If you add Default Accounting — do NOT do Line Accounting. This will cause you to have

issues.

The Requisition Summary screen appears

» Click Line Items from the Menu Options

10

The Requisition Line Item Management screen appears

C58-14-00007 | PAPER D1021.
ne Item Management

REQUISITION LINE ITEM MENU

Search Criteria

Filter an: I~ | =l

User: ABBY ALABAMA (AVA)
Version: 9.0 51 Screen ID: FLIM

» Click Create CLIN from the Menu Options

Note: There is now also a new option for creating a Sub CLIN. Sub CLINs would be created under

a CLIN.
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Step Action
11 | The Requisition Line Item Detail screen appears
Requisition Line Ttem Detail
n = = Required Field
sdmeistranon | Address | [ Opbon |
= Line Mem No: [0 1]
—_— o ;L\ =yl [Ea = Cost fo
Total Cost:
E—— Header:
wou b # Ters remamning f put
* Descpbon:
Youhave|  characters remaining for your input.
_____ Mot Separately Priced: r
= UNSPSC Code! 14111507 .'; Stock ftem:
UNSPSC Title: Printer or copear paper
= FSC Code: 8310
N . = Recaiving Offica Number. —
Moddficaton L1 Action:
Apply | Resal n
11a | From the Administration view tab

Enter Qty (i.e. 100)

Enter Ul (i.e. Ream)

Enter Cost (i.e. 6.59)

Enter Description (i.e. Multipurpose Paper)

Enter Receiving Office Number (i.e. copy an Address Code)
Click on Address view tab

VVVVYYVYVY

Notes:
v The UNSPSC & FSC for the line item will default from what was provided on the
Administration screen.
v If any code needs to be changed, utilize the lookup icon or enter the new code for that
field.
v The Header information entered on this screen will appear on the printed form above
the line information.
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Step

Action

11b

From the Address view tab

» Verify Deliver To & Supplemental Address
0 Should be Germantown & N/A

Requisition Line Ttem Detail

= = Regurad Field

[ AGORSAO0R | Address /00000,

e
* Dalivery Date: [EEEE

* Deliver To: [pnzizo0 £
NOANOCIONSMOMDSFINANGE S¥S ADMIN BRANCH
20020 CENTURY BLVD
GERMANTOWN MD 20879

A

= Supplemental Address
Information{Name/Rooma ).

vou have | charattars ramaining for your input.

Fob: DasSnation v

Save | Apply | Reset | Cancel

» Click Save

Notes:
v Address Tab’s information is extracted from the information provided on the
Administration screen.
v Each line item’s address area can be edited to have its own shipping information and
delivery date(s).
v’ The Option Tab should only be used when dealing with base and option years.

12

The Requisition Line Item Management screen appears with the new line item entered
and a message in the Notes area saying it was successfully entered.

Requisition Line Item Management

Search Criterla

Filter on: [Lins tem Numba: R Equals - fooon

search

Result Sorted By: Line Item No.

Mark Al  Unmark All
AR view Lne fem Tl Displaying 1- 1
B Mark e s Description . aty & Ul e Cost . Option ] pricing ¢ Action N s';:.':‘ s
o MULTIPURPOSE PAPER... 100.00  RM 6.50 N4 /A Unsubmitted
o Displaying 1- 1

» Click Summary from the Menu Options
» Click Forms from the Menu Options
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Step Action

Notes: The column headings on the Requisition Line ltem Management screen are now sortable
in ascending or descending order.

13 | The Requisition Form Setup screen appears

Requisition Form Setup Version: 9.0 SP1 ¢

= = Required Field

Form: Standard Req B3]

Line Item Print Options

User: ABBY A

Accounting Codes

Cost of Line Item Applied to the Account Code
Delivery Address

Delivery Date

FOB Designation

Stock Number

anannn

Document Options

r Exclude Unexercised Options from Totals

Header Information

Information:

You have characters remaining for your input.

Form Setup Status

Date Last Updated:
Time Last Updated:
S Agent Last Updated:

save  Apply || View Form Reset | Cancel

Click Accounting Codes checkbox

Click Cost of Line Item Applied to the Account Code checkbox
Click Delivery Address checkbox

Click Delivery Date checkbox

Click View Form

YV VVYVY

Notes:
v Each checkbox that is checked will show that information on the printed copy of the
requisition.
v’ There is only one mandatory checkbox that must be checked. All others are optional to
the requisitioner.
v The Header information will print above the line items on the printed form.
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Step Action
15 | A warning message will appear
-Message from webpage Iéj
This will cpen the form in PDF format in a new browser window.
To return to the original form, please close the new window.
» Click OK
16 | A new window will open showing your requisition form in Adobe (pdf) format. You can

then print or save your document.

REQUISITION FOR SUPPLIES/SERVICE REQ.DATE [PAGE oF
FEB 03, 2015 1 |2

1.REQUISITION NO. 2 PRIORITY 3 AMOUNT 4. DELIVERY DATE 5. FUNDS AVAILABLE
NAAJE200-15-00088 £59.00 MAR 03, 2015 x | Funds Available | [SAF
6. CONTACT {Name and Phone) 7. AUTHORIZED BY 8. CONTRACT/IDC NO.
ABBY ALABAMA 301-444-3400 ABBY ALABAMA
9. PURCHASE FOR AJ151200 10. DEPT 11. FUND | 12. PROJECT 13.FSC
NOAAJOCIONSMO/ADS/FINANCE SYS ADMIN BRANCH 9310
20020 CENTURY BLVD
GERMANTOWN MD 20879 14. ACCOUNTING AND APPROPRIATION DATA

See Schedule

16a. RECOMMENDED COR
15a. DELIVER TO ERINFCORES

16b. FUND CERTIFYING OFFICIAL
See Schedule DARREN BAK

17. VENDOR 00006041

STAPLES, INC.

45 CEDAR LANE
15b. SUPPLEMENTAL ADDRESS ENGLEWOOD NJ 07631
NIA
18. PURPOSE

TO REPLENISH FAX/COPY PAPER

» Close out the window
» Click Notes from the Menu Options

Notes: A Supplementary Page will appear with the print out. Do not worry about it.
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Step Action

17 | The Procurement Notes screen appears. This allows you to enter any special
information about the requisition. However, this is limited to one line. Any longer and
the commit will fail.

A Apply Cancel

» Click Save if notes added
» Click Support Documents from the Menu Options (found under Procurement)
Note: The requisitioner may enter an appropriate procurement note for this action. These notes
will only show on the Requisition Summary screen. They do not appear on the form. They will
go over to C.Award.

18 | The Support Document Management screen appears. This is an area if you had

supporting documentation that was electronic you could attach it to the requisition.

C.Request r———— - e —

SEACTIONS S sroup Names: K=] Document names: =

ccccc

Displaying 0 -0 / 0
Document Tithe Attached On Last Modified File Manve/Location

» Click Create from the Menu Options
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Training Exercises

Step

Action

18a

The Support Document Detail screen appears. There are a lot of fields that can be

entered, but the only mandatory field is the title of the document.

Support Document Detail
ENU

Document Information

* Title: I
Group Name: -
Daseription/Comments:
You have characters remaining for your input.
Attached On:
Last Modified: 02/03/2015
Attached For: REQUISITION

NAX)6200-15-00088

I Current Version of the Statement of Work (SOW)
I Include in procurement package to be defivered to Vendor

Related Dales

Created On: ?‘1
Received On: %ﬂ
Effective On: )

Document Location

© Enter Hardcopy Location
* Upload Existing File
© Create New File Using Template

= path/Filename: | Browse.

File Uploaded:

Save Apply Next Reset

Cancel

* = Required Field
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Step Action

18al | » Click [Browse.. |

This will bring up a dialog box that will allow the requisitioner to select the file to attach
to the requisition. This should be a file that has additional information pertaining to the
requisition, such as an e-quote.

(= Choose File to Upload
. » Libraries » Documents » Quotes

Search Quotes

Organize v New folder =~ 0 @
T Favorites — Documents library Arrangeby: Folder ~
| B Desktop Quotes |
Ji _CBS Training Te MName : Date medified Type Size
& Downloads
'@ E-Quote-Paper010214 1/2/2014 1:46 PM Adobe Acrobat D... 37 KB

U
i=1 Recent Places

m

| ;4 Libraries

@ Documents
J’ Music \
Pictures —
| B8 videos

/% Computer
&, Default (C) i
# CD Drive () TRL
@ Commeon$ (WHC = ¢ I |

File name: + [AlFiles () -

[ open | [ conce |

Once the file has been selected click Save
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Step Action

18a2 | The Support Document Management screen appears now showing the support
document.

Financial lnterrace validaatuons
Attention: DO NOT DOUEBLE CLICK an the 'Save and Post' link below. This action will cause duplicate financial transactions to be pos

Transaction Informatior

Document Number: NAATE200-15-00088
Document Name: PAPER 02032015
Type: Commitment
Amount: $659.00

Validation Messages

The Document has passed all validations.

» Click Summary from the Menu Options

At this point you would follow the procedures that had been set up in your office. For
TRAINING, we are following the flow of Committing before sending it for approval.

» Click Commit from the Menu Options

Notes:

v’ Any support document file names should not have any special characters or spaces.

v’ The length of the file name should not be longer than 20 characters.

v’ If you have multiple documents with different file extensions (xIs, doc, pdf) make sure to
rename them different file names, otherwise you will receive error messages.

Best supported documents extensions: .txt, .doc/.docx, .xls/.xIsx, & pdf.

You will need to load each document separately.

You will need to share the file with the BFNC prior to committing if you do not have
the role to release the routing.

AN
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Step Action
19 | A new window will appear. You will need to verify that everything has passed all

validations.

r@ Requisition Report - Windows Internet Explorer =~ " B & - - . E@g

| @ https://crequestdtnoaa.eas.commerce.gov/noaa/servlet/DocumentValidations from=createBtrmenu=FICT& doc_type=REQ a8 |

q . -
ComEmon Suite
Requisition Report
Requisition Administration:
Administration section has passed all validations.
Requisition Line Items:
Line Items section has passed all validations.
Financial Interface:
Financial section has passed all validations.
Security Classification:
Security Classification section has passed all validations.
Mandatory Fields:
Mandatory fields section has passed all validations.
Alternate CORs:
Alternate CORs section has passed all validations.
Close
If it did, click Close.
If it didn’t, click Close and then fix any errors and try committing again.
20 | The Financial Interface Validations screen will appear if there were no errors.

Attention: DO NOT DOUBLE CLICK on the ‘Save and Fost’ fink below. This action wik cause duplicate financial transactions to be posted.

| Transaction Information
Dotument Number: HNAAM200-15-00080
Document Name: PAPER 020232015
Type: ‘Commamant
Amount: $0359.00
—_—

Validation Messages

The Document has passed all vabdations.

Save and Post | Cancel

» Validate the dollar amount
» Click Save and Post
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Training Exercises

Step

Action

Note: Please only click the Save and Post link once. Double-clicking will cause issues within CFS.

21

EFQUISTTION SUMMARY MENU

Adeministration

The Requisition Summary screen appears. You should now have in the Account
Summary area that a commitment has been sent.

