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 1 Getting Started

Introduction and Logon

The Compusearch Virtual Procurement Office (VPO) provides comprehensive management for all aspects of the procurement process.

The VPO harnesses the power of the Web for everything from catalogs and requisitioning, to vendor bidding and awards. It includes extensive audit trails, financial tracking, reporting capability, and contract management. Buyers / agencies access the VPO via an interface called PRISM Web. Each buyer has a unique login ID and password, and PRISM dynamically creates pages and controls access based on the ID and password.

This module provides a general overview of PRISM Web and it’s relation to your Web browser. It discusses the style and conventions used throughout the manual, and the definition of common symbols, terms, and functions.

This manual is primarily concerned with COTS, PRISM as a stand-alone program. If you are using an Application Program Interface (API), your additional instructions and / or possible differences are shown in boxes on the applicable page.


	After the two products have been installed, setup, and the initial entities have been synchronized, the user community can begin to process purchasing transactions as follows:

· Requisitions can be initiated in either Oracle or PRISM. PRISM requisitions forwarded to Oracle are for financial and approval purposes. When returned to PRISM, all additional contract action will be accomplished in PRISM. Requisitions or requisition line items that do not commit money do not go to Oracle.


· Requisition amendments and cancellations are done in PRISM and sent to Oracle for financial approval.


· Receiving and Invoices are sent from Oracle to PRISM in read-only format.

· When OCI is implemented, Requisitions, Requisition Amendments, Purchase Orders, Contracts, Delivery Orders, BPA Calls and Modifications all are sent to Oracle when they reach status ‘Approved’. Their status will be ‘Pending Financial Approval’ until they are approved and returned to PRISM for further action.


· When OCI is implemented, Solicitations, Purchase Card Orders, IAAs, MIPRs, BPA Setups and Reconstructed Awards are not sent to Oracle.


· Purchase Orders are sent to Oracle normally as Purchase Orders.


· Contracts are sent from PRISM to Oracle as Blanket Purchase Agreements (BPAs). In Oracle, BPAs do not obligate money. If a Contract in PRISM obligates money, it goes to Oracle as a BPA (with no obligation). A second document, a Release numbered 9999, is also generated in Oracle to handle the Obligation on the Contract in PRISM. If no money is obligated on the contract, a release is not issued at this time.


· Delivery Orders against PRISM contracts are sent from PRISM to Oracle as Releases against a BPA in Oracle. They must be numerically named and may not be named 9999.


· Delivery/Task Orders against external contracts are sent from PRISM to Oracle as Purchase Orders with a reference to the parent contract.


· BPA Calls are sent to Oracle as Purchase Orders referencing the BPA Call Number. The BPA Number cannot exceed 15 characters and the BPA Call Number cannot exceed 4 characters.


· Modifications to an Award in PRISM sent to Oracle appear as a revision to the award in Oracle.




To access PRISM Web:

· Launch your Web browser. 

· In the address field, enter the Internet address for PRISM Web.  If you are unsure of this address, contact your System Administrator.

· The Logon page will display.
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Figure 1 – User Logon

· Enter your User ID and Password.

· Click Logon. If you make a mistake in entering your information, select Click here to return on the error notification page and re-enter.

NOTE: If you have forgotten your User ID or Password, contact your System Administrator.
Overview of Page Layout
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Figure 2 – Welcome Page

After logging on, the PRISM Web Welcome page will display. This is the heart of PRISM Web. From here, you can access the modules of PRISM Web.

PRISM Web is an Internet application. On the Internet, screens are known as pages. Throughout this manual, we will refer to PRISM Web’s screens as pages. 

Data fields where information can be entered and buttons or hyperlinks that can be clicked are printed in this module in bold. For example, when the field for amount is discussed it will appear as Amount.

Each PRISM Web page is divided into two basic areas. On the left is a Menu. On the right is a white page that can be divided into multiple sections, and can include a blue toolbar. As you click through the Menu, the information displayed on the right will change.

· The PRISM Web modules available for your use are listed in the Menu. As you click to enter a module, sub-menus will open offering additional choices.

NOTE:  The modules displayed in the Menu will vary depending on what your agency purchased. You may have more or less modules than what is shown above.

· Each time you enter PRISM Web, your name, along with the number of unread messages waiting in the Inbox will be displayed.

· Once you have logged on, use PRISM Web’s menu and tool bars to move throughout the site. DO NOT use the Back or Forward buttons on your browser’s toolbar.

· To exit pages without a menu or tool bar, scroll to the bottom of the page and click Cancel to exit without saving or Submit to save changes or selections.

