IAS Release 3.0 Desktop User Guide Other Requisition Scenarios — Introduction

Other Requisition Scenarios

Introduction

In the previous topic, you learned to manage Notifications and approve Requisitions. In this
topic, you will learn about other more complex scenarios that you may encounter as an IAS
user. These scenarios include situations where a specific procedure must be followed
throughout the process, such as when accounting must be changed after an Award had
already been made, and slightly less complex circumstances where Requisitioners have little
in the way of strict instructions because most of the complexity exists on the Acquisition
side, such as a Hanging Commitment or a Recurring Invoice. Many of the topics in this
section cause issues for users. This section should provide adequate guidance so that users
can effectively handle many difficult procurement questions appropriately.

Objectives
In this topic you will learn how to:
e Change a Requisition from 1Q-NOCOMMIT to 1Q-COMMIT (Continuing Resolution)
e Modify a Requisition with new accounting before an Award is made

¢ Handle changing the accounting once an Award has already been associated with a
Requisition

e Understand Hanging Commitments
e Understand Recurring Invoices

Let’s begin by learning more about changing Requisitions from 1Q-NOCOMMIT to 1Q-
COMMIT.
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Changing 1Q-NOCOMMIT Requisitions to 1Q-
COMMIT

Often a Requisitioner will create a Requisition for goods or services knowing the funds are
not yet available for commitment at that time. To accommodate this situation, the
Requisitioner will create the Requisition as an IQ-NOCOMMIT. Once the funds are available
for the total amount of the Requisition, the Requisitioner will need to change the Requisition
to reflect that the funding is now available for commitment. This change can be reflected in
the Requisition by changing the status from IQ-NOCOMMIT to 1Q-COMMIT.

Note: If you only receive part of the funds to initiate your commitment, please refer
to the Continuing Resolution section that immediately follows this section.

Procedures for Modifying the 1Q-NOCOMMIT Requisition

Here are the step by step instructions for modifying a Requisition from 1Q-NOCOMMIT to 1Q-
COMMIT. At this point, a Requisition has been created by the Requisitioner with a
Transaction Code of IQ-NOCOMMIT.

ORACLE iProcurement Shopping Cart Home Logout Preferences

Shop Requisitions Receiving

* Indicates required field Cancel ) | Save ) (Edit Lines (Delivery, Billing, Accounts and Attachments) | Step 1 of 3 | Mext

= Requisition Description  |VCI projectors

Delivery Billing
* MNeed-By Date | 06-Jan-2007 00:00:00 @ = Taxable |Mo A

(example: 20-Dec-2006 19:45:00 ‘ = Transaction Code |IQ-NOCOMMIT "5,?

Requester REQUISITIONER, SEAN
= Deliver-To Location |001G

(_Cancel ) ( Save ) (Edit Lines (Delivery, Billing, Accounts and Attachments) ] Step 1 0f 3 [Next )

Shop | Regquisitions | Receiving | Shopping Cart | Home | Logout | Preferences
Copyright 2000-2008 Oracle Corporation. Al rights reserved. Privacy Statement

NOTE: These steps were covered in the Eating a Simple Requisition section.

The Requisition has submitted a Requisition for goods and has submitted it to IAS. The
Requisition has also been approved by the Management Approver and the Budget Approver.

Note: The Requisition could have been awarded as well, and the steps will remain
the same. When the Contracting Officer gets an 1Q-NOCOMMIT Requisition, he or
she can award it by creating an Award that is marked “Subject to the Availability of
Funds,” which is the Acquisition equivalent of an IQ-NOCOMMIT. This Award serves
as a notification of intent to purchase goods and services from a certain vendor.
Requisitioners can still change the 1Q-NOCOMMIT Requisition without issues, because
no funds are involved.

At this point, the Requisitioner is made aware that complete funding is available for the
goods to be purchased. The Requisitioner will need to go in and change the Transaction
Code. The example that follows begins at this step.

First, as the Requisitioner, log into IAS. The Shop page will be displayed upon login.
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Help

ORACLE' iProcurement Shooping Cari Home Legout
Shop Requisitions Receiving

Search | Exchange.Oracle.com | Go | Advanced Search

Shopping Cart

Stores
o Your cart contains 2 lines
Main Store
m Exchange Oracle com Recently Added Lines
VCl screen, . 40 EACH
o VCI projecto.... 40 EACH
My Requisitions 7
(Full List) ((View Cart and Chedkout)
Requisition Description Total (USD) Status Copy Change Receive
67414 VCl projectors 101000.00 Approved e
67131 computer monitors 29559 80 Incomplete
67130 computer monitors 0.00 Cancelled
67063 laptop 6123.81 Incomplete
67025 Office Chairs 12500 00 Approved |
My Notifications
|_Full List
Type From Subject Sent
PO Confirm Receipt REQUISITIONER, DAVE — You are the designated Receiving Proxy of items on order AG-510N-P-07-0004 05-Jan-2007
PO Confirm Receipt REQUISITIONER, DAVE — You are the designated Receiving Proxy of items on order AG-510N-P-07-0004 05-Jan-2007
PO Confirm Receipt REQUISITIONER, DAVE — You are the designated Receiving Proxy of items on order AG-63X0-P-07-0001 05-Jan-2007
PO Confirm Receipt REQUISITIONER, DAVE — You are the designated Receiving Proxy of items on order AG-1358-P-07-0004 05-Jan-2007
Requisition IMANAGER. BARRY Purchase Requisition 67414 has been approved 05-Jan-2007

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

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

Copyright 2000-2005 Oracle Corporation. All rights

It is important to check the status of the Requisition before making changes to it to
understand where it currently lies in the cycle. To do this, locate the appropriate
Requisition in the list of your Requisitions and click on the Status link. In this example, the
Status link reads Approved. Click Approved.

ORACLE iProcurement Shopping Cart Home Logout Preferences Hely
Shop Requisitions Receiving

Stores | Categories | Shopping Lists | Mon-Catalog Request

Search | Exchange. Oracle.com 1 Go ) Advanced Search
Stores Shopping Cart

= Your cart contains 2 lines

Main Store

m Exchange Oracle com Recently Added Lines

VCl screen. . 40 EACH
. VCI projecto 40 EACH
My Requisitions i
| Full List ) (_View Cart and Checkout
Requisition Description Copy Change Receive
87414 VCI projsctors &)
67131 computer monitors
67130 computer monitors 0.00 Cancelled
67063 laptop 612381 Incomplete
67025 Office Chairs 12500 00 Approved e
My Notifications
| _Full List J
Type From Subject Sent
PO Confirm Receipt REQUISITIONER, DAVE —You are the designated Receiving Proxy of items on order AG-510N-P-07-0004 05-Jan-2007
PO Confirm Receipt REQUISITIONER, DAVE —You are the designated Receiving Proxy of items on order AG-510N-P-07-0004 05-Jan-2007
PO Confirm Receipt REQUISITIONER, DAVE —You are the designated Receiving Proxy of items on order AG-63X0-P-07-0001 05-Jan-2007
PO Confirm Receipt REQUISITIONER, DAVE —You are the designated Receiving Proxy of items on order AG-1358-P-07-0004 05-Jan-2007
Requisition MANAGER, BARRY Purchase Requisition 67414 has been approved 05-Jan-2007
@ TIP Vacation Rules - Redirect or auto-respand to notifications
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-200¢ Oracle Corporation. All rights reserved. Privacy St

Note: If the Requisition you want to select is not listed in the My Requisition
section, click on the Full List button and search for the appropriate Requisition.
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Clicking on the Status link takes you to the Approval History for your Requisition. As you
can see in our example, the Requisition was submitted by the Requisitioner, approved by
both the Management and Budget Approver and validated by FFIS.

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

Requisitions | Notifications | Approvals
Shop: Stores >
Approval History for Requisition 67414

(@9
Sequence Approver Organization Name Status  Action Action Date Notes
1 REQUISITIONER. SEAN USDA v Submitted 04-Jan-2007 11:08:54
2 REQUISITIONER. SEAN USDA v Forwarded 04-Jan-2007 11:08:56
3 MANAGER. LAURA USDA v Approved 04-Jan-2007 11:21:41
4 MANAGER. BARRY USDA v Approved 04-Jan-2007 11:22:43
5 INTERFACE. FINANCIAL USDA v Approved 05-Jan-2007 08:12:24
@

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

Now, the change needs to be made to the Requisition to make sure funds are correctly
allocated by FFIS. Click the OK button to return to the Shop page.

ORACLE' iProcurement

Shop Requisitions Receiving '

Requisitions | Notifications | Approvals
Shop: Stores =
Approval History for Requisition 67414

(o)
Sequence Approver Organization Name Status  Action Action Date Notes

1 REQUISITIONER. SEAN USDA v Submitted 04-Jan-2007 11:08:54

2 REQUISITIONER. SEAN USDA v Forwarded 04-Jan-2007 11:08:56

3 MANAGER. LAURA USDA v Approved 04-Jan-2007 11:21:41

4 MANAGER. BARRY USDA v Approved 04-Jan-2007 11:22:48

5 INTERFACE. FINANCIAL USDA v Approved 05-Jan-2007 08:12:24

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

Once you are on the Shop page, click on the Change icon, B , in the Change column for
your Requisition.

ORACLE' iProcurement Shooping Cart Home Logouf Pref
Shop Requisitions Receiving

Stores | Categories | Shopping Lists | Mon-Catalog Request
Search | Exchange Oracle con | _Go ) Advanced Search

Shopping Cart

Stores

= Your cart contains 2 lines

Main St

m Exchange Oracle com Recently Added Lines

VCl screen, . 40 EACH
. VCI projecto 40 EACH
My Requisitions ‘ i
| _Full List (_Wiew Cart and Checkout
Requisition Description Total (USD) Status Change Receive
67414 VCI projectors 101000 00 Approved @%
67131 computer monitors 29559 80 Incomplete
67130 computer monitors 0.00 Cancelled
67063 laptop 6123.81 Incomplete
67025 Office Chairs 12500.00 Approved | 4=
My Notifications
| Full List )

Type From Subject Sent
PO Confirm Receipt REQUISITIONER, DAVE —You are the designated Receiving Proxy of items on order AG-510N-P-07-0004 05-Jan-2007
PO Confirm Receipt REQUISITIONER, DAVE —You are the designated Receiving Proxy of items on order AG-510N-P-07-0004 05-Jan-2007
PO Confirm Receipt REQUISITIONER, DAVE —You are the designated Receiving Proxy of items on order AG-63X0-P-07-0001 05-Jan-2007
PO Confirm Receipt REQUISITIONER, DAVE —You are the designated Receiving Proxy of items on order AG-1358-P-07-0004 05-Jan-2007
Requisition MANAGER. BARRY Purchase Reguisition 67414 has been approved 05-Jan-2007

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

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. All rights reserved Erivacy Statement
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Note: There are many ways to initiate a change in a Requisition. Please refer to the
Change Requisition section of this document on page 88.

A Warning page will appear on your screen. The message will inform you that if you
continue, this Requisition will be removed from the current process so you can make
changes. Then you will have to resubmit the Requisition for approval and it will start the
process from the beginning. Because you are making a change to your Requisition, this is
the correct choice. Click the Yes button.

ORACLE iProcurement Shopping Cart Home Logout Preferences

Shop Requisitions Receiving

/N Warning

Please note the following:

If you continue, the requisition will be removed from the approval or order creation process so that you can make changes. Once you complete the checkout for the requisition. it is resubmitted for approval

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

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

Your cart currently centains items. If you continue. your existing cart will be saved and available from the Requisitions tab.

Would you like to continue?

The Requisition is removed from the process and the line items in the Requisition are taken
back to the Shopping Cart page. Click the Checkout button to proceed to Checkout.

ORACLE' iProcurement Shopping Cart Home Logout Prefersnces Hely

Shop Requisitions Receiving

Shopping Cart
( Save ) | Checkout )

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

1 VCI projectors EACH 40 1375 USD 55000.00 i

2 VCl screen, hanging EACH 40 1150 USD 46000.00 i
Total 101000.00

Return to Shopping @
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. All rights reserved

Now you are on the Checkout: Requisition Information section.

ORACLE' iProcurement Shepping Cart Home Logout Preferences

Shop Requisitions Receiving

Requisition Information  Approvers  Review & Submit

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

= Requisition Description |V Cl projectors

Delivery Billing
* Need-By Date [11-Jan-2007 00:00:00 | [g8] = Taxable
{eapaple 25 ec 2006}19:45 .00 * Transaction Code |IQ-NOCOMMIT rd
Requester REQUISITIONER, SEAN b
= Deliver-To Location | 001G P

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

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

This, as detailed earlier, is the first of three steps in the checkout process. The change to
the Transaction Code can be made in Step 1 of the Checkout process. Change the
Transaction Code to 1Q-COMMIT, which will commit funds to the goods in this Requisition.

Draft 1.4, Last Updated: 1/16/2007 Page 5 of 55



IAS Release 3.0 Desktop User Guide Other Requisition Scenarios — Change 1Q-NOCOMMIT to 1Q-COMMIT

Warning! It is strongly discouraged to have mixed type Requisitions with both 1Q-
COMMIT and IQ-NOCOMMIT lines, although IAS allow 1Q-NOCOMMIT and 1Q-COMMIT
line items in the same Requisition. When the 1Q-COMMIT line items are awarded, it
locks the Requisition so the IQ-NOCOMMIT line items cannot be changed to 1Q-
COMMIT lines. That is why we are modifying the entire Requisition to be an 1Q-
COMMIT Requisition. If you only receive part of the funds to initiate your
commitment, please refer to the Continuing Resolution section that immediately
follows this section.

ORACLE iProcurement Shopping Cart Home Logout Preferences

Shop Requisitions Receiving

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

* Requisition Description | VCl projectors

Delivery Billing
*Need-By Date [11Jan-2007 00:00:00 | [ * Taxable
(example: 25-Dec-2008 19:45:00 » = Transaction Code |IQ-COMMIT ,,<?
Requester REQUISITIONER, SEAN =
= Deliver-To Location | 001G P

Cancel ) | Save | (_EditLines (Delivery, Billing, Accounts and Attachments) | Step 1 of 3 Next )

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

Once you change the Requisition to 1Q-COMMIT, you should verify that the accounting is
correct. Click on the Edit Lines (Delivery, Billing, Accounts, and Attachments) button
to go to the Accounts tab.

ORACLE iProcurement Shopping Cart Home Logout Freferences

Shop Requisitions Receiving

Requisition Information Approvers Review & Submit

Checkout: Requisition Information
= Indicates required field Cance| )

L.

ave | [Edit Lines (Delivery, Billing, Accounts and Attachments) ) Step Juf 3 Next |

= Requisition Description |VCl projectors

Delivery Billing

*Need-By Date [11-Jan-2007 000000 | [ =Taxable [No  [+]
S B R = Transaction Code |1Q-COMMIT E
Requester REQUISITIONER, SEAN &

= Deliver-To Location |001G B

|_Cancel ) | Save ) | Edit Lines (Delivery, Billing, Accounts and Attachments) | Step 10of 3 Nexﬁ

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

Simply follow the same procedures for changing the accounting as described originally in
the “Create a Complex Requisition — Stage 5: Checkout” section starting on page 55.

Remember! It is important to verify that the Transaction Code is changed for each
line item in the Requisition. This can also be verified and/or changed on the
Accounts tab. This was covered in the “Create a Complex Requisition — Stage 5:
Checkout” section starting on e 55.

Once you have verified or corrected the accounting, return to the Checkout: Requisition
Information page by clicking on the Return button.

Once you have returned to the Checkout: Requisition Information page and verified that the
Requisition information is correct, click the Next button to proceed to Step 2 of Checkout.
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Shopping Cart Home Logout Preferences

Shop Requisitions Receiving

ORACLE iProcurement

Requisition Information  Approvers  Review & Submit

Checkout: Requisition Information

* Indicates required field (_Cance| ) (_Save ) | Edit Lines (Delivery, Billing, Accounts and Attachments) J Step 1 of 3 | Mext

* Requisition Description | VCl projectors

Billing

*Need-By Date [11-Jan-2007 00:00.00 | [ = Taxable |MNo v
(example. 25-Dec-2008 19:45.00 = Transaction Code |IQ-COMMIT

Requester REQUISITIONER, SEAN
| Cancel ) | Save ] [ Edit Lines (Delivery, Billing, Accounts and Attachments) | St @

= Deliver-To Location | 001G
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences

Delivery

>

&

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

You should see the Checkout: Review Approver List page on your screen. This is Step 2 of
the Checkout process. If you need to make adjustments to your Approvers or add
Attachments to your Requisition, you can do it here. For this example, we will not be

making any adjustments to this page.

