Logging in to IAS

Scope

This instruction covers logging in to IAS.

Distribution
IAS Requisition Management Desk Manual

IAS Requisitioner”

Ownership

The Procurement Systems Division is responsible for ensuring that this document is necessary
and that it reflects actual practice.
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Activity Preface

These tasks are performed whenever access to the Integrated Acquisition System (1AS) is
required.

IAS Requisitioner
1. Open an Internet browser. (i.e. Internet Explorer)

2. Type www.ias.usda.gov in the browser address window and hit Enter.

3. Click on the Requisitions link.
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4. Read the information on the next page and click on the Accept button to proceed to the
Oracle Applications log in screen.
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5. Enter a username and password.

OoORACLE
COrade E-Business Suite

_

welcome o Oracle E-Dusiness Suite

VO wEriaTEe @ Pl woed |0 ke

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

6. Click on the Login button.

After logging in for the first time, you will be prompted to change your password. The
following rules apply when creating a password:
— Passwords will contain a minimum of 8 characters.
— One character must be a number.
— The leading character cannot be a number.
— Successive, repeat characters are not permitted. E.g. “mississippil”
— 1AS will prompt users to change passwords every 30 days.
— Passwords cannot be re-used for a period of 1 year.
— After 3-failed login attempts a user’s account will be locked out. Please contact
your System Administrator for assistance.
— Once logged in, if an account is left idle, IAS will time out after 30 minutes. The
user will have to login again.

User names and passwords are NOT case sensitive.
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7. View the IAS Shop page.

The first page you will see after logging in is the Shop home page.

CORACLE
o Tt

Manage Regqusitkns

Requaitons ot a Glance

Oequistion Dasvigiian
5l

From this page you will be able to:

— Use your personal Favorites List to keep items you order frequently.

— Reassign notifications while you are out on vacation (if you are an authorized
approver).

— Review your To-Do List (of approvals that have been sent to you) if you are an
authorized approver.

— View status of Requisitions you submitted in a previous session.

— Start creating a Requisition.

End of activity.
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Process Workflow

@

IAS Requisitioner

Open an Internet
browser. (i.e. Internet
Explorer) (1)

Type
www.ias.usda.gov in
browser address
window & hit Enter. (2)
Click on Requisitions
link. (3)

Read info on next
page & click on
Accept button to
proceed to Oracle
Applications log in
screen. (4)

Enter a username &
password. (5)

Click on Login button.
(6)

View IAS Shop page.
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Managing Profiles in 1AS

Scope

This instruction covers managing profiles in 1AS.

Distribution
IAS Requisition Management Desk Manual

IAS Requisitioner”

Ownership

The Procurement Systems Division is responsible for ensuring that this document is necessary
and that it reflects actual practice.
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Activity Preface

These tasks are performed whenever updates are required to the IAS profile.

IAS Requisitioner
1. Loginto IAS.

Refer to Logging into 1AS

2. Click on the My Profile tab, located in the top right hand corner of the Shop home page.

3. Review the information on the My Profile tab.

OoRACLE

i
iProcurerment S S

My Profile

Edn your profie information and press the Apply Changes bution Beicw 10 3800 your changes
* Indicates a requred feld

Delivery Defaults

Thi dalteeny valuas you smber will defsult during the Checkou! process
Meed-By Dale  Order Date » 2 Days
* Requester Nama m rf
* DelverTo Locatn [MRCSHE o
T Delvar to 8 sylamanlory

Subimeani ong | {;-:?

Billing Defaults

The Balbng values you ener vell defaul dunng the Checkoul pocess

If changes to the profile are required, go to task #4. Otherwise, go to task #6.
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4. Make changes as needed.

Most of the fields, under the following sub-sections of the My Profile tab, will be pre-
populated with default values:

— Delivery Defaults;

— Billing Defaults;

— Favorite Charge Account;

— Preferences;

These values can be changed by the user. Although any change to the default Date Format
(DD-MON-RRRR), under the Preferences sub-section, will cause Requisitions to fail.

You can change your password on the My Profile page.

Reset Fassword

Choose a password that is easy for you 1o remember, but dificult for others to guess
Usemame NRAPPR1

Crent Password

MNeow Passwond A1 beast & characters

Retype Password

— Enter your current password in the box;

— Enter your new password;

— Retype your new password one more time for confirmation;
— Apply the changes to complete the password reset process;

5. To save the changes to your profile click on the Apply Changes button located at the bottom
right hand corner of the page.

6. Click on the Shop tab to return to the Shop page.

End of activity.
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Process Workflow

@

—

IAS Requisitioner

IAS Requisitioner

— Loginto IAS. (1)
— Click on My Profile

tab, located in top
right hand corner of
Shop home page. (2)
Review info on My
Profile tab. (3)

— Click on Shop tab to
return to Shop page.

(6)

Changes to
profile required?

IAS Requisitioner

Make changes as
needed. (4)

To save changes to
your profile click on
Apply Changes button
located at bottom right
hand corner of page.

(®)
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Creating a Requisition in 1AS

Scope

This instruction covers creating a Requisition in 1AS.

Distribution
IAS Requisition Management Desk Manual

IAS Requisitioner”

Ownership

The Procurement Systems Division is responsible for ensuring that this document is necessary
and that it reflects actual practice.
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Activity Preface

This activity is performed whenever the purchase of an item needs to be requested.