Web applications use hyperlinks to move between pages. Hyperlinks can be invisible or indicated with an underline. Move your cursor over the left Menu. Notice that the cursor becomes a hand with a pointing finger. The hand is an indication of an invisible hyperlink. On the white page to the right, the hyperlinks for About VPO PRISM Web and Compusearch are shown with an underline.
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Figure 3 – Yellow Notes

	· 
	Yellow notes are used on some pages as reminders to perform actions. For example, in the page above the yellow note reminds you to “Click Submit to save your data.” This is a helpful reminder since the Submit button is located at the end of the section and you must scroll to see it. To exit a page like this without saving data, click Cancel. It’s always located right next to Submit.
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	Command buttons appear on many PRISM Web pages. Examples include Submit, Cancel and Approve. Command buttons are listed in bold text, i.e. Click Submit.

Many text fields in PRISM Web provide a lookup button to the right of the data entry field. Clicking the lookup button will open a selection page. 

Fields that require only ‘Yes’ or ‘No’ information are represented with check boxes that are left blank for ‘No’, or selected for ‘Yes’. 

Mutually exclusive options are represented with option buttons. Only one option button may be selected. 

Some fields have a down facing arrow at the end of the field, which will open a list box of selections. A selection must be made from the displayed list.
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	Date fields have a Calendar icon following the field. Clicking the icon will display a calendar from which you can select the appropriate date.

	[image: image9.png]





[image: image10.png]



	Many date fields have a Notification icon following the Calendar icon. If no notifications have been created, the empty envelop displays. If one or more notifications have been created, the full envelop displays. Floating your mouse over the icon will display a message indicating the status and types of notifications that have been established for this date. Click the notification icon to create or edit the notifications attached to this date.
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	A paperclip icon next to the Package, Attachments, or Supporting Docs options on a menu indicates that a document has been added to that option.


508 Compliance

PRISM has a new look. We have coded this version according to the specifications prescribed in Section 508 regarding accessibility.  

There are fewer images and more text. Special labels have been added so that screen readers can be used. Our Help Files conform to screen reader use and documentation will be available for use with screen readers.

For anyone unable to use a mouse, or for those who prefer using the keyboard, you can now tab from item to item and section to section to navigate throughout the program. Use of the mouse is no longer necessary, but is now at the users discretion. 

Generally, the information on each page has not been changed. It may be rearranged. Most functionality has not been changed, only the look. 

The first change previous users will notice is the size of the font. When first installed, the font will be set to 100% of the font setting in your browser. The font size can be changed to be larger or smaller to fit the users needs. Instructions to change fonts are as follows:

· Internet Explorer – Version 5.5 or higher is required for this program. On the toolbar, select View, Text Size. Select from the list provided. Your selection will change the text size globally.


· Netscape – Version 7.01 or higher is required for this program. Netscape users have two options. The first changes the font for all pages. On the toolbar, select Edit / Preferences / Fonts. Set proportional font to a size that is comfortable for you. All pages in PRISM Web will use that setting as the base font size. Or to change the font size for an individual page, you can select View / Text Size, then select a percentage (100, 200, etc.) for the size font that is comfortable for you.

Web Flow Enhancements

PRISM has enhanced the Web Version with what is affectionately known as ‘Less Clicks’. Whether creating or opening any type of document, Main will be selected and will open with General selected on the submenu. All fields are immediately available for adding or editing the required information without having to click Edit to reach each section. The other sections available on the Main page are listed on the submenu. When selected, they will open the specified page with the fields immediately available. The page that previously was the opening page is now the Summary page with Edit buttons beside each section. Each section can always be opened by selecting that option on the menu, or by selecting Summary and clicking Edit beside the section desired.

On many screens, to save your work and move to another section, it is no longer necessary to click a command button. Simply select the next option you wish to visit on the menu, or click a button on the toolbar. In both cases, your work will be saved and the option you have chosen will be activated.

Please note that throughout the program, the Tab key can be used to move from item to item and section to section. Use of the mouse is no longer necessary, but at the users discretion. 

The ‘Less Clicks’ system also appears when selecting a Line Item for editing or selecting Add to add a new line item. The page that opens will be the General page for that line item. All fields will be available as determined by defaults or options you may have set, or that were set for you by the System Administrator. Other options are available on the menu and will open a page containing the fields available in that section. The page that previously was the opening page is now the Summary page for the item with Edit buttons beside each section. Each section can always be opened by selecting that option on the menu, or by selecting Summary and clicking Edit beside the section desired. 

Line Item VCR Buttons and ‘Go To’ Line Item Locator
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Figure 4 – Line Item VCR Buttons

On the blue toolbar, four VCR buttons, First, Previous, Next, and Last have been added to the Line Item pages of all documents to make moving from one line item to another easier and faster. These four buttons work in conjunction with each other. First will display the first line item on the document. Previous will display the previous sequential line item. Next will display the next sequential line item, and Last will display the last line item on the document. 