Shopping Cart Home Logout Preferences Help

ORACLE' iProcurement

Shop | Requisitions | Receiving |

Requisition Information ~ Approvers  Review & Submit

Checkout: Review Approver List
Your requisition will be sent to the following list of approvers

| Change First Approver
Delete

Approver Name
MANAGER. LAURA
MANAGER, BARRY
|_Add Approver )

Justification {240 chars max)

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

IHote To Buyer (240 chars max)

Attachments

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

No data exists.

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

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

Copyright 2000-2005 Oracle Corporation. All rights reserved

Click on the Next button to advance to Step 3 of the Checkout process.
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Shopping Cart Home Logout Preferences Help

ORACLE' iProcurement
Shop Requisitions Receiving

Reguisition Information ~ Approvers Review & Submit

Checkout: Review Approver List

Your requisition will be sent to the following list of approvers | Save | [ Submit ) (Back | Step 2 of 3 | Mext
(| Change First Approver
Delete

Approver Name
MANAGER. LAURA
MANAGER, BARRY

| Add Approver |

Justification (240 chars max)

MHote To Buyer (240 chars max)

Attachments
—_———

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

Delete

No data exists.

(Save ) (Submit ) (Back| Ste

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

The third step of the Checkout process is the Checkout: Review and Submit Requisition
page.

NOTE: This page allows you to review details of your Requisition prior to
submission. Navigation of this page was detailed earlier in the Create a Simple

Requisition section.

Shopping Cart Home Logout Preferences Help

ORACLE iProcurement

Shop | Requisitions .| Receiving .\

Requisition Information ~ Approvers  Review & Submit
Checkout: Review and Submit Requisition
(save | (Printable Page ) ((Back|Step 3 of 3 (Submit
Requisition 67414: Total 101000.00 USD
Created By REQUISITIONER, SEAN

Creation Date  18-Dec-2006 09:58:04
Description  VCI projectors

Justification
Requisition Attachments
File Name Type Description Category Last Updated By Last Updated Usage Update Delete
Mo data exists.
Lines
Details Line Description Cost Center Unit Quantity Price Amount (USD) Attachments
B Show 1 VCl projectors 30 EACH 40 1375 USD 55000.00
P Show 2 VCl screen, hanging 30 EACH 40 1150 USD 46000.00
Total 101000.00

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

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

Once you have reviewed your Requisition and its details, click the Submit button to submit
your Requisition.
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ORACLE' iProcurement Shonping Cart Home Looout Preferences b

Shop Requisitions ' Re:elvmg'

Requisition Information  Approvers  Review & Submit
Checkout: Review and Submit Requisition
(save ) (Printable Page ) (Back|Step 3 of 3 (Submit
Requisition 67414: Total 101000.00 USD
Created By REQUISITIONER, SEAN
Creation Date  18-Dec-2006 09:58:04

Description  VCI projectors

Justification
Requisition Attachments
File Name Type Description Category Last Updated By Last Updated Usage Update Delete
Mo data exists.

Lines
Details Line Description Cost Center Unit Quantity Price Amount (USD) Attachments
B> Show 1 VCl projectars 30 EACH 40 1375 USD 55000.00
VCI screen, hanging 30 EACH 40 1150 USD 46000.00
Total 101000.00

(_8ave ) ( Printable Page | | Back| Step
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. Al rights reserved.

You will receive a confirmation message letting you know that your Requisition has been
submitted. To ensure your Requisition has been resubmitted and proceeded on the proper
path, click on the Requisitions tab.

Shopa Rreferences

N

ORACLE' iProcurement

Confirmation
Requisition 67414 has been submitted to MANAGER, LAURA for approval

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

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

The Requisitions page will appear on your screen. Select the appropriate Requisition to
review its current status. For our example Requisition, the Status reads In Process letting
us know that our Requisition is in process. Click the In Process link to see where the
Requisition lies in the entire process.

ORACLE iProcurement Shopping Cart Home Logout Preferences Help
Shop Requisitions Receiving ’
Requisitions | Notifications | Approvals
Requisitions
—_——
|_Search
Views
View | All My Requisitions ' |_Go
@ Indicates requisition with a pending change request
Select requisition: (_Copy To Cart ) | Cancel Requisition | ( Change ) ( Complete )
Select Requisition Description Total (USD) Creation Date © |Statu5 |Order
O 67446 VCI projectors 101000.00 04-Jan-2007 14:37:52 -
O 67414 VCI projectors 101000.00 18-Dec-2006 09:58:04
(O Takil computer monitors 29559.80 15-MNov-2006 16:04:59
O 67130 computer monitors 0.00 15-MNov-2006 14:58:22 Cancelled
O 67063 laptop 6123.81 09-MNov-2006 14:29:49 Incomplete
O 67025 Office Chairs 12500.00 07-Nov-2006 15:37:25 Approved AG-22A7-P-07-0003
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. Al rights reserved. Privacy Statement

This takes you back to the Approval History for you Requisition. Here you can see entire
sequence of actions and statuses for your Requisition.
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ORACLE iProcurement Shopping Cart Home Logout Freferences Hel

Shop Requisitions Receiving

Requisitions | Notifications | Approvals

Reaquisitions: Requisitions >
Approval History for Requisition 67414

(=)
Sequence Approver Organization Name Status  Action Action Date Notes
1 REQUISITIONER. SEAN USDA L4 Submitted 04-Jan-2007 11:08:54
2 REQUISITIONER. SEAN USDA L4 Forwarded 04-Jan-2007 11:08:56
3 MANAGER. LAURA USDA L4 Approved 04-Jan-2007 11:21:41
4 MANAGER. BARRY USDA L4 Approved 04-Jan-2007 11:22:48
5 INTERFACE. FINANCIAL USDA v Approved 05-Jan-2007 08:12:24
6 REQUISITIONER. SEAN USDA s Withdrawn 09-Jan-2007 15:43:50
7 REQUISITIONER. SEAN USDA s Submitted 09-Jan-2007 15:48:10
8 REQUISITIONER. SEAN USDA ~ Forwarded 09-Jan-2007 15:49:11
9 MANAGER. LAURA USDA 4 Pending
10 MANAGER. BARRY USDA
()

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

First, the example Requisition was Withdrawn so that the changes could be made. Then, it
was then submitted again by the Requisitioner after the Transaction Code was changed from
1Q-NOCOMMIT to IQ-COMMIT. Finally it was Forwarded to the first Approver upon
completion of the changes.

Now that we have reviewed how to change a transaction code, let’s talk about how to
handle a Continuing Resolution in IAS.
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Simple Continuing Resolutions

There are many scenarios in which a Requisitioner may need to work with Continuing
Resolutions. One of the most common is a situation where a Requisitioner creates an 1Q-
NOCOMMIT Requisition expecting to get funding later, but the funding only comes in a little
bit at a time. This is different from the last scenario in that all of the funding for that
Requisition came in at once.

Handling a partially funded 1Q-NoCOMMIT Requisition is a little different from handling a
fully funded one. Since it is highly discouraged to have mixed transaction type Requisitions
(where there are IQ-NOCOMMIT lines and 1Q-COMMIT lines on the same Requisition), it's
best to create a new 1Q-COMMIT Requisition for each block of funding as it comes in. That
is precisely how this example will proceed.

Tip! For more information about Continuing Resolutions, please refer to the
comprehensive Continuing Resolution guide located on the IAS Portal Web Site
(http://www.ias.usda.gov/ -> Guidance -> Annual Close Procedures -> Continuing
Resolution Guide).

Here is a brief overview of the process:

1) Create the IQ-NOCOMMIT Requisition, which then goes through the normal Approval
process to FFIS.

2) The Contracting Officer creates an award that is "Subject to the Availability of
Funds."”

3) Partial Funding is made available.

4) The Requisitioner creates a new 1Q-COMMIT Requisition using the original one as a
template.

5) The Requisition goes through the normal approval process and then to FFIS.

6) The Contracting Officer modifies the Award so that the new Requisition item(s) is
included in the Award.

7) The Contracting Officer then adjusts the amount "obligated" in I1AS.

Next, you will learn about modifying a Requisition’s accounting information if is does not
have an award associated with it.
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Modifying Requisition Accounting Pre-Award

Sometimes after a Requisition has been created and approved by the Funds Approver,
adjustments have to be made to the accounting so that different funds are used to pay for
the goods or services being purchased in the Requisition. This can happen for a variety of
fiscal reasons. If the accounting must be changed after the Requisition has been created, it
is easiest to do it before the award has been created against the Requisition. In fact, the
accounting cannot be changed on the Requisition at all once the Award has been created.
This more complicated situation will be covered later in this document.

Process Flow

Once it is determined that the accounting must be changed, the Requisitioner should go
back into IAS and change the Requisition. This will withdraw the Requisition and resubmit it
for approval. The Requisition will then have to go through the entire approval process
again.

Warning! The Budget Approver must have the FFIS permissions to commit funds
for the new fund.

Once the Requisition successfully proceeds through the Approval process, it will go to the
Contracting Officer for award following the normal workflow.

Procedures for Modifying the Requisition Accounting

At this stage, your Requisition has been created and submitted. The Requisition has
processed through the appropriate Approval chain. It has been approved by FFIS. You as
the Requisitioner, now want to make changes to the funds allocation or accounting codes.

Begin by logging into IAS as the Requisitioner. Upon login, the Shop page will be displayed.

ORACLE' iProcurement Shopping Cart Home Logout Preferences Help
Shop Requisitions Receiving
Stores | Categories | Shopping Lists | Mon-Catalog Request
Search | Exchange Oracle.com [v] Go) Advanced Search
Stores Shopping Cart
. Your cart centains 2 lines
Main Store
Main Store Recently Added Lines
WCl screen 40 EACH
My Requisitions VCI projecta 40 EACH
(Full List) (View Cart and Checkout )
Requisition Description Total (USD) Status Copy Change Receive
67414 VCI projectors 101000 00 Approved |
67131 computer monitors 29559 80 Incomplete
67130 computer monitors 0.00 Cancelled
67063 laptop 6123.81 Incomplete
67025 Office Chairs 12500.00 Approved | 3
My Notifications
Full List )
Type From Subject Sent
PO Confirm Receipt REQUISITIONER, DAVE —You are the designated Receiving Proxy of items on order AG-510N-P-07-0004 05-Jan-2007
PO Confirm Receipt REQUISITIONER, DAVE —You are the designated Receiving Proxy of items on order AG-510N-P-07-0004 05-Jan-2007
PO Confirm Receipt REQUISITIONER, DAVE —You are the designated Receiving Proxy of items on order AG-63X0-P-07-0001 05-Jan-2007
PO Confirm Receipt REQUISITIONER, DAVE — You are the designated Receiving Proxy of items on order AG-1358-P-07-0004 05-Jan-2007
Requisition MANAGER. BARRY Purchase Requisition 67414 has been approved 05-Jan-2007
@ TIP Vacation Rules - Redirect or auto-respond to notifications
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-200¢ Oracle Corporation. All rights reserved. Privacy Statement
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Again, please check the status of the Requisition before making changes to it to understand
where it currently lies in the cycle. To do this, locate the appropriate Requisition in the list
of your Requisitions and click on the Status link. In this example, the Status link reads
Approved. Click Approved.

ORACLE' iProcurement Shopping Cart Home Logout Preferences Help

Shop Requisitions Receiving

Stores | Categories | Shopping Lists | Mon-Catalog Request

Search | Exchange Oracle com ((Go)) Advanced Search
Shopping Cart
Stores Pping
i t Your cart contains 2 lines.
Main Store " e O .
Main Store T Recently Added Lines

VCI screen 40 EACH
T VCl projecto... 40 EACH
My Requisitions ]

(ul et (View Cart and Checkout)
Requisition Description Total (USD) Status Copy Change Receive
67414 VCI projectars 101000 00 Agprnvi e
67131 computer monitors 29559.80 Incompl
67130 computer monitors 0.00 Cancelled
67063 laptop 6123.81 Incomplete
67025 Office Chairs 12500.00 Approved &) G

My Notifications

(_Full List

Type From Subject Sent
PO Confirm Receipt REQUISITIONER, DAVE — You are the designated Receiving Proxy of items on order AG-510N-P-07-0004 05-Jan-2007
PO Confirm Receipt REQUISITIONER, DAVE — You are the designated Receiving Proxy of items on order AG-510N-P-07-0004 05-Jan-2007
PO Confirm Receipt REQUISITIONER, DAVE — You are the designated Receiving Proxy of items on order AG-63X0-P-07-0001 05-Jan-2007
PO Confirm Receipt REQUISITIONER, DAVE — You are the designated Receiving Proxy of items on order AG-1358-P-07-0004 05-Jan-2007
Requisition MANAGER. BARRY Purchase Requisition 67414 has been approved 05-Jan-2007
@ TIP Vacation Rules - Redirect or auto-respond to notifications

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

Reminder! If the Requisition you want to select is not listed in the My Requisition
section, click on the Full List button and search for the appropriate Requisition.

Clicking on the Status link takes you to the Approval History for your Requisition. As you
can see in our example, the Requisition was submitted by the Requisitioner, approved by
both the Management and Budget Approver and approved by FFIS.

ORACLE iProcurement Shopping Cart Home Logout Freferences Hel
Shop Requisitions Receiving

Requisitions | Notifications | Approvals
Shop: Stores >
Approval History for Requisition 67414

(@)
Sequence Approver Organization Name Status  Action Action Date Notes
1 REQUISITIONER. SEAN USDA v Submitted 04-Jan-2007 11:08:54
2 REQUISITIONER. SEAN USDA v Forwarded 04-Jan-2007 11:08:56
3 MANAGER. LAURA USDA v Approved 04-Jan-2007 11:21:41
4 MANAGER. BARRY USDA v Approved 04-Jan-2007 11:22:48
5 INTERFACE. FINANCIAL USDA v Approved 05-Jan-2007 08:12:24
(o)

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

Now, the change needs to be made to the Requisition to make sure funds are correctly
allocated by FFIS. E’j&k the OK button to return to the Shop page.
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ORACLE iProcurement Shopping Cart Home Lonout Prefernces Hel

Shop | Requisitions Receiving

Requisitions | Notifications | Approvals
Shop: Stores >
Approval History for Requisition 67414

Sequence Approver Organization Name Status  Action Action Date Notes
1 REQUISITIONER. SEAN USDA v Submitted 04-Jan-2007 11:08:54
2 REQUISITIONER. SEAN USDA v Forwarded 04-Jan-2007 11:08:56
3 MANAGER. LAURA USDA v Approved 04-Jan-2007 11:21:41
4 MANAGER. BARRY USDA v Approved 04-Jan-2007 11:22:43
5 INTERFACE. FINANCIAL USDA v Approved 05-Jan-2007 08:12:24
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help @

Once you are on the Shop page, click on the Change icon, B , in the Change column for
your Requisition.

ORACLE' iProcurement Shopping Cart Home Logout Prefersnces Help
Shop Requisitions Receiving

Stores | Categories | Shopping Lists | Mon-Catalog Request

Search |Exchangs Oracle com ({Go)) Advanced Search
Stores Shopping Cart
. Your cart contains 2 lines.
Main Store
Main Stors Exchange. Oracle.com Recently Added Lines
VCl screen, . 40 EACH
. VCI projecto 40 EACH
My Requisitions ‘ =
(_Full List ) | View Cart and Checkout
Requisition Description Total (USD) Status Copy Change Receive
67414 VCI projectors 101000.00 Approved @%
67131 computer monitors 29559.80 Incomplete
67130 computer monitors 0.00 Cancelled
67063 laptop 6123.81 Incomplete
67025 Office Chairs 12500.00 Approved &) G
My Notifications
——
|_Full List
Type From Subject Sent
PO Confirm Receipt REQUISITIONER, DAVE —You are the designated Receiving Proxy of items on order AG-510N-P-07-0004 05-Jan-2007
PO Confirm Receipt REQUISITIONER, DAVE —You are the designated Receiving Proxy of items on order AG-510N-P-07-0004 05-Jan-2007
PO Confirm Receipt REQUISITIONER, DAVE —You are the designated Receiving Proxy of items on order AG-63X0-P-07-0001 05-Jan-2007
PO Confirm Receipt REQUISITIONER, DAVE —You are the designated Receiving Proxy of items on order AG-1358-P-07-0004 05-Jan-2007
Requisition MANAGER, BARRY Purchase Requisition 67414 has been approved 05-Jan-2007

@ TIP Vacation Rules - Redirect or auto-respand to notifications

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

Note: There are many ways to initiate a change in a Requisition. Please refer to the
Change Requisition section of this document on page 88.