IAS Requisitioner
1. Log in to the IAS system.

e Type www.ias.usda.gov in the browser address window and hit enter.

e Click the Requisitions link, and click on the Accept button on the following screen.
e Enter your Username and Password and click the Login button.
The Shop page will be displayed.

2. Click on the Non-Catalog Request tab to begin creating the Requisition.

oRACLE
1P pocumeTeTt
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3. Enter the details of the Requisition.

Describe your item

tem Type Goods billed by quanl:rh_.

Example; 10 :?-': D) 25/each

(¥ Click below to select different item tw:.rpe

Exar Tl T n 1 IS0 4 0%
Example: 10 hours of consulbing g (1

1P

> Salem Goods or sensces billad as an amount

oy FPTa . "
niple: (US0) 10,000 warth of consulting

* Category | r’f

* hem Description ﬂ

=

* Unit of Measure m :Sp//
* Quantity I_
* Currency m
* Unit Price Ii

Exchangs Rate Type ICclrpura‘le -
Exchange Rate Date 18-MAR-2004

e Describe the requested item. Use the Flashlight icon to search.

e Add items to the cart by clicking on the Add to Cart button.
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4. Review the contents of Shopping Cart.

CoRACLE

et == =
IProcucnen Mingohiiion. St [ racaving |y rroite

= Shopping Cart Contents

Line Hzen Domeripiion Special infs  Un  Uuaniily Frice lotsd UED  Deicls
DRy Sl eacH in 1 vemm §

wpiets Totsd USD) LT

This page contains the Description, Unit, Quantity, Price and Total price of items ordered.

e If you change your mind about the item, click on the Trash Can icon in the Delete
column and row of the item you would like to remove.

e If you want to change the order, click on the Return to Shopping link on the left side of
the page.

e To change the quantity, update the number in the box under the Quantity column for the
line item you would like to change. Then click on the Update link at the bottom of the
Quantity column.

5. Click the Save Cart button.

This action will protect work to date on the Requisition in the event of a power loss or
network failure.

6. Click Proceed to Checkout.
The Continue Button will be used to proceed through the following pages.
7. Add and/or confirm delivery information.

The information from your Profile settings has pre-populated the Delivery Information
fields. The information can be changed as required.
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8. Review or enter billing information.

On the Billing Information page, the only input necessary is the Transaction Code. You can
use the Search and Select tool by clicking on the Flashlight icon to help you with the
Transaction Code. For Requisitions, IQ-COMMIT must be selected as the Transaction Code
in order for funds to be committed within FFIS. Leave the default answer "No" in the
Taxable field.

On the Charge Accounts page, your default Charge Account will be inserted for the item(s)
you selected. To change the default Charge Account, click on the link. The "Z's™ in the
charge code are neutral placeholders for accounting segments not currently used by an
Agency. Click OK to save any changes.

9. Enter notes or attachments to support the requisition, if needed.

A Requisition Description must be entered on this page. Enter the Requisition Description
(100 characters) or click on the link below the box to automatically default the Requisition
Description to the first line item's description. You can edit this as needed.

10. Review approver information and add approvers, if needed.

If you need to add more individuals to your approval chain, click on the Add Another
Approver button. When adding approvers make sure that the final approver has rights to
obligate funds in FFIS for the account specified in the Requisition.

11. Review the Requisition details.

oRACLE

o =
IPPOCLIRCTCT FequidiBon Sisn |/ Mecaiving | hiv Frolile

Roviow and Submit Reguisition
Flease rérw powl rogasbin cassfully Lo ey B prod sy OF
= Huady Db o bt BV WRAEREBEN T S TG Semi Dalee

= Hod 16 sk coaeBomi s U s boowpar's Bl bt or

Reguisition 283
1by MANLGER, ROLAMD GREROS Urgent Regui
bt Dve ILULSE, il PCard Farsber
Cglele Dlfie Chaiey

B b6 b o e W Bl e Tl B S Ry B il e £ fstm et il el i o D b

i
T 5 aeeinl P

Fase 10 Burgran This by srlwon e oot oney T a0 appemdly b seed o sessage b Be By

_“.l'-.- i Te Trpe CrrFgian
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12. Click the Submit button to submit the Requisition.

Note that you will receive a blue confirmation message that indicates a Requisition has been

successfully created. Below it will be a Requisition number.

End of activity.

Process Workflow

<>

—

IAS Requisitioner

IAS Requisitioner

Log in to IAS system.
@)

Click on Non-Catalog
Request tab to begin
creating Requisition.
()

Enter details of
Requisition. (3)
Review contents of
Shopping Cart. (4)
Click Save Cart
button. (5)

Click Proceed to
Checkout. (6)

Add and/or confirm
delivery info. (7)
Review or enter billing
info. (8)

Enter notes or
attachments to
support requisition, if
needed. (9)

Review approver info
& add approvers, if
needed. (10)

Review Requisition
details. (11)

— Click Submit button to

submit Requisition.
(12)
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@
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Changing or Canceling a Requisition with %
Order Number

Scope

This instruction covers changing or canceling a Requisition with an Order Number Assigned to
it.