In any module, when a user is in an Item page, a specific item in the document can be selected for review or editing. In Item Information, enter the desired Item Number, followed by the Sub Item Number if applicable. Click Go To. PRISM will display the requested Line Item.

A search cannot be based on a sub number alone. 

Help Files
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Figure 5 – Help Files 

Whenever a ? appears on the Toolbar, Help is only a click away. Select ? and a specific Help File for the page currently open will display in a separate browser.

Notice that at the top of the Help page is a hyperlink “Show”. Click this hyperlink to open the entire Help system.  
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Figure 6 – Show All Help Files

From this point, you can move through the pages by clicking the arrows << and >>, or by scrolling down the Contents column at the left until you find the page you need. 

The hyperlinks displayed above the Help page will now be as follows:

Hide
Closes the left-hand pane displaying the Help File Table of Contents. Other options available in this section are Index, Search, and Glossary.


<
Moves one Help File up in the browser sequence that has been preset. This selection does not open the Table of Contents window.


>
Moves one Help File up in the browser sequence that has been preset. This selection does not open the Table of Contents window.

When Show is selected, options available in the left-hand pane will include.

· Table of Contents
Select Contents at the top of the window to display the Table of Contents. Select any subject listed and the Help File for that page will display in the right-hand window. < and > are available to navigate through the Table of Contents.


· Index
The Index corresponds to the index of a printed book. Select Index at the top of the left-hand window to display the Index alphabet. Select the first letter of the subject you are searching for. All index items starting with this letter will display. Use the hyperlinks in the list to move directly to the Help pages containing the chosen item.

· Search
This is the 508 equivalent of full-text search. Select Search to display the Search alphabet. Choose the first letter of the word you are searching for. All listings for that letter will appear, followed by a list of numbers. The numbers correspond to the page numbers in the Help File. Click on each number to display the Help Files containing this word. 


· Glossary
The Glossary is a list of acronyms and abbreviations used in PRISM. Select Glossary, and then select a glossary term. The definition of the term will display in the lower section of this window. When browsing through the Help Files, the Glossary terms will display as hyperlinks. Click on the word underlined and the definition for the term will display.

The Help Files can be printed to create a User Manual or Guide. Open the Help Files from any page of the PRISM program. Select Show at the top of the page. 
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Figure 7 – Printing the Help Files

To print the entire manual, click on the first item in the Contents section in the left-hand frame, then select File, Print on your browser toolbar. Be sure to select Print All Linked Documents, and then click OK. The Table of Contents will print followed by each page connected to the Table of Contents. Pages linked to individual pages will not print.

To print sections of the manual not linked to the Table of Contents, but linked to an individual pages, select a page in the Contents section, then click on the page that displays in the right-hand frame. Select File, Print on your browser toolbar. Once again, be sure that Print All Linked Documents is selected and then click OK. The selected page and all pages linked to it will print. 

When you are finished using the Help Files, click the X in the upper right-hand corner of the browser window to close the Help window and return to PRISM.

Browser Settings For PRISM Web

Microsoft Internet Explorer 6.0

NOTE: Browser settings differ from version to version but the overall settings remain the same for PRISM Web. Settings are not given for Netscape due to Netscape issues with 508 Compatibility.

To change your browser settings in Microsoft Internet Explorer 6.0, click Start, Control Panel, Internet Options.

There are two areas of Internet settings that can affect PRISM web. These are SECURITY and PRIVACY. All settings within these areas, if left to the default values will allow PRISM Web to function properly.  Below is a listing of the settings on each tab that can affect PRISM Webs’ functionality if changed from the default. Any option that may cause PRISM web to work incorrectly if altered is listed below.
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Figure 8 – Browser Settings – Internet Options
On the Security tab, click Custom Level to open the following page.

Security – Custom Level
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Figure 9 – Custom Level Security Settings
ActiveX controls and plug-ins – Must be set to Enable or Prompt

Run ActiveX controls and plug-ins – Must be set to Enable or Prompt

Downloads

File download – Must be set to Enabled

Miscellaneous   

Submit nonencrypted form data – Must be set to Enable or Prompt


Active Scripting – Must be set to Enable
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Figure 10 – Internet Options – Privacy Settings

On the Privacy tab, click Advanced to open the following page.

Privacy – Advanced
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Figure 11 – Advanced Privacy Settings

Cookies MUST be enabled for PRISM Web to function correctly. 

Common Terms
Toolbar

There are three toolbars available. 

· The browser toolbar contains items such as the Back, Forward, Stop, and Home buttons. This toolbar is not used while PRISM Web is open. To hide the browser toolbar, click F11. Click F11 again to return the browser toolbar to your screen.