A Warning page will appear on your screen. The message will inform you that if you
continue, this Requisition will be removed from the current process so you can make
changes. Then you will have to resubmit the Requisition for approval and it will start the
process from the beginning. Because you are making a change to your Requisition, this is
the correct choice. Click the Yes button.

ORACLE iProcurement Shopping Cart Home Logout Frefersnces

Shop ' Requisitions Receiving '

/N Warning

Please note the following:

If you continue. the requisition will be removed from the approval or erder creation process so that you can make changes. Once you complete the checkout for the requisition. it is resubmitted for approval
Your cart currently contains items. If you continue, your existing cart will be saved and available from the Requisitions tab.

Would you like to continue?

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences
Copyright 2000-2005 Oracle Corporation. All rights reserved Erivacy Statement
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The Requisition is removed from the process and the line items in the Requisition are taken
back to the Shopping Cart page. Click the Checkout button to proceed to Checkout.

ORACLE' iProcurement Shopping Cart Home Logout Prefersnces Hely

Shop | Requisitions | Receiving |

Shopping Cart
| Save | | Checkout

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

1 VCI projectors EACH 40 1375 USD 55000.00 i

2 VCl screen, hanging EACH 40 1150 USD 46000.00 i
Total 101000.00

Return to Shopping

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

Now you are on the Checkout: Requisition Information section.

Copyright 2000-2005 Oracle Corporation. All rights reserved

ORACLE iProcurement Shopping Cart Home Logout Frefersnces

Shop Requisitions Receiving

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

= Requisition Description |VCl projectors

Delivery Billing
* Need-By Date |06-Jan-2007 00:00:00 | [g8] = Taxable
(example: 20-Dec-2006 19:45:00) * Transaction Code |IQ-COMMIT K
Requester REQUISITIONER, SEAN -
# Deliver-To Location |001G s

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

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

Now, you need to change the Accounting codes for the appropriate lines. To do this, click
the Edit Lines (Delivery, Billing, Accounts and Attachments) button.

ORACLE iProcurement Shopping Cart Home Logout Preferences

Shop | Requisitions | Receiving |

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

= Requisition Description |V Cl projectors

Delivery Billing
#Meed By Date [06-Jan-2007 00:00:00 | [ *Taxable [No  [v]
(example: 20-Dec-2006 19:45:00) = Transaction Code |IQ-COMMIT K
Requester REQUISITIONER, SEAN “
= Deliver-To Location | 001G Ps
|_Cancel ) | Saf@] {"Edit Lines (Delivery, Billing, Accounts and Attachments) F St 10f3 |Next
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout Tl
Copyright 2000-2005 Oracle Corporation. Al rights reserved. Privacy Statement

This should take you to the Requisition Information: Edit Lines page. Click on the Accounts
tab to view the current Charge Accounts associated with the Requisition lines.
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Shopping Cart Home Logout Preferences

ORACLE iProcurement

Shop -\| Requisitions -\| Receiving -\|

Requisition Information A & Submit
Requisition Information: E‘_ nes

* Indicates required field

Return

_J Delivery l Biling  Accoynts Attachments
hel

Select Object: | _Update )( Copy )( Delete

Select All | Select MNone
SelectLine Description Need By Date Requester Deliver-To Location

0 VCI projectors 06-Jan-2007 00.00.00 | ] REQUISITIONER SEAN
0 2 VCl screen. hanging 06-Jan-2007 00.0000 | [E] REQUISITIONER SEAN

| Delivery [ Bilng  Accounts  Attachments

=
g
o
%

=
=
(o]

Return

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

Copyright 2000-2005 Oracle Corporation. All rights reserved

On the Accounts tab, click the charge account for the line item you want to change.

Shopping Cat Home Logout Preferences

Shop D Requisitions 0 Receiving 0

ORACLE iProcurement

Requisition Inform: & Submit

Redquisition Information: Edit Lines
* Indicates required field Return

Delivery  Billing J Accounts { Attachments

Select Lines: | Update || Copy || Delete

Select All | Select MNone
SelectLine  Description

Transaction Code Split

0 [ VCI projectors 700000000.0210 1Q-COMMIT ,,5’? Efg
O 2 VCl screen, hanging 1Q-COMMIT ,,5’? Efg
@ TIP Click on a Split icon to allocate costs to multiple accounts
Delivery Billing ] Accounts [ Attachments
Return
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences
Copyright 2000-2005 Oracle Corporation. Al rights reserved. Privacy Statement

Once you have selected the Charge Account you want to change, you will be taken to the
Requisition Information: Split Cost Allocation screen.

Shopping Cart Home Logout Preferences

ORACLE iProcurement

Shop -\| Requisitions -\| Receiving -\|

Requisition Information Submit

Requisition Information: Split Cost Allocation
* Indicates required field Return
Selected Line
Line Description Unit Quantity Price Amount (USD)
1WCl projectors EACH 40 1375 USD 55000.00

_J Charge Accounts l

Transaction Code Percent Quantity Amount (USD) Delete

rd 100 wl w0 g

Line Nickname Accounting Flexfield
1 | Supplies [v][30.07.22 222777 7727777 77 777773f%g 1Q-COMMIT

APFLICATION | BUDGET ORG
 mand) B

BUDGET ORG
chars max).JOB CODI

Add Another Row ) : Total 100 2 55000.00

j Charge Accounts [

@ TIP Total allocation must equal 100% of the selected line values

[ Apply this Cost Allocation infarmation to all applicable requisition lines

Return

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

Copyright 2000-2005 Oracle Corporation. Al rights reserved.
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Delete the current Charge Account out of the Accounting Flexfield for that line item. Then
find and enter and new Charge Acc;ﬁount in the Accounting Flexfield by clicking on the
Search and Select feature icon = .

ORACLE' iProcurement Shopping Cari Home Logout Preferences
Shop | Requisitions '| Receiving |
Requisition Information Ap :'7:‘—: ] Review & Submit
Requisition Information: Split Cost Allocation
= Indicates required field | _Return
Selected Line
Line Description Unit Quantity Price Amount (USD)
1WCl projectors EACH 40 1375 USD 55000.00
J Charge Accounts
Line Nickng Accounting Flexfield Transaction Code Percent Quantity Amount (USD) Delete
1 ] 1Q-COMMIT rd 100 40 56000.00 g
1 Add Another Row Total 100 40 55000.00
j Charge Accounts [
@ TIP Total allocation must equal 100% of the selected line values
[ Apply this Cost Allacation information ta all applicable requisition lines
|_Return
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences
Copyright 2000-2005 Oracle Corporation. All rights reserved Privacy Statement

For our example, we have entered a new Charge Account. Now, we are ready to proceed

with the Checkout process. Click the Return button to go to the Requisition Information:
Edit Lines page.

ORACLE' iProcurement Shopping Cart Home Logoul Preferences

Shop | Requisitions '| Receiving |

Requisition Information —::'- ers
Requisition Information: Split Cost Allocation
* Indicates required field

| Return
Selected Line

Line Description Unit Quantity Price Amount (USD)
1 WCI projectors EACH 40 1375 USD 55000.00

_J Charge Accounts l
Line Nickname Accounting Flexfield Transaction Code Percent Quantity Amount (USD) Delete

1 05 28000 1Q-COMMIT 4 100 40 5500000 g
1 Add Another Row Total 100 40 55000.00

j Charge Accounts [

@ TIP Total allocation must equal 100% of the selected line values

I Apply this Cost Allocation information to all applicable requisition lines

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

Copyright 2000-2005 Oracle Corporation. Al rights reserved.

Now we have returned to the Requisition Information: Edit Lines page. We can see that our
Charge Account has been changed for line 1 of our Requisition.

Note: For this example, we are only changing the accounting information for one
line item of our Requisition. If you need to make changes to additional line items of
a Requisition, please use the same steps detailed above to do so.
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Shopping Cart Home Logout Preferences

ORACLE iProcurement

Shop Requisitions Receiving

Requisition Information
Redquisition Information: Edit Lines
* Indicates required field Return |
Delivery Billing Accounts Attachments

Select Lines: _Update ) Copy )| Delete
Select All | Select MNone

SelectLine Description Charge Account Transaction Code Split
| VCI projectors 0577 7 2, 1Q-COMMIT .,’{ E{g
0 2 VCl screen, hanging 30.07.77 77 Z 1Q-COMMIT .,’{ E%g

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

Delivery  Billing Accounts Attachments

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

Copyright 2000-2005 Oracle Corporation. All rights reserved

Once you have reviewed the Requisition Information on this page, click the Return button to
return to the Checkout: Requisition Information page.

Once you have returned to the Checkout: Requisition Information page and verified that the
Requisition information is correct, click the Next button to proceed to Step 2 of Checkout.

Shopping Cart Home Logout Preferences

ORACLE' iProcurement

Shop Requisitions Receiving

Requisition Information  Approvers  Review & Submit

Checkout: Requisition Information
* Indicates required field Cance| Save Edit Lines (Delivery, Billing, Accounts and Attachments) ) Step 1 of 3 | Next

= Requisition Description | VCl projectors
Delivery Billing

*Need-By Date [11Jan-2007 00:00:00 | [ xTaxable [0 [v]

(example: 25-Dec-2006 19:45:00 = Transaction Code |IQ-COMMIT P

Requester REQUISITIONER, SEAN
(Cancel ) ( Save ) [ Edit Lines (Delivery, Billing, Accounts and Attachments) ) St

= Deliver-To Location | 001G K
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences

Privacy Statement

Copyright 2000-2005 Oracle Corporation. Al rights reserved.

You should see the Checkout: Review Approver List page on your screen. This is Step 2 of
the Checkout process. If you need to make adjustments to your Approvers or add
Attachments to your Requisition, you can do it here. For this example, we will not be
making any adjustments to this page.
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Shopping Cart Home Logout Preferences Help

ORACLE iProcurement

Shop | Requisitions .| Receiving .\

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

| Change First Approver
Approver Name
MANAGER. LAURA
MANAGER, BARRY

—————y
| Add Approver

Justification {240 chars max)

Delete

Mote To Buyer (240 chars max)

Attachments

| Add Attachments

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

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

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

Click on the Next button to advance to Step 3 of the Checkout process.

Shopping Cart Home Logout Preferences Help

Shop : Requisitions Receiving

ORACLE' iProcurement

Requisition Information ~ Approvers  Review & Submit

Checkout: Review Approver List

Your requisition will be sent to the following list of approvers | Save | (Submit) (Back| Step 2 of 3 [Next
| Change First Approver
Delete

Approver Name
MANAGER. LAURA
MANAGER, BARRY

| _Add Approver )

Justification {240 chars max)

Maote To Buyer (240 chars max)

Attachments

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

Delete

No data exists.

[ Save ) | Submit ) | Back | Sted
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Privacy Sroveme

Copyright 2000-2005 Oracke Corporation. Al rights reserved.

The third step of the Checkout process is the Checkout: Review and Submit Requisition
page.

NOTE: This page allows you to review details of your Requisition prior to
submission. Navigation of this page was detailed earlier in the Create a Simple

Requisition section.
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Shopping Cart Home Logout Preferences Help

ORACLE' iProcurement

Shop '| Requisitions | Receiving |

Requisition Information  Approvers  Review & Submit

Checkout: Review and Submit Requisition
| Save | (Printable Page ) (Back | Step 3 of 3 (_Submit

Requisition 67414: Total 101000.00 USD
Created By REQUISITIONER, SEAN
Creation Date  18-Dec-2006 09:58:04

Description  VCI projectors

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

Lines
Details Line Description Cost Center Unit Quantity Price Amount (USD}) Attachments
P Show 1 VCI projectors 30 EACH 40 1375 USD 55000.00
P> Show 2 VCl screen, hanging 30 EACH 40 1150 USD 46000.00
Total 101000.00

(_8ave J ( Printable Page ) [ Back| Step 3of 3 (_Submit
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

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

Once you have reviewed your Requisition and its details, click the Submit button to submit
your Requisition.

ORACLE' iProcurement Shopping Cart Home Logout Prefersnces Hely

Shop '| Requisitions | Receiving |

Requisition Information  Approvers  Review & Submit

Checkout: Review and Submit Requisition
| _Save ) (Printable Page ) (Back | Step 3 of 3 (_Submit

Requisition 67414: Tetal 101000.00 USD
Created By REQUISITIONER, SEAN
Creation Date  18-Dec-2006 09:58:04

Description  VCI projectors

Justification
Requisition Attachments
File Name Type Description Category Last Updated By Last Updated Usage Update Delete
No data exists.

Lines

Details Line Description Cost Center Unit Quantity Price Amount (USD}) Attachments
P> Show|1 VCI projectors 30 EACH 40 1375 USD 5500000

P> Show 2 VCl screen, hanging 30 EACH 40 1150 USD 46000.00

Total 101000.00

(save) (Primable page ) (sack] Sieo @

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

Copyright 2000-2005 Oracle Corporation. All rights reserved

You will receive a confirmation message letting you know that your Requisition has been
submitted. To ensure your Requisition has been resubmitted and is on the proper path,
click on the Requisitions tab.

ORACLE' iProcurement

~a—

Confirmation
Requisition 67414 has been submitted to MANAGER. LAURA for approval

To check on this requisition’s status. click on the Requisitions tab or look in My Requisitions on the Shop page
| Continue Shopping
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences

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

Remember! It is important to review the Approval History of your Requisition after
submitting your Requisition by going to the Requisitions tab. The steps to review
Approval History are described earlier in this “Other Requisition Scenarios” section.
Further information is also available in the @cking Requisition Status” section.
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Modifying Requisition Accounting Post-Award

re it is determined that different funds need to be used for a particular purchase. Once
equisition has been placed on an award and submitted for approval, the accounting
cannot be changed.

E;Le again, it is possible that a Requisition can be created and an Award can be made

Warning! If the Award has been Rejected, please contact the IAS Help Desk for
assistance with removal of the Requisition.

Also, the Contracting Officer cannot change the accounting at the Award stage because of
the way that funds are connected throughout the procurement process.

The only work around for this is the create a new Requisition for which ever line or lines
need the new accounting, and then create a new award line for this new Requisition. The
whole process is briefly summarized below.

1) The Contracting Officer cancels the award line or award that includes the incorrect
accounting.

Note: Accounting changes can be made at the line level. That means that if you
have a Requisition will multiple lines, you only have to cancel the line with the
accounting that needs to be changed. You do NOT have to cancel the whole
Requisition.

Warning! If only one line is on the Award, DO NOT CANCEL that line until the new
Requisition has been placed on the Award. Canceling the line of a single line Award
will cancel the entire Award in FFIS and FFIS will not allow any additional
modifications to go through.

2) The Requisitioner creates a new Requisition for the line or lines that need new
accounting.

Note: The easiest way to create a new Requisition is to copy the old one to your
cart and then adjust it with the appropriate accounting information. This is the
process that will be followed in the example below.

3) The Requisitioner submits the new Requisition for approval.
4) The Approvers review and approve the Requisition.
5) The Contracting Officer creates a new Award line referencing the new Requisition.

Note: Contracting Officers can reuse the original Award for the new Requisition.
That will keep all of the items that were originally together on the Requisition,
together during Receiving as well. This will be discussed later on in this section.

6) The Requisitioner cancels the original Requisition line(s).

Note: If you would like to use the original Requisition to create the new Requisition
using the copy to cart, it is important to copy the Requisition to the shopping cart
before you cancel it. That way all of the original lines will transfer over.