Purthase For:
Delvery Date:

Point of Contact:
Purpase:

Dorumant Status:
Progurement Status:

NOAADCIOMISMOADS/FINANCE SY5 ADMIN BRANCH AJL51200
0032015

ABET ALABAMA

TE RIFLENISH FAX/E0EY PSR

Unsubmitted

Ungubmated

Account Summeary

Poumber of Codes

Parcant Allseated:

Tokal Quantiy Aocated:
Total Cost Alocated:
Base Cost Alocated:
Option Cost Abocated:
e

Sari b bber

1
100.00%
100
£655.00
$859.00

5000
. Poated: 02/00/2015 14:15:35, Ameunt: $659.00

Lime Ttem

Pusmber of Defult Codes: 1
Texal Detauk Parcargags: 100%

Purmbier of Line Rems:
Tokal Cost

$550.00 asa Amount:

$650.00 Cphon Amourt: $0.00

Ma Notes

Status:

o route craated

» Click Summary from the Menu Options to refresh the screen

22

Once you receive the message that the commitment went through do the following:

Percent Allocated:

Total Quantity Allocated:
Total Cost Allocated:
Base Cost Allocated:
Option Cost Allocated:

Number of Codes Assigned to Line Items:

1
100.00%
100
£659.00
$659.00
$0.00

Commitment: Accepted/Approved by Financial System, Posted: 02/03/2015 14:35:35, Amount: $659.00

» Click on Manage Reviewers/Approvers from the Menu Options

Note: You have to route your requisition to the FCO now in order to submit to Acquisitions.
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Step

Action

23

The Requisition Review & Approval Management screen appears. It is here where you
will set up the routing your document will go through.

» Click Add User from the Menu Options

Notes:
v’ Offices that have set up route models can select IMPORT ROUTE LIST MODEL.
v’ If an office would like a Route List Model set up, because their reviewers/approvers do
not change, will have to contact the NOAA Client Services Help Desk to do so.

24

The Requisition Reviewer Detail screen appears. It is here where you will be entering
your information pertaining on how your requisition will route through the system.

= = Regured Field

Approval Requeed: o Carbon Copy:

Enter the Reviewer Code (i.e. PMG — Must be in CAPS)
Leave the Receiving Order the number it is

Make sure Approval Required radio button is selected
Check the View Only checkbox

Click Save

Y VVYVY
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Training Exercises

Step Action

Notes:

correct person entered in the field.

AN

10, 11, 12, etc.

will automatically change it to view only.

S X

for the approvers.

v’ If entering the code, make sure to click the Refresh Icon to make sure you have the

The system automatically creates each “receiving order” number in increments of 10.
If you need additional people to review before the final approval you may enter them as

If you have a reviewer prior to an approver, you will need to select Carbon Copy. That

View only should be checked with the Approval button, for the approvers NOT FCO.
If the document is already committed, you will not have to check the View Only checkbox

25 | The Requisition Review & Approval Management screen appears with your first

reviewer/approver showing.

 Route : Reviewers Approval  View
Mark Lo Address To v Roquived | Oaly Since a
o

Indradual A Y 0l182014 09:49:56

Enter the Reviewer Code (i.e. DAB — Must be in CAPS)
Leave the Receiving Order the number it is

Make sure Approval Required radio button is selected
Click Save

VV VYV

Displaying 0- 0/ 1
Status Comments

We need to now add the FCO to the routing list, so do the following.

[ 1mport Route List Mogel

Route Reviewer Approval . -
Mark Order Address To Type Rl View Only Since At
10 PAULINE GARCIA Individual A N 02/03/2015 14:41:17
20 DARREN BAK Individual A N 02/03/2015 14:41:23

Now we’re ready to send it to those on the approving list:

» Click Release from the Menu Options
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Training Exercises

Step Action
Notes:
v’ Code under Approval Requested:
A = Approval Required
C = Carbon Copy
v’ Codes under View Only:
Y = Yes, Read Only Access
N = No, Full Read/Write Access
v You could have multiple people listed in the same route order number.
v’ In order for the requisition to be sent to the people listed, Release must be clicked.
26 | The Requisition Review & Approval Management screen will then show the date/time
and status of the review.
= —
5 B oo soue L Displaying 0- 1 /
Hark m Address To ::;L"““ ::::I’rv:dl Wiew Only Since Status Comments
» Click Summary from the Menu Options
» Click Home from the Standard Menu Bar
Note:
v The recall option may be used if the status is not Reviewed or Approved.
DEMONSTRATION - APPROVAL & SUBMIT PROCESS
Al | If the person who is on the routing list has set up in their profile to be notified when

things come to their inbox, they will receive an email notification when it’s sent to
them. If they do not, you may have to contact them in order to have them do the
approval.
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Training Exercises

Step

Action

A2

Once logged into C.Request:

» Click Inbox from the Standard Menu Bar
» Click Search

User Inbox Management

Search Criteria

_—
Review List: | -
Fram;
]
Route Type: -
Filtes Critaria - -

Search

Result Sorted Ry: Last Updata Data,

Mark Decument Name ¢ Agentmame o Reviewer

Displaying 1-1 /1

s Date o Time !ﬂliwﬁvom”d'omom!nmhimo Comments

— PAPER 020K

32013 . -44:5
HAAIES00-1 500088 AEEY ALABAMS Indridual 02/03/2015  14:44:51 N a ] ¥

Requisition

» Click on the Document Name to be approved

Displaying 1-1 /1

A3

The Requisition Summary screen appears:

Requisition Summary

qu Administration
L purchase For: ROAAOCIO/ISMO/ADS/FINANCE S5 ADMIN BRANCH 1151200
Delivery Date: 02/03/2015
Pont of Contact: ADDY ALABAMA
Purpose: TO REPLENISH FAX/COPY PAPER
Document Status: Unsubmitted
Procuremant Status: Unsubmitted
Account Summany
I Number of Codes Assigned to Line Items: 1 Mumber of Default Codas: 1
Percent Allocated: 100.00% Total Defauk Percentage: 100%
Total Quantity ABocated: 100
Total Cost Aocated: $659.00
s Dase Cost Aocated: $659.00
Option Cost Allocated: $0.00

Commitment: Accepted/Approved by Financial System, Posted: 03/03/3015 14:35:35, Amount: $650.00

] Line Tten
B Humber of Line Ttems: 1
Total Cost: $659.00 Base Amount: $659.00 Optsan Amount: 50.00
Hotes
o Hotes
Project
Review and Approval
Status: Review Pending
Wasing For: PAULINE GARCLA (PMG]

The approver would then review all pieces of the requisition. When finished and they

are ready to approve:

» Click Review and Approve from the Menu Options

Note: If you did the view only in the routing, the person will only be able to view the requisition,
not be able to make changes. If you forgot to make it view only, but the requisition is

committed, they will not be able to make changes.
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Step

Action

Ad

The Review Document screen appears.

* = Recured Freld

Document humber: NAAM200-15-00088
Document Name: PAPER 02032015
Apprave:
Disapprove:
Farward Responsibiity:
To Reviewer: |

[

Signature Password:

Commants:

Check the Approve radio button
Enter your Signature Password
Enter any Comments

Click Save

VV VYV

Notes:

v’ If as an approving official, you were to disapprove the document, make sure to enter
comments as to why it’s being disapproved.

v’ If as an approving official, you needed to someone else to review/approve, you would
click the radio button Forward Responsibility and enter the code of the person in the To
Review field.

v’ To view the whole routing list, click on View Reviewer List link on the screen.
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Training Exercises

Step

Action

A5

Search Criteria

The User Inbox Management screen appears and the document is now gone from their
inbox and has been routed to the next person on the list. The requisitioner will receive

an email stating the approval and who's it has been routed to next, if notifications in the
profile have been set up.

Review List: . -
Fram: [
Route Type: -
Filter Critesia - -
Search
Result Sorted By: Last Update Date.
Reulowar Approval View
Mark Document Name L Agent Mame L] Type L Date Time ¢ Priority ® poovired T Only * Mew ¢ Description ¢ Comments

No records found that meet the search / filter crtena

S1 | In our training exercise, the next person on the routing list is the Funds Certifying

Officer (FCO). Just like the other approver, they will have to log in and then go to their
inbox to open up the requisition.

S2 | Once on the Requisition Summary screen and after reviewing all parts of the

Requisition Summary

requisition, instead of approving they will:

Administration

Purchase For:
Duelrvery Date:

Point of Contact:
Purpose;

Document Status:
Procuremant Status:

NOAAOCIOISMO/ADSFINANCE 575 ADMIN BRANCH 41151200
03/03/2015

ABEY ALABAMA

T REPLENISH FAX/COPY PAPER

unsubmated

ungubmtted

Account Summary

Percent Allocated:
Total Quantity Allocated:
Total Cost Aocated:

§ Dase Cost ABlocated:
Option Cost Allocated:

Humber of Codes Assigned ta Line tems:

1 Number of Default Codes:
100.00%: Tatal Default Percentage:
100

$659.00

$659.00

$0.00

Commitment: Accepted/approved by Financal System, Posted: 02/03/2015 14:35:35, amount: $558.00

100%

» Click Submit from the Menu Options

Line Iem
Number of Line ftems: 1
Total Cost: $659.00 Dase Amount: $659.00 Qption Amount: $0.00
Notes
[
o Notes
— Project
Reviow and Approval
Status: Review Pending
Watang For: DARREN BAK (DAB)
Received At: 02/04/2015 11:48:16
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Step

Action

Notes:

v’ You will be unable to submit until the commitment has been approved. If the
requisitioner did not commit before routing, the FCO has the ability to do the
commitment.

v The commitment is not actually doing a funds check, it is only verifying that the ACCS
information is a valid and active one in CFS.

S3

A new window will appear. You will need to verify that everything has passed all
validations.

- I
2 Requisition Report - Windows Internet Explorer [ =TCT é

| :% https://crequestdtnoaa.eas.commerce.gov/noaa/servlet/DocumentValidations*froms= createBmenu=R5&doc_type=REQ ] |

/ ;
|| ComprizonSuite
| =

Requisition Report

Requisition Administration:
Administration section has passed all validations.

Requisition Line Items:
Line Items section has passed all validations.

Financial Interface:
Financial section has passed all validations.

Security Classification:
Il Security Classification section has passed all validations.

Mandatory Fields:
Mandatory fields section has passed all validations.

Alternate CORs:
Alternate CORs section has passed all validations.

Close

4 | (1 3

If it did, click Close.

If it didn’t, click Close and then return back to the requisitioner and have them fix the
issue and re-route.
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Training Exercises

Step Action
S4 | The Requisition Submit screen appears
Requisition Submit
Requisition Numbear: RAAJGI00-15-00088
F Assign PR same number as Requisiion; r
— r-lll'rcl.wihu.llwerorcommsuculm
Save  Reset | Cancel
» Check the Assign PR same number as Requisition checkbox
> Click on the Lookup + icon for the Purchasing Buyer or Contract Specialist field
S5 | A new window opens which allows the user to find a buyer or contract specialist for a

particular office.

I3
@ User LookUp - Windows Internet Explorer

| & https://crequestdtnoaa.cas.commerce.gov/noaa/servlet/UserLookUp?screen=R58ookup=AssignTo

< COPB ® e o - o

8|

Office: NOAA - OCFO (My Office) v
Authority Type: Buyer -
Filter Criteria: - A
Search Close

L

Please enter search criteria and click on 'Search’ to view results.