· The PRISM toolbar contains items such as Add, Edit, Delete, View Form etc. You will use this toolbar.

· The viewer toolbar is only used when viewing or printing a form.

Page

The area displayed once you have accessed PRISM (for example, the Logon page or the Welcome page). Page names will always be italicized in this manual.

Window

In Windows-based programs, the screen can be divided into several windows, each of which have its own boundaries and can contain a different document (or another view into the same document). For example, while PRISM is running and visible on your monitor, you may also have Acrobat Reader running.

Menu

The left side of a PRISM page contains the selections that can be made by the user. The selection from the Menu will be displayed on the right side of the page.

Ownership and Shared Ownership

The creator of a document is automatically the owner of that document, having all rights to view and edit the document. Other users may be granted shared ownership in three ways, and may be assigned as read-only or full access.

The owner’s user record may list other users as shared owners. These may include peers in the owner’s department and the owner’s supervisor. They are automatically considered shared owners for all documents created by the owner.

If the owner wants to share a particular document with a user not listed in the user record, they may choose to share only that document.

A user who is assigned as the buyer to a requisition is automatically considered a shared owner. No further action is necessary. Similarly, a user assigned as the contracting officer of an award is automatically considered a shared owner with full rights.

Reserved Keys and Symbols

PRISM has only one reserved key or symbol. DO NOT AT ANY TIME input the double quotes (“) into any field. This symbol will cause confusion within the program and may cause PRISM to crash. At the very least, your data will probably not be recorded. 

In addition, the symbols { and } cannot be used when creating field tags in the Address Regions setup as they are used as field tag markers in the Print Templates.

Required Fonts

The Arial Narrow font is required for proper printing of some forms and reports. This font is normally included in any word processing software installed on your computer.

Calendar

The Calendar icon eliminates the need to search for and consult a paper calendar. 
When creating a document, PRISM Web will automatically default to the current date.  However, if you need to make a change in this date you can click the Calendar icon and then quickly select a date weeks, months or years in advance.  By clicking the Calendar icon, a pop-up calendar will display.
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Figure 12 – Calendar 

A list of months will appear when you click the arrow on the drop down list box.  Point to the desired month and click once. If you need to change the year, click the double arrow (<<  >>) buttons. The left double arrow button will move the year displayed and the right double arrow button will move the year displayed forward.    

The single right and left arrows (<  >) control what day of the week is displayed. When you are ready to choose a calendar day, go to the calendar click on its date. The calendar will close and the date you chose will be displayed in the text field.

NOTE: You can manually enter dates in date fields if desired.

Notifications

Adding Notifications To Dates

Notice the icon that displays to the right of many calendar icons. By floating your mouse above this icon a pop-up message, such as ‘Create Notifications for Due Date’, will display. Whenever this icon appears a notification can be created and sent to selected addresses according to the specifications set. If a notification has been previously created, edits can be made by clicking the icon and selecting the notification to be edited.
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Figure 13 – Adding Notifications

The Notification Detail page changes as selections made in Type of Notification change, but the overall functionality remains the same:

· Type of Notification
Select from the drop-down list. Each selection will cause changes to the page displayed as explained below. 


· Reminder of Action

This option is always available for any type of date notification.

· Notification of Completed Action
This option is available for Suspense Items and Milestones.

· Notification of Missed Due Date 
This option is available for Suspense Items and Milestones.

· Party to Notify
Select from the drop-down list. These fields are the same for each type of Notification.

If User is selected, use the lookup button to select a user in the User ID field below. The user’s name will display automatically.

If Vendor or External is selected, enter the Vendor name and email in the designated fields.


· Number of Calendar Days in Advance / Number of Calendar Days Late
Enter the appropriate number. In Advance displays when Reminder of Action is selected. Late displays when Notification of Missed Due Date is selected. This field does not display when Notification of Completed Action is selected.


· Message
Click Generate to generate the pre-set message for this type of notification. The generated message can be edited or deleted completely and replaced with new text. The message sent will include the read-only lines shown in this section, followed by the text generated or edited in the text field.


When complete, select Submit to save this information and move to the Notifications Summary Suspense Item page, or Cancel to return to the previous page without saving.
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Figure 14 – Notifications Summary Suspense Items

Select Return on the menu to return to the previous page.

How Notifications are sent is determined by selections made in the User Profile by the System Administrator, or in the Preferences module by the User.

Open Document

To open a previously created document, select Open Document on the Welcome menu. The Document Selection page will display. All documents are opened from this page.
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Figure 15 – Open Document Selection List

NOTE: Throughout this page, options on all drop-down lists can be selected by tabbing to, or selecting the field, then clicking the first letter of the desired selection. If more than one selection starts with the same letter, continue clicking the letter until the correct option displays.