Distribution
IAS Requisition Management Desk Manual

IAS Requisitioner”

Ownership

The Procurement Systems Division is responsible for ensuring that this document is necessary
and that it reflects actual practice.
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Activity Preface

These tasks are performed whenever a Requisition needs to be changed or cancelled. Different
processes are used to change or cancel a Requisition. The process used is dependent on the
assignment of an Order Number to the Requisition. Order Numbers are assigned to a Requisition
within IAS when an obligation document (e.g. PO or Contract) is created. The primary
difference between these methods is the number of fields available for modification.

2.

3.

IAS Requisitioner
Navigate to the Requisition Status page.
e Stepl-LogintolAS;

e Step 2 - Click on the Requisitions Status tab;

ORACLE
iProcurement

Receiving / My Profile
Requisitions Natifications Approvals

Click to select the Requisition that has an Order Number assigned.

Review the Requisition details.

If the Requisition needs to be changed, go to task #4. Otherwise, go to task #9.

Change the Requisition

4. Click on the Change button.
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Changing or Cancelling a Requisition with Order Number INSO0004A

Effective 05/07/04 Page 2 of 5 Rev 1



5. Edit the Need-By and Quantity Details as appropriate.

Enber Changes

Change Requisition: Enter Changes

Carcel ) Siep 1 of 3 Next)
The hnes ahgdbls for changs below have been placed on a purchase orded. Your change requests ans made dirsctly to the
purchase rder, f you make & changs, you must ener a reason, YWhen you are finished, press the Hext button. Note that not all
ke may be eligible for changes Leaom Mo

Reguisition 2899 (Total Amount 390000.00 USD)
 REGUISITIONER, NATE Uirgent Reguisition No
Created By RAYMOND Pard Mumbar
Creation Date  23.MAR-2004
Dwscription  Annual Facility Guard Services

Requisition Details
For ings with mulliple detnbutoms, Chck on the Chaamily bnk 1o changs quantties
=) Indicales pressusly cancelisd line
2 Indicates 3 hne where reguisfion informatecn diffees from order infformation. Click Ehe icon 1o wew the dfference
Order
Lime Description Type 7 Chapnsi
Aniua

L ' 12000
Gaard P03 00 35000000

Senices

Shop | Requisition Status | Recening | My Profls | Betum i Podal | Shopping Car
GComyrght 2003 Gracie Corporation &N nghts resenved

Note that there is a requirement to enter a reason for making changes to the Requisition.
6. Click on the Next button to proceed through the following pages.

7. Add an Approver, and a justification regarding the Requisition change, appropriate or
required.

8. Review the details of the Requisition change, and click the Submit button.
A confirmation message will indicate a successful change to the Requisition.

End of activity.

Cancel the Requisition

9. Click on the Cancel button.
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10. Click on the check box in the Cancel Line column of the Requisition you wish to cancel.

ORACLE
Procurement

Cancel Requisition: Select Lines

Cancel Cortinue )

Salect the requisition Bne(s) you want §o cancel and press the Continue bution when you are done

Requisition 2681 |Total Amount 12850.00 USD)

. . REQUISITIONER. NATE Urgenl Requisition  Yes
Created By RAYRIOHD P-Card Humber

Creabion Date  09.MAR. 2004
Degenpleon HINGES FOR S5TOCK

Requisition Details
==) Indicates previoushy cancelled ling

Ordar Need. Price Amount Cancel
Details Line Description Typa Ordor By Unit  Cuantity (U50) (U S0} Line Reason

AG- =
Beshoy1 HNGESFOR  popoes 0281 - wppgiqgpn 1295 1205000 I -I

BREAKROOM P03-  Mar-
DOOR 00Es 2004

Sken | Reguisition Status | Hacerees | My Prefle | Bsturm 1o Ponal | Shesges: Cad | Halg
Ciagryriaht 2003 Orache Corporaten. A0 rahis ressnsed B

Note that it is a reason for the cancellation is required.
11. Click on Continue.

12. Review the Cancel Requisitions details and click the Submit button to complete the
cancellation.

A confirmation message indicates that the Requisition has been successfully cancelled.

End of activity.
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Process Workflow

—

@4%

IAS Requisitioner

IAS Requisitioner

IAS Requisitioner

Navigate to
Requisition Status
page. (1)

Click to select
Requisition that has
an Order Number
assigned. (2)
Review Requisition
details. (3)

Requisition
needs to be
changed?

IAS Requisitioner

Click on Change
button. (4)

Edit Need-By &
Quantity Details as
appropriate. (5)

L

— Click on Next button
to proceed through
following pages. (6)
Add an Approver, & a
justification regarding
Requisition change,
appropriate or
required. (7)

Review details of
Requisition change, &
click Submit button.

— Review Cancel
Requisitions details &
click Submit button to

complete cancellation.

(12)

@
0

IAS Requisitioner

Click on Cancel
button. (9)
Click on check box in
Cancel Line column of
Requisition you wish
to cancel. (10)

— Click on Continue.
(11)

L

@
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Changing or Canceling a Requisition

Scope

This instruction covers changing or canceling a Requisition without an Order Number assigned
to it.

Distribution
IAS Requisition Management Desk Manual

IAS Requisitioner”

Ownership

The Procurement Systems Division is responsible for ensuring that this document is necessary
and that it reflects actual practice.
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Activity Preface

These tasks are performed whenever a Requisition without an Order Number needs to be
changed or cancelled. Different processes are used to change or cancel a Requisition. The
process used is dependent on the assignment of an Order Number to the Requisition. Order
Numbers are assigned to a Requisition within IAS when an obligation document, e.g. PO,
Contract, is created. The primary difference between these methods is the number of fields

available for modification.