Warning! Cancelling the Requisition will cause an error, regardless of who cancels
it. This is unavoidable since the Commitment is liquidated when the Obligation is
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created. This is the only time a Requisitioner should cancel an 1Q-COMMIT
Requisition after it has been approved. The Requisitioner should work with the
Commitment Document Resolution Manager so that they can file the error associated
with this cancellation.

7) The procurement process continues as normal.

Before the modification process gets started, it is important to view the difference between
an obligated line item and a non-obligated line item by tracking the Requisition status.

Tracking the Requisition Status

First, the Requisitioner should go into IAS and look up the original Requisition. In this
example, the Requisition is still shown on the Shop page, in the My Requisitions section. If
your Requisition does not appear there, either click on the Full List button at the top right
of the My Requisitions section or click on the Requisitions tab and search for your
Requisition there. Either way, go to the Requisition Details page by clicking on the
Requisition number or the Requisition Description.

ORACLE' iProcurement Shopping Cert Home Logout Freferences Heln

Shop Requisitions Receiving

Stares | Cat ing Lists | Mon-Catalog Reguest
Search | Exchange Oracle com (v Go ) Advanced Search
Shopping Cart
Stores PP _g
Your cart is empty.
Lar b Exchange.Oracle.com
Main Store

My Requisitions .

Full List
Requisitio| 5 Total (USD) Status Copy Change Receive
E7464 Coniract to maintain grounds of lacal reserve 1000000.00 Appraved &) &=
67448 = 1000000.00 Approved

67445 1B Thinkpad z60t titanium case, 2.2 ghz processor, 2GB Ram 21000.00 Approved &) &
G442 Contract for cleaning the ofice 6720.00 Approved e
67293 Metworking Equiment for Reorganizing the ofice 125.00 Approved =] &z
My Notifications

Full List)
Type From Subject Sent
Requisition MANAGER, CHARLIE Purchaze Requisition 57464 has been approved 05-Jan-2007
Requisition MANAGER, CHARLIE Purchaze Requisition 57442 has been approved 05-Jan-2007
Requisition MANAGER, CHARLIE Purchaze Requisition 57442 has heen approved 05-Jan-2007
Requisition MANAGER, CHARLIE Purchaze Requisition 57448 has heen approved 05-Jan-2007

Requisition MANAGER, CHARLIE Purchaze Requisition 57445 has heen approved 05-Jan-2007
& TIP wacation Rules - Redirect ar auto-respand to notifications.

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

Once you are on the Requisition Details page, you can see that all of the Requisition lines
are still associated with the Obligation. This is shown by having the Order number in the
Order column of the Details section.
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ORACI_E iProcurement Shopping Cart Home Logout Prefersnces Help
Shop isiti Receiving
Requisitions | Mo
Shop: Stores =
Requisition 67464
Copy To Cart ) | Cancel Requisition ) | Change | | Receive J
Description  Contract to maintain grounds of local reserve Status  Approved
Created By  REQUISITIONER, DAVE Change Hitor #j"f
Creation Date  05-Jan-2007 16:39:40 raom o o
Deliver-To 1407 UNIGN AVENUE SUITE 701 MEMPHIS, , TN, g q
Attachment None
38104-3627 Note to B
Justification ote 1o Huyer
Details [%
Line Description Need-By Deliver-To Unit Quantity Price  Amount (USD) Details Order
1 Contract to maintain grounds of local reserve 26-Mar-2007 00:00:00 FNS-FSP-MEMPHIS DOLLAR US 250000 1USD 250000.00 AG-510M-P-07-0004
2 Contract to manage security for the reserve area 23-Jul-2007 01:00:00 FNS-FSP-MEMPHIS DOLLAR US 750000 1USD 750000.00 AG-510M-P-07-0004
Taotal 1000000.00
Retum Copy To Cart J | Cancel Requisition ) ( Change ) ( Receive |
Shop | Beguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Carporation. Al rights reserved Privacy Statement

As you can see, the link is still active, which means you can still look at the details of the
Award because it is Released in FFIS. Click on the Order number link to go to the Award
Details page.

ORACI_E iProcurement Shopping Cart Home Logout Prefersnces Help
Requisitions | Mo
Shop: Stores > Reguisition 67464 =
Standard PO : AG-510N-P-07-0004 Revision 0 (Total USD 1000000.00)
Ok
¥ Order Information
General Information Terms and Conditions |
Standard PO AG510N-P-07 0004 Payment Terms
Total  1000000.00 (USD) Carrier
Supplier DEAN FAMILY TRUST FOB
Supplier Site 486248278 A Freight Terms
Address BOX 648 Shipping Control
486248278 A Bill-To Address
MADISON, KS 66860 Bill-To Address 3101 PARK CENTER DRIVE
Buyer CONTRACTIMNG OFFICER, JAMICE ROOM 906
QOrder Date  05-Jan-2007 17:13:39 ALEXANDRIA, VA 22302 %
Description  Contract to maintain grounds of local Ship-To Address
teserve Ship-To Address 1407 UNION AVENUE
Status  Approved SUITE 701
Mate to Supplier
MEMPHIS, TN 38104 3627
Organization  USDA-OU
Supplier Order Mumber
Attachments  None
PO Details
@ TIP Click on the Show link to view shipment details of a line.
£ Indicates new values
3 Indicates cancellation request
Show All Hide All
Supplier Price Amount Contractor Global Price
Details Line ” |Type Item Job ltem Description vom Quantity (USD)  (USD) Name Status Reason Agreement Attachments Differentials
Contract to maintain grounds of DOLLAR
B-Show 1 Goods el fesEReD us 250000 1 250000.00 Qpen
Contract to manage security for the DOLLAR
B-Show 2 Goods ESEE e us 750000 1 750000.00 Open
(Ok)
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. A1l rights reserved Privacy Statemert

Notice that the status of each line item is Open. This is how the Requisition looks before the
Award line is cancelled. In the following example, the first line, which originally had split
accounting codes will only be funded by one account. This is not the only situation where
these procedures are applicable. Any accounting change after the Award is created, such as
changing from one fund to another or splitting funding between more than one budget,
should be done this way.

In the next section, the actual modification process will be covered.
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The Modification Process

Once it is determined that the accounting must be changed on a Multi-Line Award, the
Contracting Officer should be contacted so that he or she can cancel the appropriate line(s).

Warning! If only one line is on the Award, DO NOT CANCEL that line until the new
Requisition has been placed on the Award. Canceling the line of a single line Award
will cancel the entire Award in FFIS and FFIS will not allow any additional
modifications to go through.

This will cancel the appropriate Obligation and return the money to the old fund. Before
making any modifications to the Requisition, the Requisitioner should view the Requisition
details to make sure that the award is no longer associated with the line.

Remember! Accounting changes can be made at the line level. That means that if
you have a Requisition will multiple lines, you only have to cancel the line with the
accounting that needs to be changed. You do NOT have to cancel the whole
Requisition.

In the following example, only one line needs adjustment so the CO only canceled
one line, so the Requisitioner only has to cancel one line.

The Original Requisition

To do this, the Requisitioner should login to IAS and look up the original Requisition. In this
example, the Requisition is still shown on the Shop page, in the My Requisitions section. If
your Requisition does not appear there, either click on the Full List button at the top right
of the My Requisitions section or click on the Requisitions tab and search for your
Requisition there. Either way, go to the Requisition Details page by clicking on the
Requisition number.

ORACLE iProcurement Shopping Cart Home Logout Preferences Help

Shop Requisitions Receiving

Search | Exchange.Oracle.com v Go ) Advanced Search
Shopping Cart
Stores L
Your cart is empty.
Iain Store Exchange.Oracle.com
Main Store

My Requisitions

Full List )
Requisitio| 0 Total (USD) Status Copy  Change Receive
67464 Cantract to maintain grounds of lacgal reserve 1000000.00 Approved Ea| &=
67448 = 1000000.00 Approved

6445 1EM Thinkpad 2601 titanium case, 2.2 ghz processor, 268 Ram 21000.00 Approved e &=
BF442 Contract for cleaning the ofice B720.00 Approved &)
67293 Metworking Equiment for Reorganizing the office 125.00 Approved B &z
My Notifications

Full List)
Type From Subject Sent
Requisition MANAGER, CHARLIE Burchase Requisition 67464 has been approved 05-Jan-2007
Requisition MANAGER, CHARLIE Purchaze Requisition 67442 has heen approved 05-Jan-2007
Requisition MANAGER, CHARLIE Purchaze Requisition 67442 has been approved 05-Jan-2007
Requisition MANAGER, CHARLIE Purchaze Requisition 57448 has heen approved 05-Jan-2007
Requisition MANAGER, CHARLIE Purchaze Requisition 57445 has heen approved 05-Jan-2007

& TIP wacation Rules - Redirect ar auto-respand to notifications.

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

Once you are on the Requisition Details page, you can see that the Award number is no
longer visible with the line.
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Shopping Cart Home Logout Preferences  Help

ORACLE' iProcurement

Shop Requisitions Receiving

Shop: Stores »

Requisition 67464
( Copy To Cart ) | Cancel Requisition ) ( Change ) (Receive )

Description  Contract to maintain grounds of local reserve Status  Approved
Created By REQUISITIONER, DAVE Change History _p_p_No
Creation Date  05Jan-2007 16:39:40 Urgent Requisition No
Deliver-To 1407 UNION AVENUE SUITE 701 MEMPHIS, , TN, Agtachment None
381043627

Justification Mote to Buyer

Details %
Line Description Need-By Deliver-To Unit Quantity Price  Amount (USD) De
1 Contract to maintain grounds of local reserve 26-har-2007 00:00:00 FNS-FSP-MEMPHIS DOLLAR US 250000 1USD 250000.00 @
2 Contract to manage security for the reserve area 23-Jul-2007 01.00:00 FNS-FSP-MEMPHIS DOLLAR US 760000 1USD 750000.00 E AG-510M-P-07-0004
Taotal 1000000.00
Return | _Copy To Cart J (_Cancel Requisition ] | Change ) ( Receive
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. Al rights reserved. Privacy Statement

The New Requisition

Now that you know the Award line has been cancelled, you can proceed. Rather than
canceling the Requisition line at this point, the original Requisition will be used to create the
new Requisition. To create the new Requisition, copy this Requisition to the cart. Click on
the Copy to Cart button.

Shopping Cart Home Logout Preferences  Help

ORACLE' iProcurement

Shop Receiving

Shop: Stores >
Requisition 67464

\ncel Requisition ) [ Change ) ( Receive )

| Copy Turt' (

Change Histary  No
Urgent Requisition Ne
Attachment  None
Note to Buyer

Description  Contract to maintain grounds of local reserve
Created By REQUISITIONER, DAVE
Creation Date  05-Jan-2007 16:39:40
Deliver-To 1407 UNION AVENUE SUITE 701 MEMPHIS, , TN,
38104-3627

Justification

Details
Line Description Need By Deliver To Unit Quantity Price  Amount (USD) Details Order
1 Contract to maintain grounds of local reserve 26-har-2007 00:00:00 FNS-FSP-MEMPHIS DOLLAR US 250000 1USD 250000.00
2 Contract to manage security for the reserve area 23-Jul-2007 01:00:00 FNS-FSP-MEMPHIS DOLLAR US 750000 1USD 750000.00 AG-510M-P-07-0004
Total 1000000.00
Return (Copy ToCart ) ( Cancel Requisition ) ( Change ) [ Receive )
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. Al rights reserved Privacy Statement

Tip! This will transfer all of the original information to the new Requisition, including
the original accounting. Be sure to review the accounting for accuracy before
completing the Requisition. That will be shown to you in this example.

Copying the Requisition to the Shopping Cart will immediately take you to the Shopping
Cart page, with all of the items from the Requisition in your cart.

Shopping Cart Home Logout Preferences Helo

ORACLE' iProcurement

Shop Requisitions Receiving

Shopping Cart
(save ) [ Checkout )

ks

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

1 Cantract to maintain grounds of local reseme DOLLAR US 250000 1UsD 250000.00 i
2 Contract to manage security for the reserve area DOLLAR US 750000 1UsD 750000.00 i

Total 1000000.00
Return to Shopping (Save ) (_Checkout )
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. Al rights reserved Brivacy Statemert
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Since the second line item is not needed, it will be removed by clicking on the Trash Can

icon L] in the second line.

ORACLE' iProcurement

Shopping Cart Home Logout Preferences Help

Shop Requisitions Receiving

Shopping Cart

Line  Item Description
1 Contract to maintain grounds of local resere

2 Contract to manage security for the reserve area

Return to Shopping

Copyright 2000-2005 Oracle Corporation. Al rights reserved

Special Info

Unit Quantity
DOLLAR US 250000

DOLLAR US

Shop | Bequisitions | Beceiving | Shopping Cart | Home | Logout | Preferences | Help

(‘save ) ( Checkout )

Price Amount (USD) Delete
1USD 250000, il
1USD 75000

Total 1000000

| Save | | Checkout

Privacy Statement

Once the line is removed, click on the Checkout button to continue to the checkout

process.

ORACLE' iProcurement

Shopping Cart Home Logout Fraferences Hely

Shop Requisitions Receiving

Shopping Cart

Line Item Description

1 Contract to maintain grounds of local reserve

Retumn to Shopping

Copyright 2000-2005 Oracle Corporation. All rights reserved

Special Info

Unit Quantity

DOLLAR UZ

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

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

Price Amount (USD)  Delete
1USD 2000000 T
Total 250000.00 |

(‘save ] [ Checkout )

Privary Statement

ORACLE' iProcurement

Shopping Cart  Home Logowt Prefersnces

Shop Requisitions Receiving

Checkout: Requisition Information
* |ndicates reguired field

Delivery

Copyright 2000-2005 Oracle Corporation. Al rights reserved,

Tip!

Requisition Information

Approvers Review & Submit

(Cancel ) ( Save ) [ Edit Lines (Delivery, Billing, Accounts and Attachments) ) Step 1 of3 Next )

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

* Meed-By Date | 26-Mar-2007 00:00:00 E

lexample: 25-Dec-2006 19:43:00)
Requester REQUISITIONER, DAVE

+ Deliver-To Location  FMS-FSP-MEMPHIS ,,;f

Billing

* Tanable
= Transaction Code | 1Q-COMMIT .,_ff

(_Cance| ) (_Save ) | Edit Lines (Delivery, Billing, Accounts and Attachments) ) Step 1 of 3 | Mext
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Prefersnces

distinguish it from the original Requisition.

Privacy Statement

It is recommended that you change the Description of the Requisition a little to

In this example, the Requisition Description is changed to differentiate it from the original

Requisition.
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( Cancel ) | Save ) | Edit Lines (Dn

= Reguisition Description  [act to maintain grounds of local reserve - New Accnunting” «

Billing %

Next, go to the Accounts section of the Requisition Information: Edit Lines pages to edit the

lines of accounting. Click on the Edit Lines (Delivery, Billing, Accounts and
Attachments) button to proceed.

ORACLE' iProcurement

Shopping Cat Home Logout Preferences

Shop Requisitions

Receiving

Requisition Infor

Approvers  Review & Submit
Checkout: Requisition Information
* |ndicates reguired field

| Cancel ) ( 98e ) | Edit Lines (Delivery, Billing, Accounts and Attachments) | S of 3 | Next
+* Reguisition Description ‘a:t to maintain grounds of local reserve - New Accounting |
Delivery Billing
= Meed By Date | 26-Mar-2007 00:00:00 * Taxable
(example: 25-Dec-2006 19:45:00) + Transaction Code | 1Q-COMMIT ,,J
Requester REQUISITIONER, DAVE =
»* Deliver-To Location  |FHS-FEP-MEMPHIS ,_5?
(Cancel ) (Save ) (Edit Lines (Delivery, Billing, Accounts and Attachments) ] Step 1 of 3 [Mext )
Shop | Requisitions | Receiving | Shopping Cart | Horme | Logout | Preferences
Copyright 2000-2005 Oracle Corporation. Al rights reserved

Privary Statement

This will take you to the Requisition Information: Edit Lines page and start you in the
Delivery section.