Basic Search

The Document Selection page allows the user to open any previously created document for which he has rights. The above Figure reflects a Basic Default configuration. The following Search and Display options are available:

· Document Type
The drop-down list only contains document types available to the logged-in user based on the user’s security. If a user selects If a user selects a document for which they do not have ownership, a message, ‘No access’ will display, and line items will not be available for viewing in the Line Item section of the Document Selection page. As the Document Type selected is changed, different fields may become available. 

This field defaults to All Documents and is always available. The search page will automatically refresh when a new selection is made in this field.

· Search Type 
Select Basic or Advanced from the drop-down menu. If a search has not been saved for the selected document type, the default is Basic. 

When Basic is selected, searches can be based on only one field, the field selected in the Search drop-down list. 

The number of fields available for entering Search Criteria will increase if Advanced is selected and searches can be made based on a combination of fields. All fields will be discussed below.

The Document Selection page will automatically refresh when a new selection is made in this field. The field is always available.


· Select From 
Select My (Document Type) or All (Document Type) from the drop-down list. In the absence of a saved query for the selected document type, the default is My Documents. When ‘My’ is selected, search results will include documents where the currently logged-in user is Owner, Buyer, Contracting Officer, Requisitioner, Technical Point of Contact, Contracting Officer’s Representative, or Administrative Contracting Officer.

· Search / For 
These fields display for a Basic Search. Select the field you wish to use for your search from the drop-down list, and add part or all of the information you are seeking in the For field. Options on the list will change according to the type of document selected. See the chart in the Advanced Search section of this discussion for a listing of fields that will display according to the Document Type selected. 

Searches are not case sensitive and are ‘start with’ searches rather than ‘contains’ searches except when search Description or Line Item Description, when the search is a ‘contains’ search.

If a Basic Search is conducted, only one of these fields can be used at one time for the search. Select Advanced Search to use a combination of these fields. Each option on the drop-down list will then display as a separate field and data can be entered to control the search.


· Site 

Use the lookup button to enter the Site Code for the site desired. The default is the currently logged in user’s site. This field is always available. 

Your selection here affects the Include Documents From filter as the site specified is the Current Site and Related Sites become those related to the specified site.


· Include Documents From
Select from Current Selected Site, Related Sites, or All Sites from the drop-down list. This field is always available. The default is Current Selected Site.

· Columns to Display
Use the lookup button to open the Columns to Display page where columns can be selected to display in the Search Results table. Available columns are controlled by the type of document selected above. Some columns are required. Others can be added or removed. This field will always be available.

With few exceptions, columns available for each type of document are identical to the Basic Sort By fields listed below for each Document Type. When Line Item Description is used as Sort By or Search Criteria, a column, View Line Items, will display a hyperlink, ‘Y’. Click the Y to display the Line Items included in the document in the Line Items section at the bottom of the Document Selection page.


· Sort by 
Select how the results should be sorted from the drop-down list. The type of document selected above controls what options are available. This field is always available.


· Max Results
To speed the search, you can limit the number of results returned to a maximum. Options include 100, 200, 300, 400 and 500. This field is always available.


· Results per Page
Specify here how many documents per page should be displayed. Options include 5, 10, 15 and 20.  This field is always available.

New Icons

Three new icons display to the right of Document Type. The name of each icon will display as your mouse hovers over the icon.

· Clear Entries
Clears any data entered in each search field except Document Type and Search Type.


· Save As Default Query

Saves selected search criteria for the open Search page as the default for the selected Document Type. This will include search criteria, sort order, and columns displayed. The saved default search for each Search page can be either Basic or Advanced. A user cannot save one of each. Once a default has been saved for a selected document type, that saved search will launch each time that document type is selected.


· Reload Default Query
This icon only displays if a default query has been saved. Use to reload the default query for the selected Document Type.
Columns to Display
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Figure 16 – Open Document – Columns To Display

When the Columns to Display lookup button is selected, the Columns to Display page will display all available columns for the Document Type selected. Some columns cannot be changed. Note in the figure above, the first three items are read-only. The document type determines the actual number of columns that are read-only. The read-only columns will ALWAYS display for the selected type of document. 

The other items have read-write columns, Display and Sequence. These columns are use to select columns to be displayed in addition to the required columns, and to sequence those columns, from left to right, by entering the order for their display.

The toolbar includes the following options:

· Reload Personal Defaults

Use to enter previously saved personal defaults for this type of document.


· Load System Defaults

Use to enter the original System Defaults for this type of document.

When ready, select Submit to save your selections and return to the query based on the search criteria and the selected columns to display.