Notes:

v
click Search again.

v’ The Office will default to your default office and the Authority Type will default to Buyer.
If you are unable to find the buyer change the Office drop-down selection to ALL and
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Step Action
S6 > Select First Name in the first field for Filter Criteria
» Select Contains in the second field
> Enter TRAINING in the third field
> Click Search

@ User LockUp - Windows Intemnet Explorer =~ ’ " ' . pre—. _ i wEIEI!

| & htips://crequestdineaa.eas.commerce.gov/noaa/’senvlet/UserLookUpZscreen=RS&lookup=AssignTo

Office: NOAA - OCFO (My Office) -
Authority Type: Buyer -
Filter Criteria: FirstName ~ Contains - ITRAINING

Search Close

I
S7
(=) User LookUp - Windows Internet Explorer . " ‘ . i I -l . ()
|@ https:/{crequestdtnoaa.eas.commerce.gov/noaa/senvlet/UserLookUpTscreen=R5&8lookup=AssignTa ﬁ|
Office: MNOAA - OCFO (My Office) 7
Authority Type: Buyer -
Filter Criteria: FirstMName ~+ Contains v |TRAINING

Search Close

1 | b Displaying 1 - 2

Agent Code Name Office Title Select
ADM TRAINING ADMIN NOAA - OCFO
TRG TRAINING OFFICE NOAA - OCFO CAWARD MAINBOX TRAINING ID

I »

» Click the Select |¥| icon of the code you want to choose (i.e. TRG)

Note: Most Acquisition Offices have a general box where the requisition will appear in C.Award
however, you may be told to send it to a specific person.
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Step Action
S8 | The Requisition Submit screen appears with your selection.
» Click Save
S9 | The Requisition Summary screen appears. At the bottom of the screen in the Message
area you should get a message that the requisition has been successfully submitted.
Requisition Submitted successfully.
» Click Review and Approve from the Menu Options
S10 | The Review Document screen appears.
» Check the Approve radio button
» Enter your Signature Password
» Enter any Comments
» Click Save
S11 | The User Inbox Management screen appears and the document is now gone from their

inbox. Theyc
approve.

an now log out of the system or go to another requisition to submit and

INFORMATION FOR REQUISITIONER TO VIEW STATUS
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Step

Action

IN1

To view the status of your document once it has been submitted, you can either go to
your Hot List or Recently Accessed view tabs

Home vers
| F——— N ——— —
Results Sorted By: Document Type, Document Name, Document Number
[e—
AAE Mark AN | Unmark All | Remove from Hotlst Displaying 1 - 2
Mark Document Typs Document Name Document Number Date Last Updated
r Requisition ) paren 010218 NAFSDCSE-14-00009 01/16/2014
=
[ JSVLS Displaying 1 - 2

» Click the paper icon 4

IN2

A new window will open showing the status of the document as well as where it is in
the procurement process.

= Document Information - Windows

@ https://crequestdtnoaa.eas.commerce.gov/noaa/servlet/Documentinformation?docinfo=201401160922280723|201401160922280770(201401160922280785|REQ

Document: NAFSDCSB-14-00009 | PAPER 010214
Document Information

Hl
Document Type : Requisition
Document Name : PAPER 010214
Document Number : NAFSDCSB-14-00009
Document Owner : ABBY ALABAMA [AVA)
Document Status : Submitted "
Procurement Status : Open-Assign I
Created On : 01/16/2014 09:22:28 "
Last Updated On : 01/16/2014 10:51:44 (

1 Procurement not currently shared.
I B pocument not currently locked.

Commitment: Accepted/Approved by Financial System, Posted: 01/16/2014 09:36:21, Posted by: ABBY ALABAMA

Financial Information: (AVA), AmoLnt: $659.00

PR Information: Submitted On: 01/16/2014 10:51:44
Purchase Request Name: PAPER 010214
Purchase Request Number: NAFSDCSB-14-00009
PR Buyer: TRAINING OFFICE (TRG)
Notes: Notes have not been entered for this procurement.
Related Documents: PAPER 010214, NAFSDCSB-14-00009 (PR )
Close

When finished reviewing the information:

» Click Close
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Training Exercises

Step

Action

IN3

Or from the worksheet tab:

Home

o dustin | Hotist  RecentlyAccessed  — Worksheet _ Alerts &Messages

Search

1 Document Type: - Document Status: -
Search By Document: - -
Search By Date: T From: To: for:

~ | search By Priority: v for: Document View: Al -

Procurement Status:

User: ABBY AL
Version: 8.0 SP1 &

Reset all Search Fields

Search
Result Sorted By: Document Type, Document Name.
KL Display
Plan isiti ing Record Requisition Purchase Request Award/Micro-Purchase RDD Procurem:

[ mAAIS100-14-00002 Unsubmitte
NAAIS100-14-00002
|1 NAFSDCSB-13-00049 05/30/2013  Unsubmitte
NAFSDCSB-13-00049
(] pAPER 010214 1 PAPER 010214 02/07/2014  Open-Assi¢
NAFSDCSB-14-00009 NAFSDCSB-14-00009

1 pabER naini1a

05/30/2013 Unsubmitte

You can click the paper icon for the Purchase Request, rather than requisition to view

the status
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Training Exercises

Step

Action

IN4

A new window will open showing the status:

= T
{2 Dacument Information Wlni)wsln-tfmet Explorer w . . JEEp— I:_fhg_

& https://crequestdinoza.cas.commerce.gov/noaa/servlet/Documentlnformation?docinfo=201401161051440569|2014011609222807702014011 ﬂ‘

Document: NAFSDCSB-14-00009 | PAPER 010214
Document Information

-

Document Type :
Document Name :
Document Number :
Document Owner ;
f Document Status :

Created On ;
Last Updated On :

Procurement Status :

Purchase Request
PAPER 010214
NAFSDCSB-14-00009
TRAINING OFFICE (TRG)
QOpen-Assign
Open-Assign
01/16/2014 10:51:44
01/16/2014 10:51:44

v Procurement not currently shared.
Document not currently locked.

Notes:

Notes have not been entered for this procurement.

Related Documents:

PAPER 010214, NAFSDCSB-14-00009 { Requisition )

Close

[

Or if it has been assigned to a specific acquisition staff member:

2} Document Information - Windows Internet Explarer u_lg

@ hitps//crequestdtnoaa.cas.commerce.gov/noaa/servlet/Documentinformation?docinfo=201401161051440569|201401160922280770|2014011 & ‘

Document: NAFSDCSB-14-00009 | PAPER 010214
Document Information

-

Document Type :
Document Name :
Document Number ;
Document Owner ;
Document Status :
Procurement Status :
Created On :

Last Updated On :

Purchase Request

PAPER 010214
NAFSDCSB-14-00009

HARVEY NORTH DAKQTA (HHN)
Open-Assign

Open-Assign

01/16/2014 10:51:44
01/16/2014 10:51:44

1= Procurement not currently shared.
B pocument not currently locked.

Motes:

Notes have not been entered for this procurement.

Related Documents:

PAPER 010214, NAFSDCSB-14-00009 ( Requisition )

Close

FY 2015 — Version 1.1

51




C.Request for New Users Training Exercises

This page was intentionally left blank

FY 2015 — Version 1.1 52



C.Request for New Users Training Exercises

Exercise #4: Create a Basic Requisition (Rejected Commitment)

Objectives:

Instructions:

Notes:

e Navigate through C.Request

e Create a Requisition

e Understand Default Accounting

e Understand how to fix a rejected ACCS
e Follow flow chart

Execute the following steps:

If a default accounting was rejected from CFS, there are some specific steps
that must be taken in order to fix it so it correctly goes over to C.Award.

Your office is in need of a Laser Jet Printer. You go to GSA Advantage and find the following:
HP COLOR LASER JET CP4025N PRINTER under contract (GS-35F-0103N) for $1,366.17.

Step

Action

1

From the Home screen

>

Click Create Requisition from the Menu Options

The Requisition PIIN and Name screen appears

>
>
>

Choose NAFSDCSB from the PICKLIST
Change the Document Name if you wish
Click Save

3a

The Requisition Administration screen appears. From the Administration view tab

VVVYVVVYVYYVYY

Enter the Delivery Date (i.e. MM/DD/YYYY)

Enter the Purpose (i.e. TO PROCURE A COLOR LASER JET PRINTER FOR THE OFFICE)
Choose the FAAPS# (i.e. 5 zeros)

Enter the COR (i.e. EKC — make sure to use the refresh icon if typing)

Look up the UNSPSC code and select it (i.e. PRINTER)

Enter the Contract Number (i.e. GS-35F-0103N)

Click on Funding view tab

3b

From the Funding view tab

>
>
>
>
>

Enter the Certifies bonafide need field (i.e. TRAINING ID name)
Enter the Certifies funds available field (i.e. DAB)

Enter the Agency Identifier (i.e. 13)

Enter the Main Account (i.e. 1450)

Click on Addresses view tab
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Step Action
4 From the Addresses view tab
» Enter/Verify all applicable addresses including Supplemental Address Information
» Click Save

5 The Requisition Summary screen appears
» Click Add to Hotlist from the Menu Options
» Click Accounting from the Menu Options

6 The Account Code Summary Management screen appears
» Click Create from the Menu Options

7 The Account Summary Detail screen appears
» Enter all values of the ACCS (e.g., bureau, fund, etc)
v 14-15-N8PFS89-P00-1027-060102000-0602000401000000-31230000-000000
» Check the Set as Default checkbox
» Enter the Default Percentage (i.e. 100)
» Click Save

8 The Account Code Summary Management screen appears
» Click Summary from the Menu Options

9 The Requisition Summary screen appears
» Click Line Items from the Menu Options

10 The Requisition Line Item Management screen appears
» Click Create CLIN from the Menu Options
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Step

Action

11

The Requisition Line Item Detail screen appears

From the Administration view tab (Line 0001)

Enter Qty (i.e. 1)

Enter Ul (i.e. EA)

Enter Cost (i.e. 1366.17)

Enter Description (i.e. HP COLOR LASER JET CP4025N PRINTER FED-GSA CONTRACT
GS-35F-0103N)

Enter Receiving Office Number (i.e. copy an Address Code)

Click on Address view tab

YV VYV

Y V

From the Address view tab

» Verify addresses are correct

» Click Save

» Click Summary from the Menu Options
» Click Forms from the Menu Options

12

The Requisition Form Setup screen appears

Click Accounting Codes checkbox

Click Cost of Line Item Applied to the Account Code checkbox
Click Delivery Date checkbox

Click View Form

VV VYV

A warning message will appear
> Click OK

13

A new window will open showing your requisition form in Adobe (pdf) format. You can
then print or save your document.

» Close out the window
» Click Save

14

» Click Commit from the Menu Options

15

The Financial Interface Validations screen appears.

» Validate the dollar amount
» Click Save and Post
» Click Summary from the Menu Options to refresh the screen
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Step Action
16 If receiving an error message back from CFS you will need to do the following:
| 'Number of Codes Assigned to Line Items: 1
Percent Allocated: 100.00%
Total Quantity Allocated: 1
Total Cost Allocated: %$1,3060.17
| Base Cost Allocated: %1,366.17
Option Cost Allocated: %£0.00
Commitment: Rejected/Returned by Financial System, Posted: 02/04/2015 13:09:32, Amount: $1,366.17
Under the Financial on the Menu Options
> Click View Status
17 The Financial Transaction Status Management screen appears.