IAS Requisitioner
1. Navigate to the Requisition Status page.
e Stepl-LogintolAS;

e Step 2 - Click on the Requisitions Status tab;

ORACLE
iProcurement

Receiving | My Profile

Requisitions Hotifications Approvals

2. Click to select the Requisition.

If the Requisition needs to be changed, go to task #3. Otherwise, go to task #8.

Copyright ©USDA/ Oracle Corporation, 2003. All rights reserved.

Changing or Cancelling a Requisition
Effective 05/07/04 Page 2 of 5

INS0004B
Rev 1



Change the Requisition

3. Click on the Change button and click Continue.

ORACLE
iIProcurement

Receiving |/ My Profile

Requisitions Hotifications Approvals

Change Requisition (Requisition 2921)

Indscate how you wart to processd wath changing your requisiion. Make the appropniate selection below and press the
Continue bution whan wearne dons

# Change and Resubmil Requisition
Withadraw your requigitien frem the approval process and add i to the shoppng cal 80 you ¢an
make changes and checkout

i Cancel Requisition
Diont need the items: you ordered? Cancel the entire requisition or some of the tems on it

Cancel b Corinue

4. Edit the information on the Shopping Cart page.

5. Click the Update link to recalculate totals.

6. Proceed through the Checkout process making changes as needed.

7. Review the details of the Requisition, and click the Submit button.
The Requisition has been changed and re-submitted for approval.

End of activity.
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Cancel the Requisition
8. Click on the Cancel button.

9. Review the details and click on the Cancel Entire Requisition button, to confirm the
cancellation.

ORACLE
iProcurerment

Requisitions Moddcabnng

Cancel Requisition: Select Lines
Cannel:] Cancel Entire 'ﬂqulsn:m] C\:rkl".ur:}

Seloct the requesition Ine(s) you want io cancel and jpress the Continue button when you ane done. To cancel all requisition lines
precss the Canced Emire Requisition button

Requisition 2816 (Total Amount 750.00 USD)
REQUISITIONER. NATE Uigent Reqursitson No

Crested By povnnD P-Card Mumber
Creation Date  MMAR. 2004
Descegtion  Office Chairs

Requisition Details

=) Indicates prevously cancelled line

Datails Line Dascription Order Type Order Head-By  Undt  Quantity Price (USD) Amouont (US0) Cancol Line
b Show 1 CHiice Chairs Purchass 28Man- 2004 EACHES 150,00 TE0.00 r

Cancel ) | Cancel Entire Requisiion )| | Conbrue )

Shop | Requisibon Siaim | Hecomng | My Profils | Boben o Fosl | Shoppng Cad | Half
Coapsrght 2000 Oracie Corparstion. AN rights ressnsed B

gt T T

10. View the Confirmation message.

End of activity.
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Process Workflow

@4%

IAS Requisitioner

IAS Requisitioner

Navigate to
Requisition Status
page. (1)

Click to select
Requisition. (2)

Requisition
needs to be
changed?

IAS Requisitioner

Click on Change
button & click
Continue. (3)

Edit info on Shopping
Cart page. (4)

Click Update link to
recalculate totals. (5)

[

Proceed through
Checkout process
making changes as
needed. (6)
Review details of
Requisition, & click
Submit button. (7)

=
®

IAS Requisitioner

Click on Cancel
button. (8)

Review details & click
on Cancel Entire
Requisition button, to
confirm cancellation.
(9)

View Confirmation
message. (10)

@
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Approving or Rejecting Requisitions

Scope

This instruction covers approving or rejecting Requisitions.

Distribution
IAS Approving Manager

IAS Requisition Management Desk Manual

Ownership

The Procurement Systems Division is responsible for ensuring that this document is necessary
and that it reflects actual practice.
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Activity Preface

These tasks are performed whenever a Requisition requires an approval or a rejection.

IAS Approving Manager
1. Navigate to the Requisition Status page.

2. Click on the Approvals tab.

'DFACLE '
iProcutement

Receiving | My Profile

Requiitions Notilicatiom Approval

3. Sort the list of Notifications to retrieve the Requisitions that require action.

'DFACLE '
iIProcutement

Receiving o My Frofile

Haquisiions Hodilicatin Bpprovaks

Wiew |l:!cqu-sno-'-s 1o Approve j 50 ) Expandsd Search

Requsiicns | Have Appeowed

Click & résquisation numbes bnk Do dae ils detais

Requisitions to Approve

T R M ) i
Solect reguisition Approve || Reject | Respond | CopyloCan |1 Cancel |

and....

Wiem CRange Mistery |
—— e

Sot by |Creation Date =| ¢ Ascending Go
# Descending =)

1.4 Skowm of 4

Select Reguisiion Description Total [USD) "I;:'L:""'" Sanhus

© o an " 226000 20 1y Process

96000 21 1 process

Notifications can also be accessed via the To-Do list on the Shop home page, and the
Notifications tab on the Requisition Status page.
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4. Click on the Requisition Description link to view details of a specific Requisition.

5. To select a Requisition for Approver action, click on the radio button in the Select column.

Saloct Reguisition Descripticn Tatal (USD CD;?:““" Stanss

© zw

4MAF

96000 i In Procags

If the Requisition needs approval, go to task #6. Otherwise, go to task #8.