Advanced Search

When Advanced is selected under Search Type, the Search page will automatically refresh according to the selection made in Document Type. Below is a list of options available for each Document Type selection for both Basic and Advanced searches.

All Documents

Basic Search

	· Search For / Columns to Display
	· Sort By

	Document Number
	Document Number

	Document Date
	Document Date

	Line Item Description
	Document Type

	Owner
	Line Item Description

	Status
	Owner

	Status Date
	Site

	
	Status

	
	Status Date


Advanced Search

· Document Number
Enter any alphanumeric text string on which to search. The search is not case sensitive and is a ‘starts with’ search.


· Document Date Range – Start Date / End Date
Dates limiting the period to search can be entered directly or selected by clicking the calendar icon. These fields are only available for an Advanced search.
· Status, Status Date Range – Start Date / End Date
If you know the document status, enter it here. The drop-down list will include all Status types used by your agency for the selected type of document, including agency specific status types. 

Dates limiting the period to search can be entered directly or selected by clicking the calendar icon. These fields are only available for an Advanced search.

· Version
Select from Net View to display only the Base version, or All Versions to display all versions.
· Owner 
Enter the owner’s User ID, or use the lookup button provided. This field is only available for an Advanced search.

· Line Item Description 
Enter part or all if you know it. This field is only available for an Advanced search. This search field is not case sensitive and uses a ‘contains’ search.


All Awards

Basic Search

	· Search For / Columns to Display
	· Sort By

	Contract / Agreement Number
	Contract / Agreement Number

	Order / Call Number
	Order / Call Number

	Award Date
	Award Date

	Buyer
	Award Type

	Description
	Buyer

	DAFIS Reference Number (Agency Specific)
	Description

	Issuing Office
	DAFIS Reference Number (Agency Specific)

	Line Item Description
	Issuing Office

	Owner
	Line Item Description

	Project Title
	Owner

	Status
	Project Title

	Status Date
	Reconstruct

	Vendor Name
	Site

	
	Status

	
	Status Date

	
	Vendor Name


Advanced Search

· Order / Call Number, Contract / Agreement Number, DAFIS Reference Number (Agency Specific)
Enter any alphanumeric text string on which to search. The search is not case sensitive and is a ‘starts with’ search.

· Vendor
Enter any alphanumeric text string on which to search or use the lookup button provided. The search is not case sensitive and is a ‘starts with’ search.


· Award Date Range – Start Date / End Date
Dates limiting the period to search can be entered directly or selected by clicking the calendar icon. These fields are only available for an Advanced search.
· Status, Status Date Range – Start Date / End Date
If you know the document status, enter it here. The drop-down list will include all Status types used by your agency for the selected type of document, including agency specific status types. 

Dates limiting the period to search can be entered directly or selected by clicking the calendar icon. These fields are only available for an Advanced search.
· Version
Select from Net View to display only the Base version, or All Versions to display all versions.
· Owner / Buyer
Enter the owner or buyer’s User ID, or use the lookup button provided. This field is only available for an Advanced search.

· Issuing Office
Enter the Issuing Office Code or use the lookup button provided. This field is only available for an Advanced search.

· Reconstruct
Select Both, Reconstructed Only, or Non Reconstructed Only from the drop-down list to further limit the awards displayed.

· Description / Project Title / Line Item Description
Enter part or all of one or all fields if you know it. These fields are only available for an Advanced search. This search field is not case sensitive and uses a ‘contains’ search.

All other Advanced Search information will be included in the specific document module.

Create Document
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Figure 17 – Create Document

Select Create Document on the Welcome page menu to open the Document Create page. 

NOTE: Throughout this page, tabbing to, or selecting the field, then clicking the first letter of the desired selection, can make options on all drop-down lists. If more than one selection starts with the same letter, continue clicking the letter until the correct option displays.

· Document Type
Select the type of document you wish to create from the drop-down list. 


· Create From
Select from the drop-down list. The availability of this option, and the selections available will change according to selections made earlier.


· Numbering Options
Select the appropriate numbering option. This functionality has not changed.


· Section Template
Select from the drop-down list. The availability of this option, and the selections available will change according to selections made earlier.

Select Continue to create the new document, or Cancel to return to the Main menu. The appropriate page for the selected document type will open.

Inbox

The Inbox is the communication hub for PRISM Web. Here is where you will receive documents for review or approval, notices concerning your documents, and updates about work that occurred while you were away.

To open, click Inbox.
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Figure 18 – Inbox 

This page is split into three areas, Menu, Selected Page and Toolbar. 

The Menu will alert you to unread messages by placing a number in brackets to the right of each type of message. Note the (44) next to Notifications. The other options may have messages under them, however since there are not any that are unread, no number follows them.