ORACLE iProcurement Shopping Cat Home Logout Prefersnces
Shop Reguisitions Receiving
— )
Requisition Information Apprﬁvers FReeview & Submit
Requisition Information: Edit Lines
* |ndicates reguired field (Return )
k \EREWInY
Delivery Billing  Accounts  Attachments [% |
Select Lines: ( Update )(_Copy ) Delete
Select All | Select Mone
SelectLine  Description Need By Date Requester Deliver-To Location
0 n Contract to maintain graunds of local resetve 26-hdar-2007 00:00:00 REQUISITIONER, DAVE FNS-FSP-MEMPHIS ‘,;f
Delivery Billing  Accounts  Attachments
|_Rewrn
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Prefersnces
Copyright 2000-2005 Oracle Corporation. A1l rights reserved

Privacy Statement

Continue to edit the accounting by the same method you would usually use to edit
accounting on a new Requisition.

In this example, the Accounts link is clicked to go to the
Accounts section.
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ORACLE iProcurement Shopping Cart Home Logout Preferences

Shop Reguisitions Receiving

Requisition Infformation  Approvers  Review & Submit
Requisition Information: Edit Lines
= Indicates required field (Return )
Delivery Billing, A?cuunts Attachments |

Select Lines: ( Update )(_Copy ) Delete
Select All | Select Mone
SelectLine  Description Need By Date Requester Deliver-To Location

O 1 Caontract to maintain grounds of local resene 26-War-2007 00:00:00 REQUISITIONER, DAWE FNS-FSP-MEMPHIS| ‘,,{

Delivery Biling  Accounts  Attachments

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

On the Accounts section of the Requisition Information: Edit Lines page allows you to see
the basic accounting information for your Requisition lines. Since this new Requisition was
copied to the cart from the original, the original accounting information for the line copied
over exactly. There were multiple lines of accounting, so “Multiple” shows in the Charge
Account column.

ORACLE iProcurement Shopping Cart Home Logout Preferences

Shop Reguisitions Receiving

Requisition Infformation  Approvers  Review & Submit
Requisition Information: Edit Lines
* |ndicates reguired fiald |_Return
Delivery  Billing Accounts Attachments

Select Lines: ( Update ) Copy ) Delete ) ‘
Select All | Select Mone
SelectLine Description Charge Account Transaction Code Split

O 1 Contract to maintain grounds of local reserve Iultiple 1Q-COMMIT 1,,5? E‘g

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

Delivery Eilling Accounts Attachments

Return )
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Prefersnces
Copyright 2000-2003 Oracle Corporation. All rights reserved. Privacy Statement

Again, this Requisition line item is going to change from a split accounting line to a single

accounting line. Click on the link in the Charge Account column to be taken directly to the
Requisition Information: Split Cost Allocation page. In this example, click on the Multple
link to proceed.

ORACLE iProcurement Shopping Cart Home Logout Preferences

Shop Reguisitions Receiving

Requisition Infformation  Approvers  Review & Submit
Requisition Information: Edit Lines
* Indicates required field | _Return
q \Eming
Delivery  Billing Accounts Attachments |

Select Lines: ( Update )( Copy ) Delete
Select All | Select Mone
SelectLine Description Charge Account Transaction Code Split

O 1 Contract to maintain grounds of local reserve Mul@%le 1Q-COMMIT 1,,5? E‘g

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

Delivery Eilling Accounts Attachments

Return )
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Prefersnces
Copyright 2000-2003 Oracle Corporation. All rights reserved. Privacy Statement

Draft 1.4, Last Updated: 1/16/2007 Page 28 of 55



IAS Release 3.0 Desktop User Guide Other Requisition Scenarios — Modifying Requisition Accounting 1

On the Requisition Information: Split Cost Allocation page, the second line of accounting will
be removed since the first line has the correct fund information.

ORACLE iProcurement Shopping Cart Home Logout Preferences
Shop : Requisitions Receiving :
Apphﬁvers Rewew‘@;submwl
Requisition Information: Split Cost Allocation
#* [ndicates reguired field (_Return
Selected Line |
Line Description Unit Quantity Price Amount (USD)
1 Contract to maintain grounds of local reserve DOLLAR US 250000 1UsD 250000.00
Charge Accounts {
Line Nick A ing Flexfield % Transaction Code Percent Quantity Amount (USD) Delete
1 [ Secondary Account v|[30.07. 72 777777 7777777 77 277ETvE Ie-commIT rd 45| 112500/ 11250000 il
APFLICATION 1D (2 chars max) BEG BF Y (2 chars max).END BF ¥ (2 chars max) FUND (6 chars max).BUDGET ORG (7 chars
max).5UB BUDGET ORG (2 chars max).COST ORG (7 chars max).§UB COST ORG (2 chars max) PROGR#AW (8 chars max) BOC
(4 chars max). 5118 BOC (2 chars max). 0B CODE (3 chars max).REF ORT CATEGORY (4 chars max)
2 [ Standard Account v (30.07 72 772777 7777777 77 1I7TTS NS Ie-commIT rd Sl 137500/ 13750000 il
APFLICATION 1D (2 chars max).BEG BF ¥ (2 chars max).END BFY ¢2 chars max) FUND (5 chars max). BUDGET ORG (7 chars
max).5UB BUDGET ORG (2 chars max).COST ORG (7 chars max).§UB COST ORG (2 chars max) PROGR#AW (8 chars max) BOC
(4 chars max). 5118 BOC (2 chars max). 0B CODE (3 chars max).REF ORT CATEGORY (4 chars max)
|_Add Ancther Row Total 100 250000 250000.00
Charge Accounts {
@ TIP Total allocation must equal 100% of the selected line values.
[C1Apply this Cost Allocation information to all applicable reguisition lines
|_Rewrn
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Prefersnces
Copyright 2000-2005 Oracle Carporation. Al rights reserved Privacy Statement

Click on the Trash Can icon T to delete the accounting line.

Shopping Cart  Home Logowt Prefersnces

Shop Requisitions ’ Receiving

ORACLE' iProcurement

Apprﬁvers Revlew‘ésubmwl

Requisition Information: Split Cost Allocation

* |ndicates reguired field |_Return
Selected Line |
Line Description Unit Quantity Price Amount (USD)
1 Contract to maintain grounds of local reserve DOLLAR US 250000 1USD 250000.00
_J Charge Accounts {
Line Nickname Accounting Flexfield Transaction Code Percent Quantity Amount (USD) Delete
1 [ Secondary Account v|[30.07. 27 777777 TITIFI 7T ITTITI S le-commIT | | 45| 112500/ 11250000] o

APPLICATION 1D (2 chars max).BEG BF ¥ (2 chars max).END BF Y (2 chare max) FUND (5 chars max) BUDGET ORG (7 chars
max.5UB BUDGET ORG 2 chars max).COST ORG (7 chars max).5UB COST ORG (2 chars max) PROGRAM (3 chars max). BOC
(4 chars max). 5 U8 BOC (2 chars max).JOB CODE (% ohars max) REFORT CATEGOR ¥ (4 chars max)

2 | Standard Account | v|(30.07.77 ITII7T TTTTEIT IT ITTTTR VS lo-commIT | | 55| 137500/

APPLICATION 1D (2 chars max).BEG BFY (2 chars max).END BF Y (2 chars max) FUND (5 chars max) BUDGET ORG (7 chars
maxy.5UB BUDGET ORG i chars max).COST ORG (7 chars max).5UB COST ORG (2 chars max) PROGRAM (3 chars max). BOC
(4 chars max). 58 BOC (2 chars max).J0B CODE (% ohars max) REFORT CATEGOR ¥ (4 chars max)

| Add Another Row Total 100 250000 250000.00
j Charge Accounts {
@ TIP Total allocation must equal 100% of the selected line values
I Apply this Cost Allocation infarmation to all applicable reguisition lines
|_Return

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

Copyright 2000-2005 Oracle Corporation. All rights reserved

This will remove the line of accounting.
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ORACLE iProcurement Shopping Cart Home Logout Preferences

Shop Reguisitions Receiving

Requisition Information Apprﬁvers FReeview & Submit

Requisition Information: Split Cost Allocation

* |ndicates reguired field |_Return
Selected Line |
Line Description Unit Quantity Price Amount (USD)
1 Contract to maintain grounds of local reserve DOLLAR US 250000 1UsD 250000.00

Charge Accounts

Line Nick A ing Flexfield Transaction Code Percent Quantity Amount (USD) Delete

1 [Secondary Account v|[30.07. 22 727777 7777777 71 ITTIT S 1G-COMMIT | 48] 112500 112500.00) il
APPLICATION ID (2 chars max).BEG BF Y (2 chars max).END BFV (2 chars max).FUND (5 chars max1.BUDGET ORG (7 chars
max).5UB BUDGET ORG (2 chars max).COST ORG (7 chars max).UB COST ORG (2 chars max). PROGRAM (9 chars max).BOC
(4 chars max).§UB BOC (Z chars max).JOB CODE (8 chars max).REFORT CATEGOR (4 chars max]

[_Add Angther Row Total 45 112500 112500.00 «

ks

Charge Accounts

@ TIP Total allocation must equal 100% of the selected line values

[ClApply this Cost Allacation information te all applicable requisition lines

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

Warning! The Budget Approver must have the FFIS permissions to commit funds
for the new fund.

In this example, the funding is changing between previously used accounts making the
verification that the Budget Approver has the proper commitment authority easy. Once the
Requisition successfully proceeds through the Approval process, it will go to the Contracting
Officer for award following the normal workflow.

Once the extra line is removed, change the first line so that the line item will be fully funded
by this account. Change the Percent in the Percent column to 100.

ORACLE iProcurement Shopping Cart Home Logout Preferences

Shop Reguisitions Receiving

Requisition Information Apprﬁvers FReeview & Submit

Requisition Information: Split Cost Allocation

* |ndicates reguired field |_Return
Selected Line |
Line Description Unit Quantity Price Amount (USD)
1 Contract to maintain grounds of local reserve DOLLAR US 250000 1UsD 250000.00
Charge Accounts ‘

Quantity Amount (USD) Delete
250000/ 250000.00] o

Line Nickname Accounting Flexfield Transaction Code

1 [Secondary Account v|[30.07. 27 777777 TITIFI 7T ITTITI S 1C-COMMIT
APPLICATION 1D (2 chars max).BEG BF Y (2 chars max).END BFY (2 chars max) FUND (5 chars max).BUDGET ORG (7 chars

max.5UB BUDGET ORG 2 chars max).COST ORG (7 chars max).5UB COST ORG (2 chars max) PROGRAM (3 chars max). BOC
(4 ohars max). 8B BOC (2 chars max).JOB CODEE chars max).REFORT CATEGORY (4 chars max)

|_Add Ancther Row 250000 250000.00

Charge Accounts

@ TIP Total allacation must equal 100% of the selected line values

[CIApply this Cost Allocation information to all applicable requisition lines

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

Note: Entering 100 in the percent field will automatically update the other fields to
reflect the total Amount and Quantity for that line.
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With the accounting changes complete, you can return to the Checkout process. To do so,
return to the Requisition Information: Edit Lines page by clicking on the Return button at
the top or bottom right side of the page.

ORACLE iProcurement Shopping Cart Home Logout Preferences

Shop Reguisitions Receiving

Requisition Information
Requisition Information: Split Cost Allocation
* |ndicates reguired field

Selected Line
Line Description Unit Quantity Price Amount {U5D
1 Contract to maintain grounds of local reserve DOLLAR US 250000 TUSD 250000.00

Charge Accounts

Line Nickname Accounting Flexfield Transaction Code Percent Quantity Amount (USD) Delete

1 Secondary Account | 30.07.7Z 777777 FTTTFIT 77 FTTTTI*S 10-COMMIT ,,5? 100 250000 250000.00 i

APPLICATION 1D (2 chars max).BEG BF ¥ (2 chars max).END BF Y (2 chare max) FUND (5 chars max) BUDGET ORG (7 chars
max 5B BUDGET ORG 2 chars max). COST ORG (7 chars max). 6B COST ORG (2 chars max) PROGRAM (3 chars max). BOC
(4 chars max). 5 U8 BOC (2 chars max).JOB CODE (% ohars max) REFORT CATEGOR ¥ (4 chars max)

Add Ancther Row ) Total 100 250000 250000.00
Charge Accounts

@ TIP Total allocation must equal 100% of the selected line values

[l Apply this Cost Allacation infarmation to all applicable reguisition lines

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

To return to the Checkout: Requisition Information page from the Requisition Information:
Edit Lines page, click on the Return button at the top or bottom right side of the page.

ORACLE' iProcurement Shopping Cart Home Locout Preferences
Shop Requisitions Receiving

Requisition Information

Requisition Information: Edit Lines
* |ndicates reguired fisld
Delivery Eilling Accounts Attachmants

Select Lines: | Update )| Copy ) Delete

Select All | Select Mone

SelectLine Description Charge Account Transaction Code Split
B Contract to maintain grounds of local reserve 3007 702104000.0210 10-COMMIT ? E{S

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

Delivery  Billing Accounts Attachrnents

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

Once you have returned to the Checkout: Requisition Information page, you can continue
forward to the next stage in the Checkout process, Approvers.

In this example, no further changes to the Requisition are made. Since no further changes
are made, it is only necessary to verify the Requisition details before submitting the
Requisition. Below is the Checkout: Review and Submit Requisition page for this
Requisition, with the details showing.
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ORACLE' iProcurement

Shopping Cart Home Logout Preferences  Help

Shop Reguisitions Receiving

Created By
Creation Date
Description

Justification
Requisition Attachiments
File Name Type
Mo data exists

Lines
Details Line

‘Vm% 1

Description

Requester

MNeed-By Date

ltem Mumber
Category Description
P-Card Used
Taxable

Billing Information
Charge Account
30.07

Cantract to maintain grounds of local reserve

Requisition Infarmation

Checkout: Review and Submit Requisition

Requisition 67466: Total 250000.00 USD

REQUISITIONER, DAVE

09-Jan-2007 15:55:14

Contract to maintain grounds of local reserve - New
Accounting

Descriy Category Last Updated By

Unit
DOLLAR US

Caost Center

30
REQUISITIONER, DAVE
26-Mar-2007 00:00:00

LANDSCAPING/GROUNDSKEEPING SERVICES

No
No

702104000.0210. 22 ZI777777 7777

Copyright 2000-2005 Oracle Corporation. Al rights reserved,

Approvers  Review & Submit

Save Printable Page Back | Step 3 of 3 (_Submit

Last Updated Usage Update Delete

Quantity Price Amount (USD) Attachments
250000 1UsD 250000.00
Deliver-To Location  FNS-FSP-MEMPHIS
Destination Type Expense
Supplier
Supplier Site
Supplier Contact
Contact Phone
Supplier tem
USSGL Transaction Code Percent
IG-COMMIT 100
Total 250000.00

Save Printable Page Back | Step 3 of 3 (_Subpait

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

Privacy Statement

Since the Requisition is complete and correct, click on the Submit button to continue.

ORACLE' iProcurement

Shopping Cart Home Logout Preferences Help

Shop Requisitions Receiving

Created By
Creation Date
Description

Justification
Requisition Attachiments
File Name Type
Mo data exists

Lines

Description

Requester

Meed-By Date

Item Murnber
Category Description
P-Card Used
Taxable

Charge Account
30.07

Contract to maintain grounds of local reserve

Requisition Information  Approvers

Checkout: Review and Submit Requisition

Requisition 67466: Total 250000.00 USD

REQUISITIONER, DAVE

09-Jan-2007 15:55:14

Contract to maintain grounds of local reserve - New
Accounting

Descriy Category Last Updated By

Unit
DOLLAR US

Cost Center

3o
REQUISITIONER, DAVE
26-Mar-2007 00:00:00

LANDSCAPING/GROUNDSKEEPING SERVICES

No
No

702104000 021077 77777777 7777

Copyright 2000-2005 Oracle Corporation. Al rights reserved,

Review & Submit

Save Printable Page Back | Step %

Last Updated Usage Update Delete

Quantity Price Amount (USD) Attachments
250000 1UsD 250000.00
Deliver-To Location  FNS-FSP-MEMPHIS
Destination Type Expense
Supplier
Supplier Site
Supplier Contact
Contact Phone
Supplier ltem
USSGL Transaction Code Percent
1Q-COMMIT 100
Total 250000.00

(Save ) (Printable Page ) (Back| Step3 of3 (Submit )

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

Privacy Statement

Once the submission is complete, you will receive a confirmation page.
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Shopping Cat Home Logout Preferences

ORACLE' iProcurement

Shop Reguisitions Receiving

Confirmation
Requisition 67466 has been submitted to MANAGER, SUSAN for approval

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

Continue ﬁhoppmg

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

Copyright 2000-2005 Oracle Corporation. Al rights reserved,

After the submission is complete, the Requisition follows the normal Approval process and
then Acquisition process.