Financial Transaction Status Management

Search Criteria
— search Criteria [N * Cortsins v

Search

Original Oblipation Amount:  £0.00 Current Oblipation Amount:  $0.00
e e i Displaying 1- 1/ 1
Document Number Type Status Past Date Post By Amaunt Message
[ NAAJS200-15-0000% Commiment Rejected/Returned by Financal System 02/04/2015 awh $1,366.17 i

» Click on Message

A window will pop up giving you the errors of why it did not commit correctly

Transaction Message:
Line ITtem '0001" MDL '1": Invalid or inactive Project Code. Line Item '0001" MDL '1": Invalid or inactive Task Code.

Line Item '0001" MDL '1": Invalid or inactive Project Code and Fund Code combination. Line Item '0001' MDL 1"
Invalid Program Code for Project Code.

Read the error message.

» Click Close
» Click Accounting from the Menu Options
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Step

Action

Notes:

v’ Usually if there is a problem with the project code, there will probably be messages also
for the task code, fund code and program code.

v’ If default accounting was used and there were multiple lines, the same errors will
probably appear for each line and will need to be fixed on each line.

18

The Account Code Summary Management screen appears.

Search Criteria

B gearh For: [ccount Detasts g

- Total Percent: 100.00%
SOOI

Mark BOC Account Code Delault Bﬁ:ll lelb'wrul Line

Displaying 1 -1/

Cost Baze Amt Option Amt

LNI("]N

Y 100 1 $1,366.17 $1,366.17 $0.00

The default accounting will then appear on the screen. This must be deleted prior to
fixing the accounting; otherwise it will appear incorrect when sent to C.Award.

» Check the Mark checkbox in front of the accounting
» Click Delete in the Menu Options

At the prompt Click OK
» Click the Search For drop-down arrow

» Select Account Summary Information
» Click Search
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Step

Action

19

We will be editing this accounting from here rather than going into the individual lines
and editing it there. Changing it under the Account Summary Information will also
change it on any lines that have that accounting.

coount Code Summary Management

Search Criteria
B search For: [Account Summary Inlomabon I8

Fiter on; - =

L votal Cost: $1,366.17 Hace Amount: $1,366.17 Option Amount: $0.00

[ET NNy Displaying 1-1/ 1

Mark  BoC Account Code Default Lol ld AL Cost Base Amt Option Amt

14 | SNEPFSEOPO0 1027 0601020

1230000000000 N 1 $1,366.17 $1366.17 $0.00

» Check the Mark checkbox in front of the accounting
» Click Edit in the Menu Options

20

The Account Summary Detail screen appears:

Account Summary Detail
o = = Required Freld
Bureau Code (2): E " imoort Entice Account Cads
Fiscal Year (2): [is
Project (7} [nsPFsEs
Task (33 fPoo
Fund (4): o7
Program (3): fo6ncz000
Organization (16} [peoz000401000000
Object Class (8) Fzza000
User Defined (6): fooooca
[EEN e Olsplaying 1 - 1/ 1
LI Mo Fund Code  Percent Assigned Cost Assigned Quantity Assigned Option Pricing
o001 100% $1,366.17 100 NiA
CIENES T

You can individually change different fields on the screen or if you have personal
account codes saved, you can click the Import Entire Account Codes to select the new
code replacing the invalid one. Once done:

» Click Save
» Click Summary from the Menu Options
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Step Action
Note:
v’ Doing this step will change that accounting code on every line the accounting was one
and saves you the step in having to go to each individual line to change the accounting.
v' Remember to change your personal account code, if used and it rejected.

21 The next step would be to have it go through your approving official again, because the
accounting has changed. However, due to training time constraints, we will be skipping
that step.

» Click Commit from the Menu Options

» Validate the dollar amount

» Click Save and Post

» Click Summary from the Menu Options to refresh the screen

» Click Home from the Standard Menu Bar

Note: Because CFS Rejected the accounting, there was not a record created in CFS. This is why
we are able to change the accounting and re-commit.

23 For training purposes on this exercise, you will not be doing the REVIEW & APPROVAL

process.
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Exercise #5: Create a Basic Requisition (Line Accounting)

Objectives: e Navigate through C.Request
e Create a Requisition
e Understand Line Accounting
e Follow flow chart

Instructions: Execute the following steps:

Notes: Line Accounting can be utilized instead of Default Accounting.

You are purchasing for your office some Liquid Helium that should last the office for 3 months.

Step Action

1 From the Home screen
» Click Create Requisition from the Menu Options

2 The Requisition PIIN and Name screen appears
» Choose NAFSDCSB from the PICKLIST

» Change the Document Name if you wish.

» Click Save

3a The Requisition Administration screen appears. From the Administration view tab
» Enter the Delivery Date (i.e. MM/DD/YYYY)

» Enter the Purpose (i.e. TO PURCHASE 18,200 LITERS OF LIQUID HELIUM AT
$5.49/LITER FOR 3 MONTHS)

Enter the FAAPS# (i.e. 5 zeros)

Enter the COR (i.e. EKC — make sure to use the refresh icon if typing)

Look up the UNSPSC code and select it (i.e. HELIUM)

Enter the Vendor (i.e. MOTE MARINE LABORATORY, INC)

Click on Funding view tab

YVVVVYYVY

3b From the Funding view tab

» Enter the Certifies bonafide need field (i.e. TRAINING ID name)
» Enter the Certifies funds available field (i.e. DAB)

» Enter the Agency Identifier (i.e. 13)

» Enter the Main Account (i.e. 1450)

» Click on Addresses view tab

4 From the Addresses view tab
» Enter/Verify all applicable addresses including Supplemental Address Information
» Click Save
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Step

Action

5

The Requisition Summary screen appears
» Click Add to Hotlist from the Menu Options
» Click Line Items from the Menu Options

The Requisition Line Item Management screen appears
» Click Create CLIN from the Menu Options

The Requisition Line Item Detail screen appears

From the Administration view tab (Line 0001)

» Enter Qty (i.e. 18200)

» Enter Ul (i.e. LITER)

» Enter Cost (i.e. 5.49)

» Enter Description (i.e. LIQUID HELIUM)

» Enter Receiving Office Number (i.e. copy an Address Code)
» Click on Address view tab

From the Address view tab

» Verify addresses are correct

» Click Apply

» Click Accounting from the Menu Options

Note: Apply needs to be done here because it will save our line information and give us the

ability to then add line accounting. If save was done instead of apply, the user would have to re-

open the line in order to see the Accounting option for the line.

The Account Code Management screen appears.

Requlsition Line Ttem Account Code Management s
ACCOUNT CODE MENU
Lines Item Noo: 0001, LTQUID HELTUM

L= ACTIONS
Create
Edit
Dalste Search Criterla
saarch Critaria | ~| | =
= SYSTEM OFTIONS
Summary
Line: therns ch
~ OTHER
. X . oa Tatal
Line Item Total: 5391500 Total Cost: $0.00 Total Percent: 0% Quantity: 0.00
CIERTICT Displaying 0 - 0 / 0
Mark Account Code Cost Quantity Percent BOC
HNo Actgunt, Code records found that mest the hiter aitena

» Click Create from the Menu Options
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Step

Action

9

The Account Code Detail screen appears.

User: ABBY ALABAMA (AvA) T

Account Code Detail OB CF | Crmers e e
Line Item No.: 0001, LIQUID HELIUM * = Required Field

Bureau Code (2): | Import Entire Account Code

Fiscal vear (2): [

Project (7): &

Task (3): »

Fund (4): &

Program (3): &

Organization (16): —

Object Class (8): &

User Defined (6):  »

* gllacation By: lﬁ 1

Percant: om0 Cost: o Quantity: [

Save Apply Reset Cancel

Import your Personal Account Code
Change the Object Class to: 26140000
Select Allocation By (i.e. Percent)
Enter Percent (i.e.100)

Click Save

YV VVYVY

* allocation By: IPercent 'i

Percent: 100 Caost: 99518.00 Quantity: 1az00.00
Notes:
v’ Line Accounting allows a user to enter the amount on the ACCS by Percent, Cost and/or
Quantity.

v' Depending upon which one you choose, different fields will need to be entered.
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Step

Action

10

Requisition Line Item Account Code Management

Account Code successfully added,

Line Item No.: 0001, LIQUID HELIUM

The Account Code Management screen appears with the accounting now listed.

User: ABBY ALABAMA (AVA)
Wersion: 9.3 Screen 1D RAC

]

Search Criteria

Search Criteria m |

H |

Search

Line Item Total: 99918.00 Total Cost: $99,918.00 Total Percent:

Mark Account Code

100% Total Quantity: 18,200.00

Displaying 1 -1 f 1

Cost Quantity Percent BOC

141528LEF29P000001022116001303100020000000026140000000000

$99,916.00 18,200.00 100

» Click Forms from the Menu Options

» Click Summary from the Menu Options

11
Click Accounting Codes checkbox

Click Delivery Date checkbox
Click View Form

VV VYV

A warning message will appear
> Click OK

The Requisition Form Setup screen appears

Click Cost of Line Item Applied to the Account Code checkbox

12
then print or save your document.

» Close out the window
» Click Save

A new window will open showing your requisition form in Adobe (pdf) format. You can
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Step

Action

13

Click Commit from the Menu Options

Review the Requisition Report (pop-up) and Close it

Validate the dollar amount on the Financial Interface Validations screen
Click Save and Post

Click Summary from the Menu Options to refresh the screen

YVVVYVY

When finished verifying the accounting was approved/accepted:
» Click Home from the Standard Menu Bar

14

For training purposes on this exercise, you will not be doing the REVIEW & APPROVAL
process
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Exercise #6: Create a Basic Requisition (Cancel Commit/Copy Reqg/Cancel Req)

Objectives: e Navigate through C.Request
e Cancel a commitment
e Copy an existing requisition
e Cancel an incorrect requisition
e Follow flow chart

Instructions: Execute the following steps:

Your office is in need of some file cabinets. You have received the following quote from Office
Depot:

HON 800 Series Lateral Files with Lock, 36", 5-Drawer, Putty @ 799.99 (3)

Step Action

1 From the Home screen
» Click Create Requisition from the Menu Options

2 The Requisition PIIN and Name screen appears
» Choose NAFSDCSB from the PICKLIST

» Change the Document Name if you wish.