6. Click on the Approve button.

Requisitions to Approve

Approve | R Respond CopyloCan | Cancel |
Salest roguisiticn [VE B HEC 3 pond | pyloCan | J
and....

o Change Mistory |

Sortby |Croaton Dale »| Ascending =
Ga
% Descending —

1. 4 Shown of 4

Solect Requisiion Description Total (USEY E:;:l‘“" Stnhas

c 2 - - 225000 2R 1n Process

24-MAR.

96000 0 In Procass

7. View the Confirmation message.

ORACLE

.
(Procurement Receiving || My Prafile

Heguisitians Hotilications Appravals

[ i }Confirmation
Requistion 2913 has baan approved

Shop | Requisition Satus | Begening | My Profle | Shopging Cad | Help

End of activity.

Copyright ©USDA/ Oracle Corporation, 2003. All rights reserved.

Approving or Rejecting Requisitions INS0005
Effective 05/07/04 Page 3 of 4 Rev 1



8. Click the Reject button to reject the Requisition.

Add notes as needed.

9. View the Confirmation message.

End of activity.

Process Workflow

<>

—

IAS Approving Mgr

IAS Approving Mgr

Navigate to
Requisition Status
page. (1)

Click on Approvals
tab. (2)

Sort list of
Notifications to
retrieve Requisitions
that require action. (3)
Click on Requisition
Description link to
view details of a
specific Requisition.
(4

To select a Requisition
for Approver action,
click on radio button in
Select column. (5)

Requisition
needs approval?

— Click on Approve
button. (6)

— View Confirmation
message. (7)

@

—

IAS Approving Mgr

— Click Reject button to
reject Requisition. (8)

— View Confirmation
message. (9)

@
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Reassigning Notifications

Scope

This instruction covers reassigning Notifications in IAS.

Distribution
IAS Requisition Management Desk Manual
IAS Requisitioner”

IAS Requisition Approver”

Ownership

The Procurement Systems Division is responsible for ensuring that this document is necessary
and that it reflects actual practice.
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Activity Preface

These tasks are performed whenever it is necessary to delegate authority of Notifications or
transfer ownership of Requisitions in the 1AS application.

IAS Requisitioner or IAS Requisition Approver

1. On the Shop home page click on the Click Here to Reassign Your Notifications link under
the To-Do List.

To-Do List

Going Away? Chck here 10 |

2. Click on the Create Rule Button.

CRACLE
Wotkflow

Rasquesions: Hatifications Appivals

Reguizition Status TSN My Prfile

Motification Routing Rules

Yiou have nol selup any notification routing rules. Please use the Create Fube bullon 1o create a new notication
routing rule

Create Rule )

| Requisition Status | Becering
03 Gracie Corparaton Allrghts mamnoes
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3. Select the Type of Notification and click Next.

The options displayed will differ based on the rights and privileges assigned to your UserID.

4. Select the Notification Format and click Next.
Select the criteria the Notification must meet to activate the Rule.

5. Define the Notification Rule on the Rule Response screen.

ORACLE
Workflonw

squistions | Motifications Appioals

Bequisiban S5atus Regiking

Rule Response

Comgplete the foem belaw b 3ol up the proper nésponss for the nola
Ham Type PO Requisitian Approval
metfication ... ... fer .. [.. ...} requires approval

* Start Date  [24.Mar2004 =

End Date |

Message = . ;I
E

& Reassign [ -

& Dielagate suthorly fof reaponding 10 Lhis natfication
© Traafed gamecekip of thes Agliealisn
i Respond

Foreard To | '\?’

Hote

Action | a&ppeove =
= Dalraar aiifaz aiines: 1o me egedass of any gensesl ndes

6. Enter a Start Date.

My Bredile

Start Date is the only required field. However, it is recommended that you specify an End

Date to ensure the Rule is controlled and managed.
7. Enter a message that explains the notification action.
8. Select a Delegate.

Use the Search and Select tool to identify your Delegate.
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9. Click on the appropriate button to specify whether you are delegating authority or
transferring ownership.

ORACLE
Workflow

Fequisiikaon Status
eqaslons Motilications

Rule Responso
Rule Response

Comgplate the Fotm beldw b del up the proper nésponss for Re rda
Ham Type PO Regquisitian Approval

Metfication ... ... bar ... [... _..) requires approval
« Start Date  [24-Mar-2004

avgle

End Date |

Mesaage

& Dielagate suthanly for reaponding 1o Lhis nothicalion
= Trgafes gemership of thes noliScation

Appeoa = I
= Dalraar eatife: alios 00 me regiedass of any genesl des

Delegation of authority enables another Requisitioner to act on your behalf in your absence.
Transferring ownership grants another Requisitioner complete rights to the Requisitions
meeting the Rule.
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10. Click on the Submit button to complete the Rule.

On the Shop page under the To-Do List, note that the message has changed indicating that
the Rule is now in effect.

| To-Do List

Your notifications are being reassigned.
Click here to view or edit your
reassignment rules

Purchase Requisition 2921 for
REQUISITICHMER. MATE
BAYTMMOMND (1440.00 USD)
requires approval

Purchase Requisition 2920 for
REQUISITICOMER. MATE
BAYTOMD (750.00 USD) requires

« approval

Click on the link to edit the Rule. From the Notification Routing Rules page, you can update
the rule or delete it.

