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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 (IAS) 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. 

 

 

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. 

 

 

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. “mississippi1” 
− IAS 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. 



 

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

Logging in to IAS  INS0001 
Effective 05/07/04 Page 4 of 5 Rev 1 

7. View the IAS Shop page. 

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

 

 

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 

 

Start

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.
(7)

End
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Managing Profiles in IAS 
 

Scope 

This instruction covers managing profiles in 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 updates are required to the IAS profile. 

 

IAS Requisitioner 

1. Log in to IAS. 

Refer to Logging into IAS 

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. 

 

 

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.  

 

 
− 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 

 

Start

IAS Requisitioner
Log in to 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)

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.
(5)

IAS Requisitioner
Click on Shop tab to
return to Shop page.
(6)

End

A

A

Y

N
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Creating a Requisition in IAS 
 

Scope 

This instruction covers creating a Requisition in 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 

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

 

IAS Requisitioner 

1. Log in to the IAS system. 

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

• Click the Requisitions link, and click on the Accept button on the following screen. 

• 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. 
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3. Enter the details of the Requisition. 

 

 

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

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

 

 

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

• 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. 

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

• 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. 
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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 

 

Start

IAS Requisitioner
Log in to IAS system.
(1)
Click on Non-Catalog
Request tab to begin
creating Requisition.
(2)
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)

IAS Requisitioner
Click Submit button to
submit Requisition.
(12)

End
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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. 

 

IAS Requisitioner 

1. Navigate to the Requisition Status page. 

• Step 1 - Log in to IAS; 

• Step 2 - Click on the Requisitions Status tab; 

 

 

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

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

 

 

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.  

 

 

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 

 

Start

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)

IAS Requisitioner
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.
(8)

End

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)

IAS Requisitioner
Review Cancel
Requisitions details &
click Submit button to
complete cancellation.
(12)

End

A
A

Y

N
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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. 

• Step 1 - Log in to IAS; 

• Step 2 - Click on the Requisitions Status tab; 

 

 

2. Click to select the Requisition. 

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

3. Click on the Change button and click Continue. 

 

 

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. 

 

 

10. View the Confirmation message. 

End of activity. 
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Process Workflow 

 

Start

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)

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

End

IAS Requisitioner
Click on Cancel
button. (8)
Review details & click
on Cancel Entire
Requisition button, to
confirm cancellation.
(9)
View Confirmation
message. (10)

End

A

A

Y

N
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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. 

 

 

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

 

 

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. 

 

 

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

6. Click on the Approve button. 

 

 

7. View the Confirmation message. 

 

 

End of activity. 
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8. Click the Reject button to reject the Requisition. 

Add notes as needed. 

9. View the Confirmation message. 

End of activity. 

 

Process Workflow 

 

Start

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?

IAS Approving Mgr
Click on Approve
button. (6)
View Confirmation
message. (7)

End

IAS Approving Mgr
Click Reject button to
reject Requisition. (8)
View Confirmation
message. (9)

End

N

Y
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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 IAS 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. 

 

 

2. Click on the Create Rule Button. 
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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. 

 

 

6. Enter a Start Date. 

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. 

 

 

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.  

 

 

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 

 

Start

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.
(9)

IAS Requisitioner
or Requisition

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

End
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Receiving Goods and Services in IAS 
 

Scope 

This instruction covers receiving goods and services 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 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.  

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

 

 

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. 

 

 

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. 

 

 

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. 

 

 

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. 
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7. Click the Receive button. 

 

 

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

 

 

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. 

 

 

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 

 

Start

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)

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

End

IAS Requisitioner
Click Requisition link
to view Requisition
Details. (6)
Click Receive button.
(7)
Enter Receipt info, if
required, on Receipt
Info page. (8)

Receipt is a
partial shipment?

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

IAS Requisitioner
Click Next button to
proceed. (10)
Review Receipt
details. (11)
Click Submit button to
complete Receipt. (12)

End
A

A

Y

N

N

Y
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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 (IAS) process for acceptance of goods or services from a vendor. 

 

IAS Requisitioner 

1. Navigate to the Receiving page.  

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

 

 

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. 

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

 

 

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. 

 

 

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

End of activity.  
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Process Workflow 

 

Start

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.
(5)
Click Submit. (6)
View Confirmation
message. (7)
Click on Receiving
link to return
Receiving home page.
(8)

End

 