» Click Save

3a The Requisition Administration screen appears. From the Administration view tab
Enter the Delivery Date (i.e. MM/DD/YYYY)

Enter the Purpose (i.e. TO PURCHASE FILE CABINETS)

Enter the FAAPS# (i.e. 5 zeros)

Enter the COR (i.e. EKC — make sure to use the refresh icon if typing)

Look up the UNSPSC code and select it (i.e. CABINET)

Enter the Vendor (i.e. OFFICE DEPT --MD)

Click on Funding view tab

YVVVVVYVYY

3b From the Funding view tab

» Enter the Certifies bonafide need field (i.e. TRAINING ID name)
» Enter the Certifies funds available field (i.e. DAB)

» Enter the Agency Identifier (i.e. 13)

» Enter the Main Account (i.e. 1450)

» Click on Addresses view tab
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Step

Action

4

From the Addresses view tab
» Enter/Verify all applicable addresses including Supplemental Address Information
» Click Save

The Requisition Summary screen appears
» Click Add to Hotlist from the Menu Options
» Click Line Items from the Menu Options

The Requisition Line Item Management screen appears
» Click Create CLIN from the Menu Options

The Requisition Line Item Detail screen appears

From the Administration view tab (Line 0001)

Enter Qty (i.e. 2)

Enter Ul (i.e. EA)

Enter Cost (i.e. 799.99)

Enter Description (i.e. HON 800 SERIES LATERAL FILES WITH LOCK, 36 INCHES, 5-
DRAWER, PUTTY)

Enter Receiving Office Number (i.e. copy an Address Code)

Click on Address view tab

YV VYV

Y VY

From the Address view tab

» Verify addresses are correct

» Click Apply

» Click Accounting from the Menu Options

The Account Code Management screen appears.
» Click Create from the Menu Options

The Account Code Detail screen appears.
Import your Personal Account Code
Change the Object Class to: 26280000
Select Allocation By (i.e. Percent)
Enter Percent (i.e.100)

Click Save

YVVVYVYYVYY

10

The Account Code Management screen appears with the accounting now listed.
» Click Summary from the Menu Options
» Click Forms from the Menu Options
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Action

11

The Requisition Form Setup screen appears

YV VYV

Click Accounting Codes checkbox

Click Cost of Line Item Applied to the Account Code checkbox
Click Delivery Date checkbox

Click View Form

A warning message will appear

Click OK

12 A new window will open showing your requisition form in Adobe (pdf) format. You can
then print or save your document.
» Close out the window
» Click Save

13 » Click Commit from the Menu Options
» Review the Requisition Report (pop-up) and Close it
» Validate the dollar amount on the Financial Interface Validations screen
» Click Save and Post
» Click Summary from the Menu Options to refresh the screen

14 You continue on with your workload until you receive the message from the system
that it has been successfully committed. At that point, you realize after looking at your
printout that you have put the wrong quantity on the line. Because the line has already
been committed you can not make changes until you cancel the commitment.

15 Under Requisitions Summary Menu/Financial

>

Click Cancel Commit from the Menu Options

* FINANCIAL
Commit

Cancel Commit
View Status
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Step Action
16 The Financial Interface Validations screen appears.
Financial Interface Validations Varsion: 83 Scrasn 10+ FINVAL
Attention: 0O MOT DOUBLE CLICK on the 'Save and Post' link below, This action will cause duplicate financial transactions to be posted.
Transaction Information
Dacurnent Murnber: MNAFSDCSRB-15-00091
Document Mame: FILE CABINETS 020515
Type: Cancel Commitment
Amount: $1,599.98
Yalidation Messages
The Document has passed all validations,
Save and Post | Cancel
» Validate the dollar amount
» Click Save and Post
» Click Summary from the Menu Options to refresh the screen
17 After the cancel commitment has been approved/accepted, you will need to change the
guantity and thus to the amount of the requisition. To do this you will need to copy the
requisition and then make the update(s) to the copy of the requisition.
Cancel Commitment: Accepted/Adpproved by Financial Systermn, Posted: 02/05/2015 09:49:07, Amount: $1,599,95
The reason for copying the requisition is because CFS does not update the original
commitment, nor does it overwrite it. This will cause problems down the line within
C.Award/CFS when trying to obligate the purchase. This includes cost, quantity, ACCS
and any other mistakes or additions forgotten.
Note: This copying process is extremely important not only when there are changes to the
quantity or cost, but also for an ACCS that did get committed and now needs to be changed.
18 From the Requisition Summary screen do the following:

» Click Copy from the Menu Options
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Action

19

The Requisition Document Duplicate screen appears.

Requisition Document Duplicats P, R e
* = Required Field
Copy From
Documnent Numnber: NAFSDCSEB-15-00091

Crocument t Mame: FILE CABIMETS 020515

Save Reset Cancel

» Choose NAFSDCSB from the PICKLIST
» Change the Document Name
» Click Save

Note: Do NOT check the Free-form checkbox. ALWAYS use the PICKLIST.

20

The Requisition Administration screen appears. Make any changes that are needed on
this screen. When finished do the following:

» Click Save
» Add to Hotlist
» Click Line Items from the Menu Options

21

In the Search Criteria:

> Click Search

All line items will then be listed.

Click on 001

22

Change the Qty field to the correct quantity
Click Save

Click Summary from the Menu Options
Click Forms from the Menu Options

YVVVYVY |V
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Action

23

The Requisition Form Setup screen appears

» Click Accounting Codes checkbox

» Click Cost of Line Item Applied to the Account Code checkbox
» Click Delivery Date checkbox

» Click View Form

A warning message will appear
» Click OK

Note: The requisition form should be re-saved and re-printed since a change was made.

24

A new window will open showing your requisition form in Adobe (pdf) format. You can
then print or save your document.

» Close out the window
» Click Save
» Click on Commit from the Menu Options

Notes: Anytime accounting or dollar amounts are being changed the requisition should be sent
to the reviewing/approving official again. If it was a typographical error, such as a misspelling,
those types of errors do not necessarily have to go through the approval process again.

25

The Financial Interface Validations screen appears.

» Review the Requisition Report (pop-up) and Close it
> Validate the dollar amount on the Financial Interface Validations screen
» Click Save and Post

25a

For training purposes on this exercise, you will not be doing the REVIEW & APPROVAL
process

26

» Click Home from the Standard Menu Bar
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Step Action
27 You should now go and cancel/delete the previous requisition, since it is no longer
valid. To do this, from the Requisition Summary screen:
» Click on the Worksheet view tab
Home Va5 maan 1o
S ol ReSocoaliGiaiasiing v orcheet SR
Search Reset all Search Fields
Document Type: [ Document Status: | =] Procurement Status: | =]
Search By Docurnent: | =l [ =T
Search By Date: [ =] From: [ To: | for: | =l
Search By Priority: lj far: lﬁ Docurnent viaw:m
Search
Please enter search criteria and dlick on 'Search' to view results.
Note: You should use your office’s policy of cancel or delete. If your office does not currently
have a policy, know that the following will happen:
v Cancel will cancel that requisition so it may not be used again, but will keep a record on
hand.
v' Delete will permanently delete the record and will no longer be available.

28 One the Worksheet View Tab, there is an area to search for an existing requisition or
you can click Search to view all of your documents. Find the one that you copied from
and click on the Document Name

29 The Requisition Summary screen appears. To cancel/delete this requisition:

» Click on Cancel or Delete from the Menu Options
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Step Action
30 The Cancel Comments or Delete Comments screen appears. On this page you will need
to enter the comments as to why this requisition is being canceled.
Cancel Comments Ve::lsjr: ?FSBY?;:?‘N}E;(?\Q
* = Required Field
Document Number: WNAFSDCSB-15-00091 Document Mame: FILE CABINETS 020515
Current Date: 0z/05/2015
\ H
* Comments: ;I
You have [S00 characters remaining far your input.
Save  Apply  Reset  Cancel
Delete Comments vEUrS:.;nAgag Aéfi’l'ﬁé’?‘?&
* = Required Field
Document Number: NAFSDCSB-15-00091 Docurnent Name: FILE CABINETS 020515
Current Date: 02/05/2015
| 5|
* Comments: ;I
‘You have [E00  characters remaining for your input.
Save  Apply  Reset  Cancel
» Enter Comments (i.e. Quantity/Cost changed. Copied document and
recommitted/submitted with updated information)
» Click Save
31 The screen will refresh back to the Home screen, Worksheet View Tab and a message

should appear at the bottom of the screen:

Requisition successfully cancelled.

Document was successfully deleted.

Note: Once a requisition has been cancelled, you will no longer be able to commit or submit this
document. Once a requisition has been deleted, you will no longer be able to see it.
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Exercise #7: Create a Requisition (Multiple Lines of Accounting, & Rounding
Issue)

Objectives: e Navigate through C.Request
e Create Multiple Accountings for a line
e Use Rounding Worksheet to figure out multiple accounting costs
e Follow flow chart

Instructions: Execute the following steps:

Your boss has emailed you with the details of the ergonomic chairs needed to be ordered for
the office staff. Please use the details in the email to set up your requisition.

Subject: Chair Order

From: Your Boss <yourboss@noaa.gov>
Date: Mon, Current Date 08:10:20 — 0500
To: You <yourname@noaa.gov>

We need 30 new ergonomic chairs. Below are the specs. Use GSA # GS-27-F-0024V and the following
accounting codes for these purchases.

(30) BIG AND TALL MESH CHAIR WITH MESH SEAT
Brand: Office Star Space Collection
Dimensions: 27"W x 26-1/2"D x 42"H
GS-27F-0024V $393.82/ea

ACCS:

14.15.28LEF28.800.0001.022116001.3021000200000000.2625 $5000.25
14.15. 28LEF29.P00.0001.022116001.3031000200000000.2625 $1500.10
14.15.42MC103.FBJ.0016.040401001.2006000001000000.2625 $2500.15
14.15.GTASDIR.P00.2029.010203004.0602000401000000.2625 $2814.10
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Step

Action

1

From the Home screen
» Click Create Requisition from the Menu Options

The Requisition PIIN and Name screen appears
» Choose NAFSDCSB from the PICKLIST

» Change the Document Name if you wish

» Click Save

3a

The Requisition Administration screen appears. From the Administration view tab
Enter the Delivery Date (i.e. MM/DD/YYYY)

Enter the FAAPS# (i.e. 5 zeros)

Enter the COR (i.e. EKC — make sure to use the refresh icon if typing)

Look up the Federal Supply Class code and select it (i.e. Office Furniture)

Enter the Purpose (i.e. Purchase of Ergonomic Chairs for the Office)

Enter Contract (i.e. GS-27F-0024V)

Click on Funding view tab

YVVVVVYVYY

3b

From the Funding view tab

» Enter the Certifies bonafide need field (i.e. TRAINING ID name)
» Enter the Certifies funds available field (i.e. DAB)

» Enter the Agency Identifier (i.e. 13)

» Enter the Main Account (i.e. 1450)

» Click on Addresses view tab

From the Addresses view tab
» Enter/Verify all applicable addresses including Supplemental Address Information
» Click Save

» Click Add to Hotlist from the Menu Options

The Requisition Summary screen appears
» Click Line Items from the Menu Options

The Requisition Line Item Management screen appears
» Click Create CLIN from the Menu Options
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Step

Action

6a

From the Administration view tab (Line 0001)

Enter Qty (i.e. 30)

Enter Ul (i.e. EA)

Enter Cost (i.e. 393.82)

Enter Description (i.e. BIG AND TALL MESH CHAIR WITH MESH SEAT, Brand: Office
Star Space Collection, Dimensions: 27 IN W x 26-1/2 IN D x 42 IN H, GSA Contract:
GS-27F-0024V)

Enter Receiving Office Number (i.e. copy an Address Code)

Click on Address view tab

YV VYV

Y V

From the Address view tab

» Verify addresses are correct

» Click Apply

» Click Accounting from the Menu Options

Note: Apply needs to be done here because it will save our line information and give us the
ability to then add line accounting. If save was done instead of apply, the user would have to re-
open the line in order to see the Accounting option for the line.