End of activity.
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Process Workflow

@

—

IAS Requisitioner
or Requisition
Approver

IAS Requisitioner
or Requisition
Approver

On Shop home page
click on Click Here to
Reassign Your
Notifications link
under To-Do List. (1)
Click on Create Rule
Button. (2)

Select Type of
Notification & click
Next. (3)

Select Notification
Format & click Next.
(4)

Define Notification
Rule on Rule
Response screen. (5)
Enter a Start Date. (6)
Enter a message that
explains notification
action. (7)

Select a Delegate. (8)
Click on appropriate
button to specify
whether you
delegating authority or

transferring ownership.

)

— Click on Submit button
to complete Rule. (10)

L

@
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Receiving Goods and Services in IAS

Scope

This instruction covers receiving goods and services in the 1AS application.

Distribution
IAS Requisition Management Desk Manual

IAS Requisitioner”

Ownership

The Procurement Systems Division is responsible for ensuring that this document is necessary
and that it reflects actual practice.
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Activity Preface

These tasks are performed whenever an item requires Receipt. Receiving is the system-based
(IAS) process for acceptance of goods or services from a vendor.

IAS Requisitioner
1. Navigate to the Receiving page.

e From the Shop Home page, click on the Receiving tab.

ORACLE

iProcutement ,
Shop ¢ Requiskion Sms |

Search |Ilt'r:< Lo Recarng 3 [Flnd bry Requisition Nur'ﬂ:fg [ E}

Receiving
Select the rec aning aclion you wam to perform i
« Hecons Bams » Coimaci Recepls Receiving Process

» [Befyrn lems » Wigw Beceipls Receive

Record receipt of the
— . «  ilEimE you onrdered, of
#8 Requisitions to Receive . recens on behal of

otheds

Reacehs tams
Return

Mead to send items
back to the supplier?
Belum Nems

Click Express Recelve to deecily create receipl(s) with the receipt "
valugs automatically defauled w
Requisition Owbize Express
Requisition Descripthon Supplier Humber Receive
2859 Anrwal Facilty Guard RENT-A-5PACE-  AG-3D47-P- &
Seraces 411374445 03-0099
2858 Irfedc o Syl e REMNT-A-SPACE- AG-3D4T-P- &
411374445 43-H058 Cormract
2837 Power Sinps REMNT-A-SPACE- AG-304T-P- & i
411374445 03-0097 b *g”'!‘e::"‘:lgf .
Sandra NRCS 3ine RENT-A-SPACE- AG-3047-P- & S quankity?
regl 411378445 03-0086 *  Comeet Recaipts
HINGES FOR RENT-A-SPACE- AG-3047-P-
STOCK 411374445 03-0084

View recaipts with al

The Receiving page provides a sample list of Requisitions awaiting action as well as
Receipts that have already been created.
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2. Click on the Full List button to view all Requisitions pending receipt.

If the Full List is too large to manage, use the Search and Select tool to refine your results.

ORACLE
IProcurement

Receive Requisitions

Cangel :' Express Receive :|

Search
Enter sparch crtena and press the Go button to fnd the requisitions you wan bo recese

Requoster ..
Crested By I— \?
Ragisamion Rumbss Ii
Suppher [— :?’
Order Humber Ii
o)

Results
Salect the requisdion you want 10 recene and preas the Express Recense butlon 1o deeclly creabe receiptis) tor all

eligibde ilem{s) on the requisition with the receipt vabses automatically defaulted
Creation Tatal
Select Requisition T |Requisition Description  Supplier Durte (S0} Dirder Numbar

2899 Annual Facility Guard RENT-4-2PACE- 23-Mar-2004 39000000 AG-I04T-P03-
Sandces 411374445 0099
RENT-A-SPALE- -Mar-2004 194688 AG-IMTPA3-
411374445 oosa
Fawes Strips RENT-A-SPACE- I3-Mar-2004 12280 AG-ID4T-P03 ﬂ
411974445 nnaT

Imarcom System

Receiving within IAS is a simple, three-step process: (1) Selecting Items, (2) Entering
Receipt Information, and (3) Submitting the Receipt. When the details of a receipt do not
require change, there is an abbreviated process called Express Receive available, which
enables the user to submit a receipt in a single-step process.

If the Requisition can be received using the Express Receive process, go to task #3.
Otherwise, go to task #6.

Perform an Express Receive

3. Select the Requisition to be received by clicking on the radio button in the select column of
the Results set.
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4. Click on the Express Receive button.

Results

Sedect the reguisition you wam 1o receive and press the Express Receive button to directly create receipt(s) for all
eligibla item(s) on the requesition with the receipt values sutomatically defaulted

Select Requisition © Requisition Description  Supplier

& aEee Annual Facility Guard
Seraces

Ll Intercom Sysbem

2ea7 Power Strips

Feal: Sandra NRCS Hine req?
HINGES FOR STOCK
Sandra NRCS Jine reqT
HINGES FOR STOCK
Sandra NRCS Mine reqh
Sandra’ 3 NRCS REQ]