Cancel the Unused Line on the Original Requisition

After you have completed the new Requisition, it is recommended that the original line item
be canceled out of the original Requisition.

Note: Though it was stated previously that Requisitioners should not cancel
Requisitions (or Requisition lines) that have been approved by Budget Approvers, IN
THIS ONE INSTANCE it can be done.

The reason that approved Requisitions should not be cancelled is that once the
Commitment is made, the Requisitioner does not have the authority in FFIS to cancel
it and so the action will create a Document Resolution Message. When the
Requisition is Awarded, the commitment is liquidated and the funds are moved over
to the Obligation. When the Award is cancelled, the Obligation is removed and the
funds are returned to the Budget. So, once the Award was cancelled allowing the
Requisitioner to create a new Requisition, the commitment is already gone.

Canceling the Requisition or Requisition line at this time will simply allow IAS to
appropriately match FFIS.

Warning! Canceling the Requisition or Requisition line will still cause a Document
Resolution Message because canceling the Requisition at this point. Notify your
Commitment Document Resolution Manager so that he/she can file the error.

To cancel the Requisition line, go to the Original Requisition. In this example, the
Requisition is still listed in the My Requisitions section of the Shop page. Click on the
Requisition Number or Requisition Description to go to the Requisition Details page.
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ORACLE' iProcurement Shopping Cart Home Logout Preferences  Help

Shop Requisitions Receiving

Stores |
Search ‘Exchange.Orac\e.cam Vl ‘\F Advanced Search
Shopping Cart
Stores pping
Iain St Your cart is empty.
ain are
e, X
Main Stare Exchange.Oracle.com

My Requisitions

———
|_Full List
Requisition Description Total {(USD) Status Copy Change Receive
G746 _ i 250000.00 In Process F i)
1000000.00 Appraved 2] &z
B7445 1000000.00 Appraved
67445 1Bhd Thinkpad 260t titanium case, 2.2 ghz processor, 268 Ram 21000.00 Approved ] &
G442 Contract for cleaning the office B720.00 Approved |
My Notifications
(_Full List
Type From Subject Sent
Reguisition MANAGER, CHARLIE Purchase Reguisition 67464 has been approved 05-Jan-2007
Reguisition MANAGER, CHARLIE Purchase Reguisition 67442 has been approved 05-Jan-2007
Requisition MANAGER, CHARLIE Burchase Requisition 57442 has been approved 05-Jan-2007
Requisition MANAGER, CHARLIE Purchaze Requisition 57448 has heen approved 05-Jan-2007
Requisition MANAGER, CHARLIE Purchaze Requisition 57445 has heen approved 05-Jan-2007
@ TIP acation Rules - Redirzct or auto-respond to notifications.
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. A1l rights reserved Privacy Statement

On the Requisition Details page, verify once more that the Order number is no longer
associated with the Requisition line.

ORACLE iProcurement Shopping Cart Home Logout Preferences Help
shop Receiving

Shop: Stores »

Requisition 67464
|_Receive
Description  Contract to maintain grounds of local reserve Status
Created By REQUISITIONER, DAVE Change Histar
Creation Date  05-Jan-2007 16:39:40 Ut R |
Deliver-To 1407 UNION AVENUE SUITE 701 MEMPHIS, , TN, 8 o
Attachment
381043627 Note to Buyer
Justification ¥
Details
Line Description Need By Deliver To Unit Quantity Price  Amount (USD) Details Order
1 Contract to maintain grounds of local reserve 26-har-2007 00:00:00 FNS-FSP-MEMPHIS DOLLAR US 250000 1 USD 250000.00 «
2 Contract to manage security for the reserve area 23-Jul-2007 01:00:00 FNS-FSP-MEMPHIS DOLLAR US 750000 1USD 750000.00 AG-510M-P-07-0004
Total 1000000.00
Returm | Copy ToCart ) | Cancel Requisition ] | Change ) [ Receive
Shop | FEeguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. A1l rights reserved Privacy Statemert

Next, click on the Cancel Requisition button at the top of the page.

Remember! Clicking on the Cancel Requisition button will still give you the option
to cancel only a single line.

ORACLE' iProcurement Shopping Cert Home Logout Freferences Heln
Shop Receiving :

Cancel Requisition 67464 (1000000.00 USD): Select Lines

=3 Indicates cancelled ling |_Return to Requisition | [ Continue )
B Indicates line has been modified by a buyer [%

Details Line Description Order Type Order Need-By Unit Quantity Price Amount (USD) Select Reason

B Show 1 Contract to maintain grounds of local reserve Purchase 26-Mar-2007 00:00:00 DOLLAR US 250000 1 USD 25000000 [

B Show 2 Contract to manage security for the resene Purchase  AG-510N-P-07-0004 23-Jul-2007 01:00:00 DOLLAR US 750000 1 USD 750000.00
area

|_Return to Requisition | | Continue |

Shop | Beguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. Al rights reserved Privacy Statement
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Note: Notice that IAS does not give you the option to cancel the line that is still
associated with the Award. That is because you should never cancel a Requisition or
Requisition line that is still associated with an Award.

To cancel the first line of the Requisition, click on the Select Box in the Select column in
the first line.

ORACLE' iProcurement Shopping Cart Home Logout Preferences  Help

Shop Requisitions Receiving

Requisitions | MNotifications |
Cancel Requisition 67464 (1000000.00 USD): Select Lines
(=9) Indicates cancelled line (_Return to Requisition ] | Centinue )
B |ndicates line has been modified by a buyer
Details Line Description Order Type Order Meed By Unit Quantity Price Amoun 0
B> Show 1 Contract to maintain grounds of local reserve Purchase 26-Mar-2007 00:00:00 DOLLAR US 250000 1 USD 2608 I}
B> Show 2 Contract to manage security for the reserve Purchase  AG-510N-P-07-0004 23-Jul-2007 01:00:00 DOLLAR US 750000 1 USD 750008 R |
area

('Return to Requisition ) | Continue )
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2003 Oracle Corporation. All rights reserved. Privacy Statement

Then click on the Continue button.

ORACLE iProcurement Shopping Cart Home Logout Freferences Help

Shop Requisitions Receiving

Requisitions | Motifications | A
Cancel Requisition 67464 (1000000.00 USD): Select Lines
@ Indicates cancelled line ( Return to Requisition ) | Continye )
B Indicates line has been maodified by a huyer i
Details Line Description Order Type Order Need-By Unit Quantity Price Amount (USD) Select Reason
B Shiow |1 Caontract to maintain grounds of local reserve Purchase 2B-Mar-2007 00:00:00 DOLLAR US 250000 1 USD 250000.00
B> Show 2 Contract to manage security for the resene Purchase  AG-510N-P-07-0004 23-Jul-2007 01:00:00 DOLLAR US 750000 1 USD 750000.00 |
area

( Return to Requisition ) | Continue )
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

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

This will take you to the Cancel Requisition: Review and Submit page.

ORACLE iProcurement Shopping Cart Home Logout Preferences Helo

Shop Requisitions Receiving

Requisitions | Motifications

Cancel Requisition 67464: Review and Submit
( Return to Requisition ) | Back ) ( Submit (Only Funds Officers can cancel Approved or Pre-Approved requisitions)

Request Created By REQUISITIONER, DAVE Request Creation Date  09-Jan-2007 16:01:28
Old Requisition Total  1000000.00 USD Old Total Estimated Tax  0.00 USD [%
New Requisition Total  750000.00 USD MNew Total Estimated Tax  0.00 USD

Cancel Requisition Details |

=) Indicates cancelled line
B |ndicates line has been modified by a buyer

Order
Details Line Description Type Order Need By Unit Quantity Price Amount (USD} Cancel Line Reason
P-Show 1 Contract to maintain grounds of local reserve Purchase 26-Mar-2007 00:00:00 DOLLAR US 250000 1 USD 250000.00 Yes
B-Show 2 Contract to manage security for the resere Purchase  AG-510N-P-07- 23-Jul-2007 01:00:00 DOLLAR US 750000 1 USD 750000.00
area (0004

(Return to Requisition | [ Back ) [ Submit (Only Funds Officers can cancel Approved or Pre-Approved requisitions) )

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

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

Review the Requisition to make sure that only the line you want to cancel says “Yes” in the
Cancel Line column. Then click on the Submit (Only Funds Officers can cancel
Approved or Pre-Approved requisitions) button to submit the cancellation.
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ORACLE iProcurement Shopping Cart Home Logout Freferences Help
Requisitions Receiving

Requisitions | MNotifications | Ap

Cancel Requisition 67464: Review and Submit

Submit (Only Funds Officers can cancel Approved or Pre-Approved rEﬂuISIt\DnS);I

pst Creation Date  09-Jan-2007 16:01:28
Sda LD

(_Return to Requisition ) |

Request Created By REQUISITIONER, DAVE
Qld Requisition Total  1000000.00 USD
Mew Requisition Total  750000.00 USD
Cancel Requisition Details

=) Indicates cancelled line
B Indicates line has been madified by a buyer

Order
Details Line Description Type Order Need-By Unit Quantity Price Amount (USD) Cancel Line Reason
P=Show 1 Contract to maintain grounds of local reserve Purchase 26-Mar-2007 00:00:00 DOLLAR US 250000 1 USD 250000.00 Yes
P=Show 2 Contract to manage security for the reserve Purchase  AG-510N-P-07- 23-Jul-2007 01:00:00 DOLLAR US 750000 1 USD 750000.00
area 0004

Return to Requisition ) [ Back ) [ Submit (Only Funds Cfficers can cancel Approved or Pre-Approved requisitions) )

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

Once the submission is complete, you will get a confirmation screen.

ORACLE iProcurement Shopping Cert Home Logout Preferences Hel

Shop Requisitions Receiving

Requisitions | Motific
El Confirmation
Y our cancelation request(s) for Requisition 67464 have been submitted for processing. View status of the cancelation request(s) from the Requisition Status page. %
Cancel Requisition 67464: Confirmation Details
Request Created By REQUISITIONER, DAVE Request Creation Date  09-Jan-2007 16:01:28
Old Requisition Total  1000000.00 USD Old Tatal Estimated Tax  0.00 USD
Mew Requisition Total  750000.00 USD Mew Total Estimated Tax 0.00 USD

Cancel Requisition Details

@ Indicates cancelled line
B Indicates line has been madified by a buyer

Order
Details Line Description Type Order Need-By Unit Quantity Price Amount (USD) Cancel Line Reason
P=Show 1 Contract to maintain grounds of local reserve Purchase 26-Mar-2007 00:00:00 DOLLAR US 250000 1 USD 250000.00 Yes
B-Show 2 Contract to manage security for the reserve Purchase  AG-510N-P-07- 23-Jul-2007 01:00:00 DOLLAR US 750000 1 USD 750000.00
area 0004

Retum to Requisition Details

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

Finishing the Accounting Change Process

Once the Approver(s) approves the new Requisition with the correct accounting, it will move
into the Acquisition module. At that point, the Contracting Officer can do a modification to
the original Award and add this Requisition and the goods or services in it to the original
Award. Once that is complete, you will be able to see the Award number in the Requisition
details of the new Requisition.

First, when you look at the Requisition listing, either in the My Requisition section as in this
example or in the listing on the Requisitions page, you will notice that the total amount
listed in the Total column reflects the total without the cancelled amount. In this case, only
$750,000 remains on the Requisition.

My Requisitions
(_Full List )
Requisition Description Total (USD) Status Copy Change Receive
B7 467 Samsung LCD 13" Syncrnaster 190mp Monitars B585.00 Approved ]
B/ 466 Contract to maintain grounds of local reserve - Mew Accounting 250000.00 Approved @E‘
B7 464 Contract to maintain grounds of local reserve ‘ 780000.00 Approved @E z
B7 445 Contract to maintain grounds of local reserve 1000000.00 Approved
B7445 1Bt Thinkpad 260t titanium case, 2.2 ghz processor, 268 Ram 21000.00 Approved B =

The Requisition Details of the original are below.
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ORACLE' iProcurement

Shop: Stores >
Requisition 67464

Description
Created By
Creation Date
Deliver-Ta

REQUISITIONER, DAVE
05-Jan-2007 16:39:40

38104-3627
Justification
Details
=3 Line has been cancelled
Line Description
13 Contract to maintain grounds of local reserve

Need-By

2 Contract to manage security for the reserve area 23-Jul-2007 01.00:00

Retum

Copyright 2000-2005 Oracle Corporation. All rights reserved

1407 UNION AVENUE SUITE 701 MEMPHIS, , TN,

26-har-2007 00:00:00

Contract to maintain grounds of local reserve

Shopping Cart Home Logout Preferences  Help

Receiving

( Copy To Cart ) | Cancel Requisition ) ( Change ) (Receive )

Status  Approved

Change Histary No

Urgent Requisition  No
Attachment

None

Note to Buyer

Deliver-To Unit
FNS-FSP-MEMPHIS DOLLAR US
FNS-FSP-MEMPHIS DOLLAR US

Quantity Price
250000

750000

4

Amount (USD) Det.

s Order

1USD 0.00
1USD 750000.00 AG-S10M-P-07-0004
Total 750000.00

Copy To Cart ) ( Cancel Requisition ) ( Change ) [ Receive )

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

Privary Statement

Notice that the cancelled line has an Amount of “0.00” listed in the Amount column. This
reflects the fact that the line was cancelled and so there is no dollar amount associated with
it. The original amount is still listed in the Quantity column though.

If you view the details of the Award by clicking on the Order Number in the Order column,
you will only see the one line that is obligated from this Requisition.

ORACLE' iProcurement

Shop: Stares > Reguisiion 67464 >
Standard PO : AG-510N-P-07-0004 Revision 1 (Total USD 750000.00)

¥ Order Information

General Information
Standard PO
Total
Supplier
Supplier Site
Address

AG-510N-P-07 0004

750000.00 {USD)

DEAN FAMILY TRUST

486248278 A

BOX 648

486248278 A

MADISON, KS 66860
CONTRACTING OFFICER, JANICE
11-Jan-2007 12:08:07

Contract to ma n grounds of local
reserve

Approved

Buyer
Order Date
Description

Status

Mote to Supplier
Organization

Supplier Order Mumber
Attachments

USDA-OU
None

PO Details

@ TIP Click on the Show link ta view shipment details of a line
£ Indicates new values
&) Indicates cancellation request

Shop | Reguisition

Terms and Conditions
Payment Terms
Carrier
FOB
Freight Terms
Shipping Control
Bill-To Address
Bill-To Address 3101 PARK CENTER DRIVE
ROOM 906
ALEXANDRIA, VA 22302
Ship-To Address
Ship-To Address 1407 UNION AVENUE
SUITE 701
MEMPHIS, TN 381043627

Show All Hide All
Supplier Price Amount Contractor
Details Line.” |Type ItemJob Item Description uom Quantity (USD)  (USD) Name
Contract to manage security for the DOLLAR
D> Show?2 Goods e e us 750000 1 750000.00

Copyright 2000-2005 Oracle Corporation. All rights reserved

Shopping Cart Home Logout Preferences Help

Shop

Requisitions Receiving

Global
Status Reason Agreement

Price
Attachments Differentials

Open

@

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

Privary Statement

Notice that the order number is AG-510N-P-07-0004. This same order number will be

reflected on the new Requisition once that is awarded as well.