6b

The Account Code Management screen appears.

isiti i User: ABBY ALABAMA [AVA]
Requisition Line Iterm Account Code Management Vet 006 BEeen o8 e
Line Item No.: 0001, ERGONOMIC CHAIRS
Search Criteria
Search Criteria m | ;l |

Search
Line Item Total: 11514.60 Total Cost: $0.00 Total Percent: 0% Total Quantity: 0.00
[« [r ¥ pisplaying 0- 0 f 0
Mark Account Code Cost Quantity Percen t BOC

Mo Account Code records found that meet the filter criteria
EIENDIC]
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Step

Action

6bl

Because there are more than three accounting codes that will need to added to this line
and because your boss has asked that it be done by cost, you may end up with what is
called a rounding issue. This happens because C.Request only allows for two decimal
points in the quantity but CFS requires four. However, CFS does not allow fora 0
guantity. So if the quantity broken out equals something along the lines of 0.0040 it
would round to zero, but you would have to put at least 0.01 in C.Request in order for it
to go through in CFS.

So when you add accounting to the line the following must be there:
Line Item Total = Total Cost (accounting)
Total Percentage = 100%

Total Quantity (accounting) = Quantity on Line

To make this easier in calculating and easier to enter into C.Request, we have come up
with a worksheet that will help.

FY 2015 — Version 1.1 78




C.Request for New Users Training Exercises

Step

Action

6b2

The Rounding Worksheet is done in Excel.

3 [ C [1] E F @
1 Summary Line Total Diffesence  Fiz
2 Line item Total 0000 000 0
3 Taotal Quanaivy 100 100 [} (a1 5]
4 Duantity can not be 0 im CFE and Crequest only chows 2 decimal places
5 _ |accs Carst Eiz [Esrcent
& |H S00.00 L0 100 00
T | [ [
2 (1 | [ [
EE 2] D0| [ 000
W | #5 [T [ [
LE QD0a0| (=] D00
T [T [ [
fanE ©: Dg0| [e] 000
T | [ [
L J 1 Dg0| [ie] 000
% || [T [ [
TR Q00| (=] D00
L [T 000 [
fcE d L] D0 [ie] 000
20 | 415 | [ [
I J 1 Dg0| [ 000
22 M7 [T 0.0 [
23 e Q00| (=] 000
A [T [ [
25 BP0 D0 [e] 000
HAE] | [ [
27 BRI D0| [ 000
2 [#23 [T [ [
25 B34 L) (=] 000
30 H2E [T 0,00 [
il | ERE Dg0| [ 000
12 | w2T | [ [
3% | #2E | 0,00 [
4 H23 0] [ [
35 &30 D.DD(IIIII (=] D00
® Subtotal E00.00 LOo00 100 [T

The colored boxes do all of the calculations for you. Notice there are two columns for
qguantity. The first is for the CFS side showing the four positions after the decimal point.
The second column shows what C.Request does to “round” the quantity to two
positions after the decimal point. If any value in the Rounded Qty column has rounded
to 0.00 or the subtotal of that column is more than the line quantity, you will need to
use the FIX column to fix the quantities to make sure they equal the line quantity. Any
column that is white is a fillable field and will allow you to enter your data.
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Step Action
6b21 | For our exercise we have 4 accounting codes to add. We'll do this into the worksheet
first:
A B C D E F G
1 Summary Line Total Difference Fix
2 Line Item Total 1181460 11,814.60 0.00
3 Total Quantity I SD.DD.I 30.01 -0.01 30.00
4 Quantity can not be 0 in CFS and Crequest only shows 2 decimal places
5 ACCS Cost Quantity Rounded Oty  |Fix Percent
6 |[#1 5,000.25 126960 12.70 12 .69 42 32%
782 1,500.10 3.8100 381 3.81 12.70%
2 #3 2,500.15 6.3480 6.35 6.35 21.16%
S 34 2,814.10 7.1460 7.15 7.15 23.82%
The worksheet will automatically calculate the quantity and percentage to be added to
C.Request. By the subtotal and total areas, you will see if there are any differences that
need to be corrected.
Any changes to the quantity should be done in the FIX column and if that is the case,
you will need to make sure to enter that column’s quantity into C.Request.
You are also then able to print this worksheet out for easy entry into the system.
6¢C Going back to C.Request from the Account Code Management screen:

» Click Create from the Menu Options
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Step

Action

6cl

The Account Code Detail screen appears.

User ABBY ALABAMA (HUA)
Account Code Detall Version: 9.3 Scren ID: RACD

Line Item No.: 0001, ERGONDMIC CHAIRS * = Required Field
Bureau Code (2): ’7 < Import Entire Account Code
Fiscal Year (2): =
Project (7): —»
Task (3): S
Fund (4): &
Program {2):
Organiza tion (16):
Object Class {8):

User Defined (6):

* allocation By:

Percent: 00 Cost: o Quantity: 0

0],

Save Apply Reset Cancel

Enter all values of the first ACCS (e.g., bureau, fund, etc) from your worksheet
14-15-28LEF28-B00-0001-022116001-3021000200000000-26250000-000000

VY

Select Allocation By (i.e. Cost)
Enter Cost (i.e. 5000.25)
Enter Quantity (i.e. 12.69)
Click Save

6c2

Click Create from the Menu Options
Enter all values of the ACCS (e.g., bureau, fund, etc)
14-15-28LEF29-P0O0-0001-022116001-3021000200000000-26250000-000000

\VYVY | VVVYVY

Select Allocation By (i.e. Cost)
Enter Cost (i.e. 1500.10)
Enter Quantity (i.e. 3.81)
Click Save

YV VYV
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Step Action
6c3 | » Click Create from the Menu Options
» Enter all values of the ACCS (e.g., bureau, fund, etc)
v’ 14-15-42MC103-FBJ-0016-040401001-2006000001000000-26250000-000000
» Select Allocation By (i.e. Cost)
» Enter Cost (i.e. 2500.15)
» Enter Quantity (i.e. 6.35)
» Click Save
6c4 | » Click Create from the Menu Options
» Enter all values of the ACCS (e.g., bureau, fund, etc)
v 14-15-GTASDIR-P00-2029-010203004-0602000401000000-26250000-000000
» Select Allocation By (i.e. Cost)
» Enter Cost (i.e. 2814.10)
» Enter Quantity (i.e. 7.15)
» Click Save
6d » Verify Line Item Total equals Total Cost
» Verify Total Percentage equals 100%
» Verify Total Quantity equal the total line item quantity
Requisition Line Item Account Code Management VE,f::. 2',5;” :i‘l:m:;}iv:cj
ool HC—H|
Line Item Total: 11814 .60 Total Cost: $11,814.60 Total Percent: 100% Total Quantity: 30.00
I 7 Displaying 1 - 4 / 4
(] 141528LEF26R0000010221160013021000200000000262500000000040 $5,000.25 12.69 42.32
l- 1415281 EF29P000001022116001302100020000000026250000000000 $1J5EIEI‘1EI 381 12.7
(m] 141542MC103FBI0016040401001200600000100000026250000000000 $2,500.15 6.35 21.16
(] 1415GTASDIRPO02029010203004080200040100000026250000000000 $2,814.10 715 2382
[ ZIEIIC
7 » If finished click Summary from the Menu Options

» Click Forms from the Menu Options
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Step

Action

8

The Requisition Form Setup screen appears

» Click Accounting Codes checkbox

» Click Cost of Line Item Applied to the Account Code checkbox
» Click Delivery Date checkbox

» Click View Form

A warning message will appear
» Click OK

A new window will open showing your requisition form in Adobe (pdf) format. You can
then print or save your document.

Close out the window
Click Save

10

Click Commit from the Menu Options

Validate the dollar amount

Click Save and Post

Click Summary from the Menu Options to refresh the screen

VVVYVY | VY

When finished verifying the accounting was approved/accepted:
» Click Home from the Standard Menu Bar

11

For training purposes on this exercise, you will not be doing the REVIEW & APPROVAL
process
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Demonstration #1: Create a Requisition — Simple Contract with Option Year

Objectives: e Navigate through C.Request
e Create a Requisition for a Simple Contract
e Use the Option View Tab
e Follow flow chart
e Learn about how to lookup a FAAPs#

Instructions: Execute the following steps:

Your office needs janitorial services for various locations. You’ll need to create a requisition for
the first year and add an option year.

Step Action

1 From the Home screen
» Click Create Requisition from the Menu Options

2 The Requisition PIIN and Name screen appears
» Choose NAFSDCSB from the PICKLIST

» Change the Document Name if you wish.

» Click Save

3a The Requisition Administration screen appears. From the Administration view tab
Enter the Delivery Date (i.e. MM/DD/YYYY)

Enter the Purpose (i.e. TO PROCURE JANITORIAL SERVICES)

Enter the COR (i.e. EKC — make sure to use the refresh icon if typing)

Look up the UNSPSC code and select it (i.e. JANITOR)

YV VYV
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Step

Action

3b

Reminder you will need to use a FAAPs number for anything over $150,000 or is a type
of service that has no dollar level. So, in order to find out that number, one of the
easiest ways to figure it out is to look up your NAICS code. Go to:
http://www.census.gov/eos/www/naics/

U.S. Depariment of Commerce | Blogs | Index AZ | Glossary | FAGE

CUnileﬂ States® — Search

Geography Library About the Bureau Newsroo
Maps, Geegraphic Data Infegraphics, Publications. ‘ools, Developers Research, Surveys m

You are here: Gensus.qow » Business & Industry » NAICS

North American Industry Classification System

NAICS Search: Introduction to NAICS Announcements
Auqust 08, 2014 [PDF, 292KB]

Enter keyword or 2.6 digt code .. oy American Industry Classification System (NAICS) is the standard used by Federal statistical agencies in classifying business establishments for 2017 North American Industry

the purpose of collecting, analyzing, and publishing statistical data related to the U.S. business economy. Classification System (NAICS)
5012 NAICS Search Revision - Motice Regarding
NAICS was develaped under the auspices of the Offce of Management and Budgel (OME), and adopted in 1997 to replace the Standard Industril of the
Classification (SIC) system. It was developed jointly by the U.S. E ification Policy Committes (ECPC), Statistics Canada B, and Mexico's Factoryless Goods Producer
Instituto Nacional de Estadistica y Geagrafia B+, to aliow for a high level of cnmparabnny in business statistics amang the North American countries. Classification in NAICS 2017-
Enter keyword or 2.6 digit code | 1. ficial U.S. Govermment Web site provides the latest information on plans for NAICS revisions, as well as access to various NAICS reference fles and | Notices- Vol. 78, No. 163
— s May 22. 2014 [PDF, 324KB]
=arc The official 2012 U.S. NAICS Manual includes definitions for each industry, background information, tables showing changes between 2007 and 2012, anda 2012 North American Industry
comprehensive index. The oficial 2012 U.S. NAICS Manual is available in print and on CD-ROM from the National Technical Information Senvice (NTIS) at Classification System
(800) 553-6847 or (703) 605-6000, or through the NTIS Web site. Previous versions of the NAICS Manual are available. (NAICS)}—Updates for 2017;
Enter ke d or 2-6 digit cod Netices. Vol. 79, No. 99
METASYWOIE 0L =0 A €008 pgetional an the and of NAICS is available in the History section of this Web site_

3b1

In the 2012 NAICS Search field, enter what you’re looking for. In this case we’re going
to enter janitor and click the Search button. The results (if any) will display:

2012 NAICS Key Word Search

Search results for: janitor
Mumber of records found: 7

423850 Janitorial equipment and supplies merchant wholesalers
424690 Janitorial chemicals merchant wholesalers

453998 Janitorial equipment and supplies stores

561720 Janitorial senvices, aircraft

561720 Janitorial senvices

561720 Building cleaning services, janitorial

Copy the number of the one that fits what you’re looking to procure. In this case we
would select 561720.
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Step

Action

3b2

We would then go to the FAAPs lookup website:
http://fido.gov/doc/aap/publicview.asp

DOC-FAAPS at FIDO GOV oy
Forecasting and Advance Acquisition Planning ’

System

Advance Acquisition Plan Search

Welcome to the Department of Commerce's search tool for our planned acquisitions for requirements over
$150,000. As requirements change these acquisition plans are updated by department personnel and this site is
automatically updated. Contact information is provided for each acquisition plan.