Sandra's NRCS reql

Creation
Date

RENT-A-SPACE-

411374445

RENT-A-SPACE-

411374445

RENT-A-SPACE-

411374445

RENT-A-SPACE-

411374445

RENT-A-SPACE-

411374445

RENT-A-SPALE-

411374445

RENT-A-SPACE-

411374445

RENT-A-SPACE-

411374445
R L LEASRNG-
S20156127

RENT-A-5PALE-

411374445

23-Mar-2004

23-Mar-2004

23-Mar-2004

10-Mae-2004

10-Mar-2004

10-Mar-2004

05-Mar-2004

05-Mae-2004

05-Mar-2004

05-Mar-2004

Total
MRS
38000000
194689
322 80
1300000
15425 00
1200000
1295000
1200000
1500.00

T00.00

Order Numbar
AG-304T7-P-03-
00=9
AG-3D4T-P-03-
L
AG-I04T-P-03-
osT
AG-304T-P-03-
0056
AG-304T-P03-
0034
AG-304T-P-03-
noa2
AG-0281-P-03-
0066
AG-I04T-P-03-
0078
AG-J0AT-P03-
0oT2
AG-J0AT-P-03-
0oT1

The Express Receive option will take you directly to the Review and Submit step, bypassing
any screens for the entry or editing of data.
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5. Review the data and click Submit.

ORACLE

]
Procurement e —

Rératiigy & Subemil

Receive [tems: Review and Submit

Cancel ] Batk i e 3 of S-I.Ibn'll'l]

Rieview your recespl details and press the Submit buticn when you are done
Receipt Information
Recept Date  25-Mar-2004

Receipt Commants

Received Item Detalls
Receipt Packing Transaction Rem
Requisition lem Description Unit  Cuantity  'Waybhl Slip Code Comments  Supplier
JE00 Arnnual Facility HOUR %360 RENT-A-SPACE-
Guand Setaces 411374445

Cancel ) [ Back | Ster J Submit )

Shop | Requistion Statys | Recelving | My Profils | Betum to Poctal | Shopping Cat | Help
Copyright 2003 Oracle Corporation. A0 rights reserasd Erismge Slacam-an]

The Confirmation page will indicate the Receipt has been successfully created and a Receipt
number will appear below the Confirmation heading.

End of activity.
Perform a Standard Receipt

6. Click the Requisition link to view Requisition Details.

#8 Requisitions to Receive

Click Express Receive to directly create receipt(s) with the receipt :
Full
values automatically defaulted Full List

Requisition Order Express
Requisition Description Supplier Number Receive

Intercom System RENT-A-SPACE-  AG-3D47-P- @
411374445 03-0098

ga7 Power Strps RENT-A-SPACE- AG-3D47-P- &z
411374445 03-0097

Sandra NRCS 3line RENT-A-SPACE-  AG-3D47-P- &z
reqfl 411374445 03-0086
HINGES FOR RENT-A-SPACE- AG-3D47-P- &:
STOCK 411374445 03-0084
Sandra NRCS 3line RENT-A-SPACE-  AG-3D47-P- &7
reqr 411374445 03-0082
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7. Click the Receive button.

Items

To view additional details for a line item, click is View link

Cwrdlar Order  Item
Type Number Description Heed By Unit  Cuantity Price  Total (USD)

Line

AG-

Purchage 3J04T.p. MSCOM 4y iap o004 EACH 1 1946 &9 1946 &9
3.0058 System

Total (USD) 194689

A
Respond } Copy o Cal J Wiew Changs History

8. Enter Receipt information, if required, on the Receipt Information page.

ORACLE

T
11 TOCUTEITICT Shop Requisition Satss My Profile

Recept infarmation
Receive ltems: Enter Receipt Information
Cancel ) | Back | Ste

Indicates required field

Receipt Information

= Receipt Date [25-Mar-2004 A

Wiyl
Packing Slip
Tranaaction Code

Receipl Comments j

=

Shop | Reguisiion S3atus | Receiving | My Profile |
Cogyright 2003 Oracke Corparation &1 nghis ressnsd

The Receipt Date is the only required field. However, this page provides an opportunity to
document Receipt information not already captured.
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If the Receipt is a partial shipment, goto task #9. Otherwise, goto task #10.

9. Edit the quantity received in the "Receipt Quantity" box.

Results
Seloct the tems you want to recenve, enter receipt quantities and press the Meaxt button when you are done. Express Rec
more quickly by bypassing the ‘Ener Recapt Informatson’ screen

liem Recabpt Quantity Alresdy
Salect Requisition|Description Need-By LITRIE] u;m:::iq Orderad Recalved Supp

r oz morcom  31-Mar2004 [EACH =] 1 1

DSl

Note that the Requisition will still appear in the Requisitions to Receive list as outstanding
items are yet to be received. You can find the Receipt for partial shipment received under
your Receipts at a Glance. To create a Receipt for the remaining items, open the
Requisition again and enter the remaining quantity amount in the Receipt Quantity box.
This will create an additional Receipt against the same Requisition number.

10. Click the Next button to proceed.
11. Review the Receipt details.

Use the browser's Back button to edit any information on previous pages.
12. Click the Submit button to complete the Receipt.

The Confirmation page will indicate the Receipt has been successfully created and a Receipt
number will appear below the Confirmation heading.

End of activity.
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Process Workflow

—

@4%

IAS Requisitioner

IAS Requisitioner

IAS Requisitioner

Navigate to Receiving
page. (1)

Click on Full List
button to view all
Requisitions pending
receipt. (2)

Requisition
can be received
using Express
Receive process?