Next, the details of the new Requisition will be reviewed.
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ORACLE' iProcurement

Requisitions | MNotifications |

Shop: Stores >
Requisition 67466

Description
Created By

Creation Date
Deliver-To

Contract to maintain grounds of local reserve -
New Accounting

REQUISITIONER, DAVE

09-Jan 2007 15:55:14

1407 UNION AVENUE SUITE 701 MEMPHIS, , TN,
381043627

|_Copy To Cart )

Shopping Cart Home Logout Preferences  Help

Shop Requisitions Receiving

Cancel Requisition ) | Change ) ( Receive )

Status

Change History
Urgent Requisition
Attachment

Mote to Buyer

Approved
No

No

None

Justification

4

Details
Line Description Need By Deliver-To Unit Quantity  Price Amount (USD) Details Order
1 Caontract to maintain grounds of local reserve 26-Mar-2007 00:00:00 FNS-FSP-WMEMPHIS DOLLAR US 250000 1 USD 250000.00 AG-510N-P-07-0004
Total 250000.00
Retumn

Copy To Cart J (_Cancel Requisition ) ( Change ) ( Receive |

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

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

Notice that, as previously stated, the order number listed in the Order column is the same
as the original Requisition. When you click on the Order Number to go to the Award
details, only the line from this Requisition that is listed on the Award is listed.

Shopping Cart Home Logout Preferences Help

ORACLE' iProcurement

Requisitions

Receiving
Requisitions | Motifications | 0

Shop: Stores > Requisition 67466 >

Standard PO : AG-510N-P-07-0004 Revision 2 (Total USD 1000000.00)}

¥ Order Information

Terms and Conditions |
Payment Terms

General Information

Standard PO AG510N-P-07 0004

Tatal  1000000.00 (USD) Carrier
Supplier DEAN FAMILY TRUST FOB
Supplier Site 486248278 A Freight Terms
Address BOX 648 Shipping Control
486248278 A Bill-To Address
MADISON, KS 66860 Bill-To Address 3101 PARK CENTER DRIVE
Buyer COMNTRACTING OFFICER, JAMICE ROOM 906
Order Date  11-Jan-2007 14:20:12 ALEXANDRIA, VA 22302
Description  Contract to maintain grounds of local Ship-To Address
reseve Ship-To Address 1407 UNION AVENUE
Status  Approved SUITE 701
Mote to Supplier
MEMPHIS, TN 381043627
Organization USDA-OU

Supplier Order Mumber
Attachments None

PO Details

@ TIP Click on the Show link ta view shipment details of a line
£ Indicates new values
&) Indicates cancellation request

Show All Hide All
Supplier Price Amount Contractor Glohal Price
Details Line.” |Type ItemJob Item Description Uom Quantity (USD) {USD) Name Status Reason Agreement Attachments Differentials
Contract t it dsof DOLLAR
BShowd  Goods e 250000 1 25000000 Open

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

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

The only place to see the lines together in the IProcurement is in the Receiving area. In the
Receiving area, you can search for items to receive based on a Purchase Order number. In
the following example, the steps to do this are shown.

First, navigate to the Receiving page from the Shop page by clicking on the Receiving tab.
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ORACLE iProcurement Shoppin Cart Home Ln
Stores | C e quest
Search ‘Exchange.Oracle.cum Vl | Go ) Advanced Search

Stores Sheopping Cart

a5t Your cart is ernpty.

ain Store
ge. .

Main Store Exchange.Oracle.com

My Requisitions
(_Full List
Requisition Description Total (USD) Status Copy Change Receive
67465 First Five - Samsung LCD 19" Syncmaster 190mp Manitors 2295 00 Approved FE =]
B74R7 Samsung LCD 19" Syncmaster 190mp honitors 658500 Approved =]
67466 Caontract to maintain grounds of local reserve - New Accounting 250000.00 Approved =] 3
B74R4 Caontract to maintain grounds of local reserve F50000.00 Approved =] @z
67445 Contract to maintain grounds of local reserve 100000000 Approved
My Notifications
[_Full List )

Type From Subject Sent

Requisition MANAGER, CHARLIE Purchase Requisition 67463 has been 1 11-Jan-2007

Requisition MANAGER, CHARLIE Purchase Requisition 67466 has been 1 10-Jan-2007

Requisition MANAGER, CHARLIE Purchase Reguisition 67467 has been approved 09-Jan-2007

Reguisition MANAGER, CHARLIE Purchase Reguisition 67464 has been approved 05-Jan-2007

Reguisition MANAGER, CHARLIE Purchase Reguisition 67442 has been approved 05-Jan-2007
@ TIP ‘acation Rules - Redirect or auto-respond to notifications

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

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

On the Receiving page, go to the Search area and choose Find by Order Number from the
second search menu.

ORACLE' iProcurement Shopping Cart Home Logout Preferences Help

Shop Requisitions m
Find by Reguisition Mumb
gu want |Find by Supplier Receiving Process

Carrect Receipts Receive
o View Receipts

Search

Receiving
Select the receiving actiol

s Receive tems

Return It .
o Retumn ltems Record receipt of the items you ardered, or

receive on hehalf of athers

Requisitions to Receive Receive ltems
Click Receive to create receipts for the iterms on the requisition, (_Full List )
Requisition Description Supplier Order Number Receive i
Contract to maintain grounds of local resemve - New Accounting DEAM FAMILY TRUST  AG-510N-P-07-0004 @ s . .
Meed to send items back to the supplier?
Contract to maintain grounds of local reseve DEAM FAMILY TRUST  AG-510N-P-07-0004 Return tems
IBM Thinkpad 260t titanium case, 2.2 ghz processar, 2GB Ram 1B - 130871985 AG-B3X0-P-07-0001
Networking Eguiment far Reorganizing the office 1B - 121234567 AG-3198-P-07-0001 &5
Correct
Caontract to maintain grounds of local reserve A D WICKLINE AG-1358-P-07-0004 &= Did you recard the wrang receipt quantity?

Carrect Receipts
My Receipts at a Glance

Click View Details to view receipt details (_Full List )

Receipt Item Description Receipt Date Transaction Date Supplier Receipt Status ~ View Details View

89704 Contract to manage security for the reserve area 29-Now-20068  29-Nov-2006 MARC PERKINS Rejected by FFIS oo “iew receipts with all associated retumns
E9E74  Contract to maintain grounds of local reserve 21-Mew-2006  20-MNov-2006 MARC PERKINS Appraved by FFIS Be ST:WCDRZiZTDth

£9E72  Contract to maintain grounds of local reserve 17-Now-2006  17-Nov-2006 MARC PERKINS Approved by FFIS B

£9E67  IBM ThinkPad Laptops for remote employees 16-Now-2006  14-Mov-2006 IBM - 130871985 Approved by FFIS Be

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

Then enter the order number in the text field.
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ORACLE' iProcurement

. 4

Shopping Cart Home Logout Preferences Help

Shop Requisitions Rec:

Search | ltems to Receive || | Find by Order Murmber

Receiving

Select the receiving action you want to perform.
e Heceive tems .
o Retum ltems

Requisitions to Receive
Click Receive to create receipts for the items on the requisition

Requisition Description
Caontract to maintain grounds of local reserve - New Accounting

Caontract to maintain grounds of local reserve
IEM Thinkpad 260t titanium case, 2.2 ghz processor, 2GB Ram

Metworking Equiment for Reorganizing the office

Contract to maintain grounds of local reseve

My Receipts at a Glance

v | |AG-510N-P-07-0004 |

1.Go)

Correct Receipts
o iew Receipts

Supplier
DEAN FAMILY TRUST

DEAN FAMILY TRUST
1B - 130571985

1Bh - 121234567

A DWICKLINE

Order Number
AG-510N-P-07-0004

AG-510N-P-07-0004
AG-B3x0-P-07-0001
AG-3198-P-07-0001
AG-13658-P07-0004

Full List

Receive

Receiving Process

Receive

Record receipt of the items you ordered, or
receive on behalf of others.

Receive ltems

Return

Meed to send items hack to the supplisr?
Return ltems

Correct
Did you record the wrong receipt quantity?
Correct Receipts

Copyright 2000-2005 Oracle Corporation. Al rights reserved

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

Click View Details to view receipt details. (_Full List )
Receipt Item Description Receipt Date Transaction Date Supplier Receipt Status ~ View Details View
£9704  Contract to manage security for the reserve area 29-Now-2006  29-Nov-2006 MARC PERKINS Rejected by FFIS o Wiew receipts with all associated retums
S9E74 Contract to rmaintain grounds of local reseme 21 Mow2005  20-Mev-2008 MARC PERKINE Approved by FFIS P ST;‘WC;’B"ZEE‘”;;E
eV RBCEIPTS
89672 Contract to maintain grounds of local reserve 17-Now-2006  17-Mov-2008 MARC PERKINS Appraved by FFIS oo
£9667  IBM ThinkPad Laptops for remate employees 16-Now-2006  14-Mov-2008 1B - 130871985 Appraved by FFIS B
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. Al rights reserved Brivacy Statemert
Finally, click on the Go button to complete the search.
ORACLE' iProcurement Shopping Cert Home Logout Preferences Help
— Shop Requisitions Reci ng
Search |ltems to Receive % || Find by Order Mumber ~ | | AG-510N-P-07-0004 @
Receiving
Select the receiving action you want to perform. Receiving Process
o Receive llems o Corect Receipts —
o Rl o Sl Record receipt of the items you ordered, or
o . receive on behalf of athers.
Requisitions to Receive Receive ltems
Click Receive to create receipts for the items on the requisition, | _Full List
on  Requisition Description Supplier Order Number Receive .
Caontract to maintain grounds of local reserve - New Accounting DEAN FAMILY TRUST  AG-510N-P-07-0004 s . .
Meed to send items back to the supplier?
Caontract to maintain grounds of local reserve DEAN FAMILY TRUST  AG-510N-P-07-0004 Return tems
IEM Thinkpad 260t titanium case, 2.2 ghz processor, 2GB Ram IBM - 130871935 AG-B30-P-07-0001 Gz
Metworking Equiment for Reorganizing the office IBM - 121234567 AG-3198-P-07-0001 &=
Correct
Contract to maintain grounds of local reseve A D WICKLINE AG-1358-P-07-0004 @ Did yvau record the wrarg receint quantity?
Correct Receipts
My Receipts at a Glance
Click View Details ta view receipt details. | _Full List
Receipt Item Description Receipt Date Transaction Date Supplier Receipt Status ~ View Details View
59704 Contract to manage security for the reserve area  29-MNov-20058  29-Nov-2008 MARC PERKINS Rejected by FFIS ea “Wiew receipts with all associated retumns
S3574  Contract to maintain grounds of local reserve 21-Mow2005  20-Mov-2006 MARC PERKINS Approved by FFIS . pex 3T§W°géi§‘°f
Yiew =eceipts
E9E72  Contract to maintain grounds of local resenve 17-MNow2006  17-Mov-2005 MARC PERKINS Approved by FFIS oo
£9667  1BM ThinkPad Laptops for remote employees 16-Mow-2006  14-Mov-2006 1B - 130871985 Approved by FFIS Perel

Privacy Statement

This will take you to the Receive Items: Select Items page with your search results and both

Requisition lines will be listed.
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ORACLE' iProcurement

Shopping Cart Home Logout  Preferences  Help

Shop ’ Requisitions

Receive ltems: Selectltems

Requisition Number
Supplier

Order Murnber
Shipment Number

ltems Due

Select &ll | Select Mone

Select Req

Description

M)

e
Selectterns  ReceiptInformation  Review & Submit

T — ¢

[include employees from all organizations

&

AG-510M-P-07-00

Any Time ~

&

(Enter st leaat ons additional ssarch criterion when sslecting tems Dus Any Time)

(_Go ) |_Clear

area

Receipt
Need-By Unit Qua

ity Ordered Received Supplier

O BraBa Contract to manage security for the resewe o5 2007 01-00:00 BgLLAR 750000| 750000
are:
250000 250000

Next, you will learn about Hanging Commitments.

[0 67466 Contract to maintain grounds of local reserve 28-Mar-2007 00:00:00 BgLLAR

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

@ TIP Use the Previous/Mext navigation tool to make selections across multiple pages

—

( Cancel ] [ Clear Changes

ng

Step 1 of 3 | Next

Shipment
Number

Order

Type Order Number
AG-610N-P-07-

Purchase (i
AG-510N-P-07-

Purchase oos

( Cancel ] [ Clear Changes

Step 1 of 3 | Next

Privary Statement
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Hanging Commitments

Overview

After a Requisitioner submits a Requisition and that Requisition is goes through the proper
approval channels, the funds are approved and committed in FFIS. A Contracting Officer
may negotiate a lower item price. A Hanging Commitment occurs when the amount
obligated for a requisitioned item is less than the amount submitted by the Requisitioner. If
the money is to be used for other things, the difference needs to be returned to the
available balance in the fund in FFIS. The Contracting Officer is responsible for obligating
funds or having excess funds de-committed. A Final Flag is used to indicate that any
surplus of funds should be released and returned to the budget. The Requisition document
is automatically updated to show whether the excess funds were decommitted in FFIS, the
obligated amount, and changes to quantity.

Process Flow

The Requisitioner and Approvers follow the standard procurement processes for requesting
goods or services. The Contracting Officer negotiates lower item prices, and creates an
Obligation document. By default the Final Flag is set to “F” (Final) which means excess
funds will be made available again in FFIS. This information is automatically updated in the
Requisition. The Contracting Officer can change the Final Flag to “P” (Partial) if required so
that the excess funds will not be returned to FFIS. A commitment for the balance of the
funds will be retained, to be obligated at a later date.

The diagram below depicts the Hanging Commitments workflow:
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Hanging Commitmeants

Requisitioner

Funds

Contracting Officer

For example, an IAS Requisitioner creates a Requisition with one line for $1000. The
Requisition is approved by the appropriate approvers and a commitment is created. IAS
sends the Requisition to the Contracting Officer (CO) to create an Award Document. The
Contracting Officer negotiates the purchase for $800. The CO ensures that the Final Flag is
set to “F”, and issues a Purchase Order referencing the Requisition for $800. The $800 is
obligated and the remaining $200 is automatically released and returned to the available
balance in the fund in FFIS.

Final/Partial Flag

The Final Flag is applied at the line level, it cannot be applied to the document overall. The
system automatically sets the flag to “F” (Final) by default. This Final Flag field is located in
the Acquisition Management Module of IAS.

USSGL Trans Code: | |

PartialFinal Flag? |F | B Firai
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The Contracting Officer can change this flag to “P” to obligate the award document amount
and retain the commitment for the balance of the funds to be obligated at a later date, such
as when making partial awards. To change the Final Flag click on the Final button.

Partial/Final Flag? |F =] Final

Then select “P” for Partial.

Code Description
E Final
| Partial

Once set and approved, the Final Flag cannot be reset.

Viewing Obligation Details

The Requisitioner can view the updated information on the Requisition Details page of the
IAS Requisition module.

Although the requisition line summary still displays the original, committed amount, you can
view the difference between the commitment amount and the final obligated amount in the
line detail information.

Three new fields display in the item description on the requisition:
e Final\Partial Flag in FFIS
e Obligated Quantity in FFIS
e Obligated Amount in FFIS

These fields will be populated with the data only if the corresponding obligation line is
obligated successfully in FFIS. Otherwise the values in the fields are left blank.

To view the obligation details, find the Requisition you are looking for using one of the
methods described previously in this document. Once again, other methods for finding your
Requisition include:

e Clicking on the Full List button in the My Requisitions section of the Shop page.

e Clicking on the Requisition number in the My Requisitions section of the Shop
page.

¢ Clicking on the Requisitions tab and finding it in the list of Requisitions there.
e Searching for the Requisition using the Search link on the Requisitions page.

In this example, the Requisition is located in the My Requisitions section of the Shop page.
Click on the Requisition Number or the Requisition Description in the My Requisitions
section of the Shop page.
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Shopping Cart Home Logout Preferences Help

ORACLE iProcurement

Shop Reguisitions ’ Receiving

Search ‘Exchange Oracle.com Vl |- Go ) Advanced Search
Shopping Cart
Stores perd
Wi St four cart is empty
ain org
[V r-v— Luchange Uracle.com
Main Stare Exchange Oracle.com
My Requisitions
|_Full List
Requisition Description Total (USD) Status opy Change Receive

7. 1000000.00 Approved [E] &)

|BM Thinkpad 260t titanium case, 2.2 ghz pracessor, 266 Rag 21000.00 Approved g
i B720.00 In Process =]
125.00 Approved 2] ]
7278 Caontract to maintain grounds of local reserve 557825.00 Approved @S =

This will take you to the Requisition Details page.