» Please choose vour criteria below and click the Search for List of AAPs button.
+ Once vour information is retrieved you may save it to your computer by clicking the Spreadsheet link
+ Youmay also click the Search for a Single AAP by Number link.
+ Definitions
Organizational Element Requirement Description (contains)
CENsUS
DOC OSEC
MNIST
NOAA
PTO
Expected Dollar Range Acquisition Method Contract Vehicle
NAICS Code Small Business Program Services IT
- - -

NAICS Codes on the Web

|  SearchforListof AAPs | Search for a Single AAP by Number

When searching on this page, less is more. So only enter the NAICS code and possibly
select our bureau under Organizational Element. When that has been entered, click on
the Search button.
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Action

3b3

The results (if any) will display:

DOC-FAAPS at FIDO GOV i =
Fareessring and Advance Acquisition Planaing ’

System

February 0%, 2012

DOC AAP Search Repord (14 rows remurned)
WHERE ContmerVehicls <= Mo Longes Requred AND MarkedCompiste At Is Nt Null AND
PuoblicView = Yes' AND Lefn(ComtractVehicle,T) <> "Awwrded AND NAICSCode Like 5617200

Small
Acquisition Dollar REP_RF Release Release Award  Business
Requirement Description ~ OE  Office Dirision i Competitive Method ~ Range PRDate QDate QTR FV  Date ‘ame  Number PO C E Mail
. . T 3 r . 1
. | Custodial Semvices fon NISTm | | I o , o 1T I I e | aWayme || -
369 |t D NST  [ASD 61720 |Comtrazt |Ne o o [s20a 1252004 1 015 120 |TBD |Yes  [Ne P (975 fusayue e
1 Award ¢ s
The Contractor shall proviss
Al labee, supecvision,
admimistratyon, squiprent,
materals amd supplies wless New - s
22016 |obmrese sprahied slsewhee [NIST [EMES 5670 |Contract (Vs poy Mo ysan aons |3 e [o1204 frED v [Ne LeisaLond (497 [llord@houlders
m thms document, necessany (o Award =] 08
Execcise Option fos Custodial — -
21632 |0 NST  [EMsS 361120 [Modification |No o ang A funos (2 o1e |usons frED  |Yes  Ne Lemsalond 47 [lmsa lord Guust.
s 3032
T of
i Tomizorial Serviees eontraet -
17143 |2 the Westers Repicesl - e B catrattes [P encmnne bnians |y VO e Krisea [ -
1 (WRCyin Soane W [NOAA [CADFODEMESEATTLE [561720 [Optin  |No fcontractts) [¢1 ™ {15205 210205 |4 15 |mazns fsw Ye  Ne g [ [t ctune
Perisd of Performance i =~
1120156302016,

Scroll through the listings. If one doesn’t exist, you may have to create a new FAAPs
plan. On this website is a listing of people for the line offices that can give you access to
the system as well as videos to help you create one.

3b4

Go back to C.Request to:

» Enter the FAAPs#
» Click on Funding view tab

3b5

From the Funding view tab

Enter the Certifies bonafide need field (i.e. TRAINING ID name)
Enter the Certifies funds available field (i.e. DAB)

Enter the Agency Identifier (i.e. 13)

Enter the Main Account (i.e. 1450)

Click on Addresses view tab

YVVVYVYY

3b6

From the Addresses view tab
» Enter/Verify all applicable addresses including Supplemental Address Information
> Click Save

The Requisition Summary screen appears
» Click Add to Hotlist from the Menu Options
» Click Period of Performance Defaults from the Menu Options
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Step

Action

5 The Period of Performance Defaults Management screen appears:

Period of Parformance Defaults Management

Search Criteria

Filter Criteria:

User: ABBY ALABAMA (AUA)
Version: 3.3 Screen ID: POPD

[T ©ption Period

Filter an: [ BN =0
Search
Mark all Unmark All
([ [m Displaying1-2/2
Mark Period DEfag'attgegi“ Derg‘;'tt:“d Total Days Calendar/Work Days Assigned
™ Base Period Calendar Mo
Calendar No

[EIRF AL

» Click Base Period

5a

Feriod of Performance Default Detail

*period: Base Periad

Use: & Calendar  work Days
Caleulats By: @ Dates © No. of Days
Defsult Begin Date: ||7'§]

Default End Date:

No. of Days:

Assigned: Mo

Choose Use (i.e. Calendar)
Choose Calculate By (i.e. Dates)
Enter Default Begin Date

Enter Default End Date

Click Save

YV VVYVY

Save

The Period of Performance Default Detail screen appears:

LISEF MBET ALABAMA LAVA)
Version: 9.3 Screen ID: POPCE

* = Required Field

Reset Cancel
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Step

Action

5b

Period of Performance Defaults Management

Period of Perfarmance successfully updated.

search Criteria

" Filter criteria: [ |

The Period of Performance Default Detail screen appears with your new period listed:

Usar: ABRY ALABAMA (AVA)
Wersion: 9.3 Screen IDt POPD

d

Filter on: [ E T =
Search
Mark all Unmark all
RN Displaying1-2/2
Mark Period Dera;:t:“i" Def;‘;'tt:"d Total Days calendar/Work Days Assigned
[T Base Period 04/01/2015  03/31/2018 366 Calsndar Mo
Mo

[T Option Period Calendar

» Edit Option Period dates

5c

The Period of Performance Default Detail screen appears with your new period listed:

Period of Performance Defaults Management

Parind of Performance successfully updatad,

Search Criteria

! Filter Criteria: T -

User: ABBY ALABAMA [AVA)
wersion: 9.3 Screen ID: PORD

]

Filter an: | _'I | ;I \
B Search
Marle all Unrmark all
I Displaying1-2 /2
Mark Period Default Begin Default End o4 pays Calendar/Work Days Assigned
7 Base Period 04/01/2015  03/31/2016 366 Calendar Mo
04/01/2016  03/31/2017 365 Calendar Mo

[T ©ption Period

RITIC
When finished adding your Period of Performances

» Click Line Items from the Menu Options

The Requisition Line Item Management screen appears
» Click Create CLIN from the Menu Options
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Step

Action

7

The Requisition Line Item Detail screen appears

From the Administration view tab (Line 0001)

» Enter Qty (i.e. 12)

» Enter Ul (i.e. MONTHS)

» Enter Cost (i.e. 1800)

» Enter Description (i.e. BASE-YEAR JANITORIAL SVCS {DATES}

» SERVICES NON-PERSONAL TO FURNISH ALL LABOR, MATERIALS AND EQUIPMENT
NECESSARY TO PERFORM SERVICES IN ACCORDANCE WITH SOW ATTACHED.)
Enter Receiving Office Number (i.e. copy an Address Code)

Click on Address view tab

Y V

From the Address view tab
» Verify addresses are correct
» Click on Option view tab

From the Option view tab (Line 0001):

i Usar: ABBT ALABAMA LAVA)
Requisition Line Itern Detail Version: 9.3 Scraen 10 RLID

| Administration || Address | Option
Option: -
Parind Begin Dsts: E— Perind End Dats: E—

Save Apply Reset Cancel

» Choose the Option (i.e. Base Period) — Dates will automatically fill in from what you
had from the Period of Performance.

» Click Apply

» Click Accounting from the Menu Options

Note: Apply needs to be done here because it will save our line information and give us the
ability to then add line accounting. If save was done instead of apply, the user would have to re-
open the line in order to see the Accounting option for the line.

The Account Code Management screen appears.

» Click Create from the Menu Options
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Step Action

10 The Account Code Detail screen appears.
» Import your Personal Account Code
» Change the Object Class if needed (i.e. 25-27)
» Select Allocation By (i.e. Percent)
» Enter Percent (i.e.100)
» Click Save

11 The Account Code Management screen appears with the accounting now listed.
» Click Line Items from the Menu Options

12 The Requisition Line Item Management screen appears
» Click Create CLIN from the Menu Options

13 The Requisition Line Item Detail screen appears

From the Administration view tab (Line 0002)

VV VYV

Y VY

Enter Qty (i.e. 12)

Enter Ul (i.e. MONTHS)

Enter Cost (i.e. 1800)

Enter Description (i.e. OPTION YEAR 1 - JANITOR SERVICES — SPECS IN ATTACHED
SUPPORT DOC)

Enter Receiving Office Number (i.e. copy an Address Code)

Click on Address view tab

From the Address view tab

>
>

Verify addresses are correct
Click on Option view tab
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Step

Action

14

From the Option view tab (Line 0002):

i i User: ABBY ALABAMA [AVA]
Requisition Line Itern Detail Version: 3.2 Screen D) RLID

L
* = Required Field

| Administration | Address | Option
Option: -

Period Begin Date: l—rz_‘] Period End Date: ’—“z—a]

Save Apply Reset Cancel

» Choose the Option (i.e. Option Period)

» Click Save (option periods are not funded)
» Click Summary from the Menu Options

» Click Forms from the Menu Options

Note: For option years you don’t add accounting to those lines. As long as one line has
accounting the option year lines will go through.

15

The Requisition Form Setup screen appears

» Click Accounting Codes checkbox

» Click Cost of Line Item Applied to the Account Code checkbox
» Click Delivery Date checkbox

» Click View Form

A warning message will appear
» Click OK

16

A new window will open showing your requisition form in Adobe (pdf) format. You can
then print or save your document.

» Close out the window
> Click Save

17

You would then add any support documentation and get the commitment approved
before sending it for review and approval and have the FCO submit to acquisitions.
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Demonstration #2: Create a Requisition — Exercising Option Year

Objectives: e Navigate through C.Request
e C(Create a Requisition to Exercise Option Year
e Copy previous requisition
e Use the Option View Tab
e Follow flow chart

Instructions: Execute the following steps:

Your office still needs janitorial services for your location(s). You'll need to create a requisition
to exercise the option year already contained on the initial contract. You'll copy the original
requisition, delete the original base line and make changes to your option line.

Step Action

1 From the Home screen

» Click on the Worksheet view tab

User: AREY ALABAMA [AVA)
e Version: 9.3 Scresn ID: RW

ol i R o S il lles520 iy
Search Reset all Search Fields
Document Type: [ Documnent Status: | <] Procurement Status: | =]
Search By Document: [ =l [ =l
Search By Date: [ =l From: | Ta: | for: [ =

Search By Priarity: =l for: =] Document view: |Al -

Search

Please enter search criteria and click on 'Search’ to view results,

One the Worksheet View Tab, there is an area to search for an existing requisition or
you can click Search to view all of your documents. Find the one that had the base and
option year.