IAS Requisitioner

Select Requisition to
be received by
clicking on radio
button in select
column of Results

set. (3)

Click on Express
Receive button. (4)
Review data & click
Submit. (5)

Edit quantity received
in "Receipt Quantity"
box. (9)

=N
®

IAS Requisitioner

IAS Requisitioner

Click Requisition link
to view Requisition
Details. (6)

Click Receive button.
()

Enter Receipt info, if
required, on Receipt
Info page. (8)

Click Next button to
proceed. (10)

Review Receipt
details. (11)

Click Submit button to
complete Receipt. (12)

Receipt is a
partial shipment?

@
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Modifying a Receipt

Scope

This instruction references modifying a Receipt in the IAS application.

Distribution
IAS Requisition Management Desk Manual

IAS Requisitioner”

Ownership

The Procurement Systems Division is responsible for ensuring that this document is necessary
and that it reflects actual practice.
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Activity Preface

These tasks are performed whenever a Receipt needs to be modified. Receiving is the system-
based (1AS) process for acceptance of goods or services from a vendor.

1.

2.

IAS Requisitioner
Navigate to the Receiving page.

e From the Shop Home page, click on the Receiving tab.

Receiving

Sedect tha fpceiang scbion you want to periorm

#8 Requisitions to Receive

Receive
Record receipt of the

items you ordened, or
receie on behalf of

Chick Expross Receiwe 1o directly croate mceipt{s] with tha recespt
valuis automabcally defaulted

Requisition Owiar [n:pn:hﬂ
Raquisition Description Suppliar Humbar Racaive
2BaT Power Strips RENT-A-SPACE AG-3D4T-P. &

411374445 03-0037

Sandm HRCS Mme RENT-A-SPACE-  AG-3D47-P-

req? 411374445 030086

HIMNGES FOR RENT-A-SFACE AG-3D4T-F. X

STOCK 411374445 03-0084

Sanda NRCS me RENT-A-SPACE-  AG-3D4T-P-

req? 411374445 030082
2681 HMNGES FOR RENT-A-SPACE-  AG-0281-P-03.

STOCK 411378445 0066

&

#8 My Receipts at a Glance
Chck View Details to view recoipt details

Recaipt Transaction
Racaipt Mem Description Diatn [ratn Suppligr
Intercam System 25-hiar-  27-Mar-2004  RENT-A-
2004 SPACE-

Heed 1o send ftems
bk 1o kit Supplees?

Eelum Rems

Correct

6 you recaord the
WIONg receipt
cuuantay’?

Lorrect Racspls

Wiew receipts with all
aEsociated retums
and comections

Wity Bt aipts

The Receiving page provides a sample list of Receipts that have already been created. You

can view the Receipts in a variety of ways:
— Click on the links in the Receipts column.

— Click on the links at the top of the page under Receiving.

— Click on the links in the Receiving Process box on the right hand side of the page.

— Click on the Glasses icon in the View Details column.

— Select the Full List button and select a Receipt from the View Receipts page.

Select a Receipt to be modified.
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3. View the Receipt Details page.

iProcuretment Rteenta Pon)_Seecind Gt tiak

ﬂ

Recering > View Beceipls > Recept Details
Receipt Details

Retan ems ) | Correct Receipt) |Gk )
Press the Return ltems button o retum ibems on this receipl or press the Correct Receipt butlon to make comections ta
the receipt quantity
Prass the OK buticn to search and view cther receipls
Receipt 110
Regusdion 2859
hem Descnption  Annual Facility Guard Services
Receipt Date  25-Mar- 2004
Suppher  RENT-A-SPACE-41137T4445
Ovder Type  Purchasa
Order Number  AG.3DAT-P03-0099
Warybill
Packing Slip
Comments

Transaction History
Met Quantity Recered  $960
Quiginal Receipt Quantity 9960
Transaction Unit of Measure  Quantity  Transaction Date Transacted By

Recers ftems  HOUR 9960 25Mar-2004 REQUISITIONER., HATE RAYMOMND
& TIP Theve are no relums and comect a alad with this receipt

faturn mems ) | Correct Receipt ) [0k )

4. Click on the Correct Receipt button.

Note that the Return Items functionality is not currently utilized by the USDA. If an item
needs to be returned, use the Correct Receipt button.

5. Edit the Receipt information on the Correct Items page.

6. Click Submit.
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7.  View the Confirmation message.

ORACLE

Procurement

Shog Requisiton Status

|1j, Confirmation

Your comection(s) have been submitiad

Correct Receipts: Confirmation Details

Corrections

Comect Qunntity

Receipt ltem Description Cuantity Change Recaived Supplier
110 Anrual Fatilty Guad 9570 -390 9%60 RENT-A-SPACE-

Saraces

411374845

3 | Receiving | biy Profie | Retum 1o Poaal | Shopging Can | Help

Cagryright 2003 Oracs Corparation, Al Fighth il By Sl

8. Click on the Receiving link to return the Receiving home page.

End of activity.
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Process Workflow

@

IAS Requisitioner

Navigate to Receiving
page. (1)

Select a Receipt to be
modified. (2)

View Receipt Details
page. (3)

Click on Correct
Receipt button. (4)
Edit Receipt info on
Correct Items page.
()

Click Submit. (6)
View Confirmation
message. (7)

Click on Receiving
link to return

Receiving home page.

®)

@
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