ORACLE' iProcurement Shopping Cart Home Logout Preferences Help
Shop Requisitions Receiving :
Requisitions | Mo
Shop: Stores »
Requisition 67445
|_Copy Te Cart | ( Cancel Requisition ) [ Change | | Receive )
Description  IBM Thinkpad z60t titanium case, 2.2 ghz
processor, 2GB Ram Status  Approved
Created By REQUISITIONER, DAVE Change History  No
Creation Date  04-Jan-2007 10:25:23 Urgent Requisition No
Deliver-To 3101 PARK CENTER DRIVE ROOM 906 Attachment  None
ALEXANDRIA, , VA, 22302 Note to Buyer
Justification
Details
Line Description Need-By Deliver-To Unit Quantity Price  Amount (USD) Details Order
1 IBM Thinkpad zB60t titanium case, 2.2 ghz processor, 268 Ram 06-Jan-2007 00:00:00 FMS-HQ-ADMIN ~ EACH 7 3000 USD 21000.00 AG-63x0-P-07-0001
ls Total 21000.00
Retum \_Copy To Cart ) | Cancel Requisition ) ( Change ) ( Receive )
Shop | Beguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Carporation. Al rights reserved Privacy Statement

This is the Requisition Details page for Requisition number 67445. Since the Partial/Final
flag can be set at the line level, you will need to view the line details to see the Partial/Final

flag information.

Note: The Partial/Final Flag information is NOT contained on the Order Information
Details page, which you can access by clicking on the Order Number associated with
the Requisition. This information is only on the Requisition Line Details page.

Click on the Details icon to view detailed information about the Requisition line.

ORACLE iProcurement Shopping Cart Home Lodout Preferences el
Shop Receiving

Shon: Stores

Requisition 67445
|_Copy To Cart ) | Cancel Requisition | | Change ) ([ Receive )
Description  IBM Thinkpad z60t titanium case, 2.2 ghz
processor, 2GB Ram Status  Approved
Created By REQUISITIONER, DAVE Change History Ne
Creation Date  04-Jan2007 10:25:23 Urgent Requisition No
Deliver-To 3101 PARK CENTER DRIVE ROOM 906 Attachment None
ALEXANDRIA, , VA, 22302 Mate to Buyer
Justification
Details
Line Description MNeed By Deliver-To Unit Quantity Price
1 IBM Thinkpad zB0t titanium case, 2.2 ghz processor, 2GB Ram 0B-Jan-2007 00:00:00 FNS-HO-ADMIN ~ EACH 7 3000UsD
Total
Return ( Copy To Cart ] [ Cancel Requisition ) | Change ) [ Receive
Shop | Reguisitions | Receiving | Shopping Catt | Home | Logout | Preferences | Help
Copyright 2000-20035 Oracle Corporation. All rights reseryed. Privacy Statemert
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This will take you to the Requisition Line Details page. This is the Requisition Line Details
for Requisition number 67445, line 1.

ORACLE iProcurement Shopping Cart Home Logout Preferences Help
Shop ) Requisitions Receiving

Requisitions | MNotifications |
Shop: Stores = Requisition 67445 =
Requisition 67445 Line 1: Details

1Ok
Regquisition
Description  IBM Thinkpad z60t titanium case, 2.2 ghz processor, 2GB Ram Current Approver |
Status  Approved Approver Phone
Change Histary No Date Sent to Approver
B Show Additional Infarmation
Order
Order  AG-63-0-P-07-0001 Status  Approved
Buyer CONTRACTING OFFICER, JAMICE Buyer Phone
Supplier 1BM - 130871985 Supplier Site 130871985 8
Supplier Contact Supplier Phone %

Shipment

Shipment Shipment Date Expected Receipt Date Freight Carrier Tracking Number Track Shipment

Mo data exists

Receipt

Receipt Transaction Date Received Unit Received By Received by Phone Items Returned

Mo data exists

1_OK
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. A1l rights reserved Privacy Statement

To view more detailed information about the line, including the Partial/Final flag information,
click on the Show Additional Information link in the Requisition section of the page.

ORACLE' iProcurement

Requisitions | Motifics Anp
Shop: Stores > Requisition 67445 =

Requisition 67445 Line 1: Details

Requisition

Description  IBM Thinkpad z60t titanium case, 2.2 ghz processor, 2GB Ram

Status Approved
wiory No

Order  AG-53¥0-P-07-0001
Buyer COMTRACTING OFFICER, JAMICE
Supplier 1BM - 130871985
Supplier Contact

This will show the additional details of the Requisition line.
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ORACLE iProcurement Shopping Cart Home Logout Freferences Help 2
Shop Requisitions Receiving
Requisitions | Mo
Shop: Stores = Requisition 67445 =
Requisition 67445 Line 1: Details
ok
Requisition
Description  IBM Thinkpad z60t titanium case, 2.2 ghz processor, 2GB Ram Current Approver
Status  Approved Approver Phone
Change Histary No Date Sent to Approver
¥ Hide Additional Information
Item Information
k Requester REQUISTIONER, DAVE Deliver-To Location  FNS-HQ-ADMIN
Meed-By Date  06-Jan-2007 00:00:00 Destination Type Expense
Itermn Number Inventory Replenishment Reguest No
Category Description OFFICE INFORMATION SYSTEM EQUIPMENT Supplier CDW-G
P-Card Used No Supplier Site 363310735 C
Taxable No Supplier Contact
Caontact Phone
Supplier tem
Transaction Code  10-COMMIT
Partial/Final Flag zet by CO on the Obligation P
PartialiFinal Flag in FFIS  Partial
Obligated Quantity in FFIS T
Obligated Arnount in FFIS 19313
Buyer Mame Janice Contracting Officer
Buyer Phone  Unknown
Buyer Email gmcdaniel@crisolutions.com
Charge Account
Charge Account Project Number Task Number Expenditure Type Expenditure Organization Expenditure Iltem Date  Percent
30.07 00000000.0210, 100
Attachment
File Name Type Description Category Last Updated By Last Updated Usage Update Delete
Mo data exists.
Order
Order  AG-B3:0-P-07-0001 Status  Approved
Buyer COMTRACTING QFFICER, JAMICE Buyer Phone
Supplier 1BM - 130871985 Supplier Site 130871985 8
Supplier Contact Supplier Phone
Shipment
Shipment Shipment Date Expected Receipt Date Freight Carrier Tracking Number Track Shipment
Mo data exists.
Darain + s

In the example below, the Contracting Officer has marked the Award as a Partial award and
is holding the money as a commitment for later. The Obligated Quantity in FFIS is 7 and
the Obligated Amount in FFIS is $19,313. See the detailed view below for a closer look.

Deliver-To Location
Destination Type

Inventory Feplenishment Request

Supplier
supplier Site
Supplier Contact
Contact Phaone
Supplier ltemn

PartialiFinal Flag set by CO on the Cbligation
Fartial/Final Flag in FFIS

CObligated Cluantity in FFIS
CUhbligated Amount in FFI=
Buyer Mame
Buyer Phone
Buyer Ermail

FNS-HG-ADMIN
Expense

No

COW-G
363310735 C

Unknown

anice Contracting Officer

gmecdaniel@crisolutions.com

In addition, the Error Management screens allow the Error Manager to view the following

fields:
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e Final Flag set by the Contracting Officer
e De-committed in FFIS
e Obligated Quantity in FFIS

If the Final Flag is set but the funds have not been de-committed in FFIS this indicates that
either the document has not yet been processed in FFIS, or the obligation failed and an
error message needs to be processed.

Modifying Documents

The Requisitioner will still have the ability to modify the Requisition line upward by
increasing the price or quantity after the final flag has been applied. However, the user will
not be able to modify the Requisition downward to less than the obligated amount. This
scenario represents a liquidated commitment with the funds either released or
decommitted. There is therefore no need for the Requisitioner to modify downward.
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Automated Recurring Payments

Introduction

Automated Recurring Payments (also called Recurring Invoices) are payments that occur at
regular, repeated intervals. Examples include rents and leases or regular services which are
always billed for the same amount. This functionality is similar to the PRCH Type 42
transaction type, the Recurring Miscellaneous Obligation (REMO) and Recurrent Payment
Voucher (REPV) in FFIS.

The Contracting Officer is responsible for determining that an obligation can be paid on a
recurring basis. For such obligations, he provides the payment information such as
payment from and to dates, number of recurring periods, and frequency of the payments.
When the obligation is released, IAS notifies specified APB personnel of the invoice/payment
details. APB personnel then create a Recurring Invoices Template, which will generate the
required number of invoices.

Note: Requisitioners are not responsible for creating Recurring Invoices. If you
would like your Requisition to be a Recurring Payment, simply send the Buyer
(Contracting Officer) a message using the Note for Buyer field in the checkout
process.

Remember! Since the payments are predetermined and scheduled, there is no
receiving process for Recurring Invoices. Requisitioners/Receivers CNOT create
Receipts for Recurring Payments.

This topic provides an overview for all 1AS users to understand the process and policy
related to Automated Recurring Payments.

Scenario

Rent is due on the first of every month. Rather than create a requisition every month for the
same amount and delivery address, you want to enter the information once and have IAS
automatically generate the invoice and payment.

When to Implement Automated Recurring Payments
A payment must meet the following criteria to qualify as an Automated Recurring Payment:
e Same amount each period.
e Payment interval is consistent — i.e. always due on the 1st of the month.
e Payee name and mailing address does not change.

If any one of these criteria changes from payment to payment, an Automated Recurring
Payments transaction should not be utilized.

There is one exception to these requirements. Up to two payments can be configured for
different amounts, with the balance distributed equally across the remaining payments. An
example of this would be if an initial deposit amount is required for an amount different
from the regular payment.
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Process Flow

General

Automated Recurring Payments, also referred to as Recurring Invoices, are payments that
occur at regular, repeated intervals. Examples of Automated Recurring Payments include
rental and lease of equipment, and service contracts. No receiver documents are required
for these payments which once set up, process automatically with no further user
intervention.

This new IAS functionality is similar to the PRCH Type 42 transaction type, the Recurring
Miscellaneous Obligation (REMO) and Recurrent Payment Voucher (REPV) in FFIS.

In the diagram below, you see the process for creating, canceling or modifying an
Automated Recurring Invoice. You may find it useful to download and print a copy of this
diagram for use with this CBT, as well as for future reference.

Recurring Invaices: Creation, Modification & Cancellation
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The Requisitioner initiates this process within IAS by creating and submitting a Requisition
for Recurring “Services.”

The Funds Approver reviews the Requisition, and if appropriate, provides Requisition
approval.

Award Document and the Contracting Officer
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The Contracting Officer receives the approved Requisition and makes the award. The
Contracting Officer will make a determination on the award as to whether the obligation is
to be paid as an automated recurring payment based on whether or not an invoice will be
submitted by the vendor. If the vendor will be submitting an invoice to a designated
payment office, then the contracting officer will set the recurring payment flag to “NO”,
meaning that this is not an obligation that will be paid via an automated recurring payment.
If payment will be made automatically each period for a specified amount with no invoice
coming from the vendor, then the Contracting Officer will set the recurring flag to “Yes” and
fill in the recurring payment information fields on the obligation document in IAS.

The Contracting Officer selects "Additional Info" from the Options Menu to access specific
data entry fields for creating an Automated Recurring Payments Purchase Order/Contract
Document.

Field Description

Recurring Payments? Set to No by default. Change to Yes to send message to
APB Personnel to set up automated recurring payments.

Recurring Payment — Enter the date of the first payment.
From Date

Recurring Payment — To ||[Enter the date of the last payment
Date

Recurring Payment # of |[Enter the number of payment periods

Periods

Recurring Payment Month, Week, Day

Frequency

Recurring Payment — Enter any other information for APB. Field allows 20
Notes to APB characters maximum.

Upon approval by the Contracting Officer the obligation document will be sent to FFIS.

This completes the information that a Contracting Officer is required to provide on the
Award in order to set up an obligation that will be paid using the Automated Recurring
Payment functionality in IAS.

An automated e-mail message containing the recurring payment information will be
generated and sent to the Administrative Payments Branch (APB) at the National Finance
Center notifying them to set up the automated recurring invoice template in IAS. A copy of
the automated e-mail will also be sent to the Contracting Officer.
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Contracting Officers - Please Note: If you do not receive prompt system-
generated email notification of your Automated Recurring Payments transaction,
check your Award Document for errors.

Recurring Invoice Template and the Invoice Approver

The APB at the National Finance Center retrieves the automated e-mail message generated
from IAS and sets up the Recurring Invoice Template in the Invoice Module in IAS.

USDA INVOICE APPROVER

Invoice Batch

Recurring Invoices *‘/
Special Calendar

Purchase Order Summary

Inquiry

Invoice Batches
Invoices

Invoice Gateway
Invoice Overview
Withheld Amounts

This is the Recurring Invoice Template used by APB to complete action on an Automated
Recurring Payments transaction.

EF‘.l‘u‘u‘rlrll] beoresicms LIS
~ Supplier | = Caberdar
Mama [A.PLUS WATER SERVICE Hama [FEB.MONTHLY-05
Humber [E3336667 Humbar of Pericds [12
Site [EMINIGEET A First |[DCT04
Pay Group | Hext [OCT04
Paymest Method | Check Periods Remaning [12
Tempiate Definition Amcunts Remit-To Bank
N .Rau.lrrlng.!unlmhl Drseciplion .lhn:urrlng-.lanlbnrlul
Curancy [USD Liabilty Account |98.77 77 JITTIT IR 1 IIRTET T
Hold | Exgiration Dalp
GL Date Withholding Tax Group
Terms NETHA | USS5L Transaction Code |
Py Alona Appoeval Workdiow Regueed il
-~ Distribution Origin
Sot Hama
" PO Mum [AMGARZIPOS0396 Line [1 Shiprent | 10001
Humber of Impsces [12 ' [ Craate Recureg Inemces )

Once completed, IAS will generate the Recurring Invoices for payment of goods or services,
and this completes the process of creating Automated Recurring Payments in IAS.

Note: No Receiver Document will be entered in IAS for an Automated Recurring
Payment.

Receiving
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No Receiver Document will be entered in IAS for an Automated Recurring Payment.
Back Payments

In the event that the Obligation is set up late for services already incurred, a recurring
payment can still be established. The template will be created in IAS based on the actual
timeframe the services are to be rendered, and FFIS will calculate Prompt Payment Interest
for any overdue payments based on the invoice date.

Consider the following scenario:

A USDA agency requires renewal of an ongoing monthly service contract but fails to
renew it at the beginning of FY 05. The vendor continues to provide the service, but
the agency Contracting Officer does not set up the recurring obligation document
until December 30, 2004.

In this scenario the period of the recurring obligation is set to commence services on
October 15, 2004 and continue through September 15, 2005 for a monthly amount of $200.
Upon approval of the obligation document by the Contracting Officer, an automated
notification is generated to APB based on the Contracting Officer setting the recurring
payment flag on the obligation document to “YES” and completing the payment interval,
amount, and beginning and ending dates. When APB receives the automated e-mail
notification, they will set up the recurring payment template in IAS. The period will be set to
begin on October 15, 2004, and end on September 15, 2005. IAS will automatically create
12 invoices for $200. However, it will only release the October, November, and December
invoices to FFIS. Based on the invoice dates generated (i.e. October 15, November 15, and
December 15) FFIS will automatically calculate prompt payment interest for the overdue
invoices according to the Prompt Payment Act.

Canceling or Modifying Automated Recurring Payments

In order to modify an Automated Recurring Payment, you must first cancel any scheduled
Automated Recurring Payments, as well as the associated Recurring Invoice Template.
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Recurring Invoices: Creation, Modification & Cancellation
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The first step in canceling or modifying an Automated Recurring Payment is for the
Contracting Officer to de-obligate the remaining funds associated with the Automated
Recurring Payment transaction.

IAS will notify APB of this action via system-generated email notification.

Upon notification, APB will cancel any remaining scheduled payments, and then cancel the
Recurring Invoice Template.

The Automated Recurring Payments transaction is now cancelled.

In order to Modify an Automated Recurring Payment (e.g. Amount, Date), you must first
Cancel the Automated Recurring Payment following the process outlined above, and then
Create a new Automated Recurring Payment.
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Recurring Invoices: Creation, Modification & Cancellation

Requisitioner

APB

This process will again be initiated by the Requisitioner.
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