The right side of the page displays the documents associated with the option selected. A gold arrow to the left of the first document indicates the document that has been selected. To select another document, click the empty box to the left of the desired document and the arrow will move to that box. Once selected, click Open on the blue toolbar to open the document. You can also click the hyper-linked document number. 

The envelope is an indication whether the document has been opened or not. The closed envelope indicates a new document that has never been opened. An opened envelope indicates that you have previously viewed the document.
The following is a list of options that display on the Menu located to the left of the page. To access any section, click on the page title. For example, to access documents that have been routed to you for approval, click For Approval. 

· For Approval 
Displays a list of documents that have been sent to you for approval. 


· For Review 
Displays a list of documents that have been sent to you for review.  


If either type of document has been sent to you the blue toolbar will include

· Open
Select a document and click to open in a read-only format. The document is displayed in the actual PRISM Web module for that document type. If your agency has not purchased or installed the corresponding module, the document will be opened in the Documents module.


· Log Off
Use to immediately log off PRISM.
NOTE: 
Once an action is taken to approve, disapprove or review a document, it will be removed from this box.

· Approved 
Displays a list of documents that you routed and that have been approved. 


· Disapproved 
Displays a list of documents that you routed and that have been disapproved.


· Reviewed 
Displays a list of documents that you routed and have been reviewed. 


· Proxied 
Displays a list of documents that were forwarded to your proxy. 


· Completed
When a user Approves, Disapproves, or Reviews a document, the document will be placed in Completed. This allows users who were on the route list to access documents that they Approved, Disapproved or Reviewed.


If any of the above type of document has been sent to you the blue toolbar will include

· Open
Select a document and click to open in a read-only format. The document is displayed in the actual PRISM Web module for that document type. If your agency has not purchased or installed the corresponding module, the document will be opened in the generic Documents module.


· Delete
Select a document and click to delete the selected message from the Approved Inbox. It does not delete the document from the database. 


· Delete All
Select a document and click to delete all messages from the Approved Inbox. It does not delete the documents from the database. 


· Log Off
Use to immediately log off PRISM.
· Notifications 
Displays a list of notifications related to documents that you are involved with. This selection defaults to Document. Selections include:

· Document
Displays a list of all notifications that have been sent that are related to documents that you own or have rights to.

· Reminder
Displays the Reminder of Action Notifications, whether sent or pending. This type of notification is available for all date notifications.

· Completed
Displays Notifications of Completed Action, whether sent or pending. These notifications may be for Suspense Item dates or Milestone dates.

· Missed
Displays Notifications of Missed Due Date, whether sent or pending. These notifications may be for Suspense Item dates or Milestone dates.

If any of the above type of document has been sent to you the blue toolbar will include:


· Open
Select a document and click to open in a read-only format. The document is displayed in the actual PRISM Web module for that document type. If your agency has not purchased or installed the corresponding module, the document will be opened in the generic Documents module.


· Delete
Select a document and click to delete the selected message from the Notifications Inbox. It does not delete the document from the database. 


· Delete All
Select a document and click to delete all messages from the Notifications Inbox. It does not delete the documents from the database. 


· Log Off
Use to immediately log off PRISM.
· Task List 
Displays each Task List that has been set up for Suspense Items and Milestone Plan Steps that has not been completed.

The following buttons appear in the toolbar and offer the following functionality.

· Open
Opens the selected document. The document is displayed in the actual PRISM Web module for that document type. If your agency has not purchased or installed the corresponding module, the document will be opened in the generic Documents module.


· Complete Checked Tasks
Marks any tasks that have been selected in the Complete? column as Complete. More than one task can be selected.


· Reopen Task
Clears the Complete status of a task selected in the Select column. Only one Task can be selected at a time.


· Log Off
Use to immediately log off PRISM.
· Buyer Workload 
Displays notification messages sent each time a user is assigned as a Buyer on a Requisition. Requisitions are removed from this Inbox when they have been awarded as defined in Site Setup / Options.
The following buttons appear in the toolbar and offer the following functionality.

· Open
Opens the selected document. The document is displayed in the actual PRISM Web module for that document type. If your agency has not purchased or installed the corresponding module, the document will be opened in the generic Documents module.


· Log Off
Use to immediately log off PRISM.
· Home
This option returns you to the Welcome page.

For Approval
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Figure 19 – Inbox – For Approval

To see the documents that have been sent to you for approval, click For Approval on the Menu. 

To open a document, click the hyperlink under the document number or select the document by clicking in the Select box and then click Open. The following is an explanation of the column headings:


· Select
Designates a document as selected for action. For example, to open the document, you would first click the box in this column next to the document and then click Open on the toolbar.


· From
Displays the name of the person who sent the document to you.