» Click on the Document Name

2 From the Requisition Summary screen do the following:

» Click Copy from the Menu Options
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Step Action
3 The Requisition Document Duplicate screen appears.
Requisition Document Duplicate \[grs\\:n?sge.l; A:g\;:ﬁgérg%(c?ﬁ
* = Required Field
Docurnent Number: WNAFSDCSB-15-00094
Documsnt Humber: -[i5=] - [
* Document Name: [NesJEzORTEFRTT
Save Reset Cancel
» Choose NAFSDCSB from the PICKLIST
» Change the Document Name
» Click Save
Note: Do NOT check the Free-form checkbox. ALWAYS use the PICKLIST.
4 The Requisition Administration screen appears. Make any changes that are needed on
this screen. When finished do the following:
» Click Save
» Add to Hotlist
» Click Line Items from the Menu Options
5 The Requisition Line Item Management screen appears.

L . UsEr: ABET ALABAMA LAUA
Requisition Line Itemn Management Wersions 9.3 Screen 107 RLIF

Search Criteria

Filter on: I - =l I

Search

Result Sorted By: Line Item Mo.

Please enter search criteria and click an 'Search’ to wiew results,

» Click Search
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Step Action

6 All lines will appear.

i User: ABBY ALABAMA (AVA])
Requisition Line Item Management Wersioni 8.3 Screen 100 RLIM

Search Criteria

Filter an: e E

Result Sorted By: Line Item No. Search

Mark all | Unmark All

View Line Item Totals Displaying 1 - 2

Mark LI# & Description s Qty s Ul & Cost &  Option & Pricing ¢  Action & Ept';tl;JIs s
o001 f(’;':LTOR SUCEIRETAILE RIS CHRAIACHERIBASE 1z.00 MO 1,800.00 Base Period  N/A Unsubrmitted
" 000z  OPTION YEAR 1 JANITOR SVCS.. 1200 MO 1,800.00  Option Period  M/& Unsubmitted

Displaying 1 - 2

Click Mark checkbox for Line 0001
Select Delete from the Menu Options
Click OK from the message prompt
Click 0002 from the Line Items to edit it

YV V VYV

7 The Requisition Line Item Detail screen appears.

Requisition Line Itam Detail Useri ABBY AMBN\['IQ:(

Version: 9.3 Screen

L
* = Required Fisld
Adrninistration ﬁiiﬁii gm'w
* Line Itern No: nooz
* gty E * I MO * Cost; 1300
Tatal Cast: 4 21,600.00
Header: _I
“ou have characters remaining for your input,
COPTION YEAR 1 JANITOR SVCS ;I
* Description:
rou have characters remaining for your input,
Mot Separately Priced: [m]
* UNSPSC Code: rerioom R Stack Itern: 2
UNSPSC Title: Cleaning and janitorial services =
* FSC Code: 5299
FSC Description: QOTHER HOUSEKEEPING SERVICES =
* Receiving Office Number: &J151200

Modification LI Action: ;I

» Change the Modification LI Action to:

Modification LI Action: Change Award Line ltem -

» Click on the Option view tab
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Step Action

7a

User: ABRY ALABAMA (AVA)

Requisition Line Item Detail Version: 9.3 Screen ID: RLID
L .
* = Required Field
Gl miniaiaianes Sty ortion
Option: Option Period x|
| Period Begin Dats: TR Period End Date: T
| ] Save Apply Reset Cancel

» Change the option to “blank”
» Delete the Period Begin and End Dates

Usar: ABRY ALABAMA [AVA,

Requisition Line Item Detail Version: 3.3 Sereen 10 RLIC

L
* = Required Fisld

| administratin || ddress | Cetien
Option: 53|
"| periad Begin Date: [E— period End Date: [ —

Save Apply Reset Cancel

» Click Apply
» Click Accounting

8 The Requisition Line Item Account Code Management screen appears:

Requisition Line Itam Account Code Management Vefsis:n'i 2[,53” ?;:B;M;E(?’:g

Line Item No.: 0002, OPTION YEAR 1 JANITOR SYCS

Search Criteria

Search Criteria FRRRN =] [ =l

Search
Line Item Total:  21600.00 Total Cost: $0.00 Total Percent: 0% Total Quantity: 0.00
IR Displaying 0 -0 / 0
Mark Account Code Cost Quantity Percent BOC

» Select Create from the Menu Options
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Step

Action

9

The Account Code Detail screen appears.

Import your Personal Account Code

Change the Object Class if needed (i.e. 25-27)
Select Allocation By (i.e. Percent)

Enter Percent (i.e.100)

Click Save

10

VVV | VVYVVYVY

Verify Line Item Total equals Total Cost
Verify Total Percentage equals 100%
Verify Total Quantity equal the total line item quantity

Requisition Line Item Account Code Management

Accoun

t Code successfully added.

Line Item No.: 0002, OPTION YEAR 1 JANITOR S¥CS

Usar: ABBY ALABAMA [AVA
£ 9.3 Screen ID: RAC

Version:
4j

Search Criteria

search Criteria [RNNIEE] | =

Search

Line Item Total: Z1600.00 Total Cost: $21,600.00 Total Percent: 100% Total Quantity: 12.00

Mark Account Code Cost

Quantity

Percent

Displaying 1 -1 / 1
BOC

] 141628LEF29P000001022116001303100020000000025270000000000 $21,600.00 1z.00

100

>

Click Summary from the Menu Options

11

Finish the process:

YVVYVY

Add Supporting Document(s)

View Form

Set up Routing

Commit after final approval

Submit after Commitment Approval
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C.Request for New Users Training Exercises

Demonstration #3: Create a Requisition — To De-Obligate Funding

Objectives: e Navigate through C.Request
e Create a Requisition to de-obligate funding
e Copy previous requisition
e Follow flow chart

Instructions: Execute the following steps:
Notes:

e Any modifications to awards will always be done through a new requisition. However,
the new requisition will have to have the line number(s) of the original award.

e For de-obligations, the new requisition must have the correct negative amount still left
on the obligation lines. A report can be run that will help you find out what are those
amounts.

Your original requisition was sent to acquisitions, awarded and obligated. Not all of the funds
were used. You will now need to create a new requisition to de-obligate those funds. There
are different reports to be utilized in figuring out what is left to de-obligate. Depending on the
situation, an AGO officer may end up sending you the details of what needs to be sent. Or you
can run the FMC Obligation Discoverer Workbook.

Step Action

1 After running the report or getting something from budget/AGO, you see that you will
need to deobligate the left over amount.

2 Once you know the value, log into C.Request and locate your initial requisition —
through Hotlist, Recently Access, and/or Worksheet tab. Once found open it.

User: ABBY ALABAMA (AVA
Hormne Version: 9.3 Seresn 10: RY

ISR GOt MECCCRiRCRtastain v orksheet  SIRSNNESSanct

Search Reset all Search Fields

Dacument Type: A - Docurnent Status: = Procursment Status: -

Search By Document: | Fiequisition Number =l [Contains =] [MAsJG200-15-00089
Search By Date: [ =l From: | To: | for: | 1=

Search By Priority: hd far: = Document Yisw: [Al 'I

Result Sorted By: Award/Micro-Purchase Create Date,

Displaying 1 - 1
» Procurement .
T Status T

Acquisition Planning -
Record T

Milestone Plan = Requisition L Purchase Request % Award/Micro-Purchase = RDD

] PRIMTER 020415 03/04/2015  Unsubmitted
NARJEZ00-15-00089
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Step

Action

4

From the Requisition Summary screen do the following:

» Click Copy from the Menu Options

The Requisition Document Duplicate screen appears.

» Choose NAFSDCSB from the PICKLIST
» Change the Document Name
» Click Save

The Requisition Administration screen appears. Make any changes that are needed on
this screen. When finished do the following:

Enter the Purpose to be about de-obligating money
Click Save

Add to Hotlist

Click Line Items from the Menu Options

YV VYV

The Requisition Line Item Management screen appears.

> Click Search

All lines will appear.

> Click 0001 from the Line Items to edit it
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Step

Action

9

L

Y V V

The Requisition Line Item Detail screen appears.

Requisition Line Itern Detail User: ABEYT ALABAMA [AVA]

Wersion: 9.3 Screen ID: RLID

* = Required Fisld

Adrninistration ﬁigﬁii i‘an

* Line Item Ho: oo
* Oty i * UL Es * Cost; 136617
Total Cost: $1,366.17
=]
Header:
|
ou have characters remaining for your input.
HP COLOR LASER JET CP4025N PRINTER FED- =]
GS& CONTRACT GS-35F-0103N
* Description:
H
You have characters remaining for your input.
Mot Separately Priced: O
* UNSPSC Code: szizios B Stock Item: =
UNSFSC Title: Laser printers =
* F5C Code: w0
FSC Description: OFFICE DEVICES AND ACCESSORIES E
* Receiving Office Number: (40151200
Modification LI Action: =
P . .
Leave the Modification LI Action at blank
Change your Cost to the zero for the line (i.e. 0.00)

In the Description field enter the amount to be de-obligated (-209.28) & Amount
paid (1156.89)

Click Apply
Click on Accounting

Notes:

v' Negative amounts are no longer allowed in the cost field, de-ob and paid amounts
should be entered in the description.

v It’s important to let the Contract Specialist know the amount to be de-obligated as well
as what was paid in the CFS system.

v It’s also important to check accounting, as depending upon how it was added (cost/qty

versus percentage) you may have to make adjustments so that it captures the new cost
information you just changed.
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Step Action

10 The Requisition Line Item Account Code Management screen appears:

o Liser: ABEY ALRBAMA LAV
Requisition Line Item Account Code Management Version: 9.5 Screen 10 RA

Line Item No.: 0001, DE-OB AMT -$209.28
Y PAID AMT $1156.89

HP COLOR LASER JET CP4025N PRINTER FED-GSA CONTRACT GS-35F-010...

" | search Criteria

Search Criteria RRMNN_] [ =
Search
Line Item Total:  0.00 Total Cost: $0.00 Total Percent:  100% Total Quantity: 1.00
(v M Displaying 1 -1/ 1
Mark Account Code Cost Quantity Percent BOC
O 141528LEF23P000001022116001303100020000000031230000000000 $0.00 1.00 100
IRIDIC]

If the following is there:

Line Item Total = ACCS Cost = Total Cost
Total Quantity = ACCS Quantity
Total Percent = ACCS Percent

Then you do not need to modify this accounting.

Requisition Line Item Account Code Management

Line Ttem No.: 0001, DEOR AMT -200.28
EE0 TOTAL PD AMT 1156.89

Search Criteria

B search criteria [ ~ -
[E— Search
Line Item Total: 0.00 Total Cost: 5$1,366.17 Total Percent: 0% Total Quantity: 0.00
(el Displaying 1 - 1/
Mark Account Code Cost Quantity Percent BOC
r L4 14 7ELEF 2RR00000 1022116001307 1000200000000 2688000000000 $1,366.17 .00 o

If the amounts do not match and you now see a no percentage or quantity, then you
will need to modify this accounting.

11 When finished with the Accounting:

» Click Summary from the Menu Options
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Step Action

12 Finish the process:

Add Supporting Document(s)

View Form

Set up Routing

Commit after final approval

Submit after Commitment Approval

YV VVYVYVY

Note:

v With the Discoverer report being able to be exported as an excel document, might be
helpful to attach it to the requisition for the Contracting Specialist.
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