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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:  

• Change a Requisition from IQ-NOCOMMIT to IQ-COMMIT (Continuing Resolution) 

• 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 

• Understand Hanging Commitments 

• Understand Recurring Invoices 

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

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

 

NOTE:  These steps were covered in the Creating 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 IQ-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 IQ-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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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. 

 

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. 

 

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.   

 

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

 

 

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. 

 

Now you are on the Checkout: Requisition Information section.   

 

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 IQ-COMMIT, which will commit funds to the goods in this Requisition. 
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Warning!  It is strongly discouraged to have mixed type Requisitions with both IQ-
COMMIT and IQ-NOCOMMIT lines, although IAS allow IQ-NOCOMMIT and IQ-COMMIT 
line items in the same Requisition.  When the IQ-COMMIT line items are awarded, it 
locks the Requisition so the IQ-NOCOMMIT line items cannot be changed to IQ-
COMMIT lines.  That is why we are modifying the entire Requisition to be an IQ-
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.  

 

Once you change the Requisition to IQ-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.  

 

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 page 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. 

Gina M.L. McDaniel
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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. 

 

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

 

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

 

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. 

 

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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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 
IQ-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 IQ-
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 IQ-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 IQ-COMMIT lines on the same Requisition), it's 
best to create a new IQ-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 IQ-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 IAS. 

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. 

 



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

Draft 1.4, Last Updated:  1/16/2007   Page 13 of 55 

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. 

 

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. 

 

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.   

Gina M.L. McDaniel
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Once you are on the Shop page, click on the Change icon, , in the Change column for 
your Requisition. 

 

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. 
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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. 

 

Now you are on the Checkout: Requisition Information section.   

 

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.   

 

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

 

Once you have selected the Charge Account you want to change, you will be taken to the 
Requisition Information: Split Cost Allocation screen.   
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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 Account in the Accounting Flexfield by clicking on the 
Search and Select feature icon .   

 

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. 

 

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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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. 

 

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

 

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

 

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. 

 

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 “Tracking Requisition Status” section. 

Gina M.L. McDaniel
Remember to add page numbers



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

Draft 1.4, Last Updated:  1/16/2007   Page 21 of 55 

 

Modifying Requisition Accounting Post-Award 

Once again, it is possible that a Requisition can be created and an Award can be made 
before it is determined that different funds need to be used for a particular purchase.  Once 
a Requisition has been placed on an award and submitted for approval, the accounting 
cannot be changed.   

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 

Gina M.L. McDaniel
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created.  This is the only time a Requisitioner should cancel an IQ-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.   

 

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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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.  

 

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.   

 

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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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.  

 

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.  
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Since the second line item is not needed, it will be removed by clicking on the Trash Can 

icon  in the second line.  

 

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

 

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

 

Tip!  It is recommended that you change the Description of the Requisition a little to 
distinguish it from the original Requisition. 

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

 

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

 

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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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. 

 

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.  
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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.   

 

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

 

This will remove the line of accounting.  



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

Draft 1.4, Last Updated:  1/16/2007   Page 30 of 55 

 

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.  

 

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.  

 

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.  

 

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

 

Once the submission is complete, you will receive a confirmation page.   
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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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On the Requisition Details page, verify once more that the Order number is no longer 
associated with the Requisition line.  

 

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.  
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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.  

 

Then click on the Continue button.  

 

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

 

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

 

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.  

 

The Requisition Details of the original are below.  



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

Draft 1.4, Last Updated:  1/16/2007   Page 37 of 55 

 

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.   

 

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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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.  

 

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

 

Then enter the order number in the text field.  
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Finally, click on the Go button to complete the search.  

 

This will take you to the Receive Items: Select Items page with your search results and both 
Requisition lines will be listed.  



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

Draft 1.4, Last Updated:  1/16/2007   Page 41 of 55 

 

Next, you will learn about Hanging Commitments. 
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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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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.  
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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. 

 

Then select “P” for 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: 

• Final\Partial Flag in FFIS  

• Obligated Quantity in FFIS  

• 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:  

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

• 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.  

• 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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This will take you to the Requisition Details page.  

 

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. 
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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.   

 

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.  

 

This will show the additional details of the Requisition line.  
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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.  

 

In addition, the Error Management screens allow the Error Manager to view the following 
fields: 
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• Final Flag set by the Contracting Officer 

• De-committed in FFIS 

• 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 IAS 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: 

• Same amount each period.  

• Payment interval is consistent – i.e. always due on the 1st of the month.  

• 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. 

 

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 – 
From Date  

Enter the date of the first payment.  

Recurring Payment – To 
Date  

Enter the date of the last payment  

Recurring Payment # of 
Periods  

Enter the number of payment periods 

Recurring Payment 
Frequency  

Month, Week, Day  

Recurring Payment – 
Notes to APB  

Enter any other information for APB. Field allows 20 
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. 

 

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

 

 

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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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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This process will again be initiated by the Requisitioner. 

 