· Document Number
The document's number. 


· Document Type
Designates what type of document it is. 


· Received
The date the document appeared in your For Approval inbox. 

For Review
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Figure 20 – Inbox – For Review

To see the documents that have been sent to you for review, click For Review on the Menu. 

To open a document, click the hyperlink under the document number or select the document by clicking in the Select box and then click Open. 

The following is an explanation of the column headings:


· Select
Designates a document as selected for action. For example, to open the document, you would first click the box in this column next to the document and then click Open on the toolbar.


· From
Displays the name of the person who sent the document to you.


· Document Number
This is the document's number. 


· Document Type
Designates what type of document it is. 


· Received
The date the document appeared in your For Review inbox. 

Approved
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Figure 21 – Inbox – Approved 

When documents that you created are approved, a notification is returned to the Approved section of the Inbox. Click Approved to view the documents you routed and that are now approved.

The following is an explanation of the column headings:
· Select
Designates a document as selected for action. For example, to open the document, you would first select the box in this column next to the document and then click Open on the toolbar.


· From
Displays the name of the person who sent the document to you.


· Document Number
The document's assigned number. 


· Document Type
Designates what type of document it is. 


· Received
The date the document appeared in your Approved inbox. 

Disapproved
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Figure 22 – Inbox – Disapproved 

When documents that you created are disapproved, a notification is returned to the Disapproved section of Inbox. Click Disapproved to view the documents you routed that are now disapproved.

The following is an explanation of the column headings:
· Select
Designates a document as selected for action. For example, to open the document, you would first click the box in this column next to the document and then click Open on the toolbar.


· From
Displays the name of the person who sent the document to you.


· Document Number
This is the document's number. 


· Document Type
Designates what type of document it is. 


· Received
The date the document appeared in your Disapproved inbox. 

Reviewed
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Figure 23 – Inbox – Reviewed 

When documents that you created have completed a review route, a notification is returned to the Reviewed section of Inbox. Click Reviewed to view the documents you routed that are now reviewed.

The following is an explanation of the column headings:
· Select
Designates a document as selected for action. For example, to open the document, you would first click the box in this column next to the document and then click Open on the toolbar.


· From
Displays the name of the person who sent the document to you.


· Document Number
This is the document's number. 


· Document Type
Designates what type of document it is. 


· Received
The date the document appeared in your Reviewed inbox. 

Proxied
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Figure 24 – Inbox – Proxied 

If you assign a proxy to handle work while you’re away, PRISM Web notifies you of all documents that were handled by your proxy. Click Proxied to view the documents that were sent to your proxy.

The following is an explanation of the column headings:
· Select
Designates a document as selected for action. For example, to open the document, you would first click the box in this column next to the document and then click Open on the toolbar.


· From
Displays the name of the person who sent the document to you.


· Document Number
This is the document's number. 


· Document Type
Designates what type of document it is. 


· Received
The date the document appeared in your Proxied Inbox. 

Completed
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Figure 25 – Inbox – Completed 

When a user Approves, Disapproves, or Reviews a document, the document action will be put in Completed. Click Completed to view the documents that you have acted on. Each document can be accessed from this page.

The following is an explanation of the column headings:
· Select
Designates a document as selected for action. For example, to open the document, you would first click the box in this column next to the document and then click Open on the toolbar.


· From
Displays the name of the person who sent the document to you.


· Document Number
This is the document's number. 


· Document Type
Designates what type of document it is. 


· Received
Displays the date the document appeared in your Completed Inbox. 

Notifications – Document 
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Figure 26 – Inbox – Notifications 

As documents move through the procurement process, PRISM Web keeps you up to date with notification messages. For example, if a buyer were assigned to one of your documents, a message would be sent to the Notifications Inbox. Click Notifications to view your messages about documents you own or have rights to. PRISM will default to Document.

The following is an explanation of the column headings:
· Select
Designates a document as selected for action. For example, to open the document, you would first click the box in this column next to the document and then click Open on the toolbar.


· From
Displays the name of the person who sent the document to you.


· Document Number
This is the document's number. 


· Document Type
Designates what type of document it is. 


· Received
The date the document appeared in your Notifications Inbox. 


· Message
This is the actual notification message. 

Notifications – Reminder 
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Figure 27 – Inbox – Notifications - Reminder

This section displays all Reminder of Action type Notifications set up for your documents using the Notifications icon, whether sent or pending. This type of Notification is available for all types of date notification.

The following is an explanation of the column headings:
· Select
Designates a document as selected for action. For example, to open the document, you would first click the box in this column next to the document and then click Open on the toolbar.


· From
Displays the name of the person who sent the notification to you.


· Document Number
This is the document's number. 


· Document Type
Designates what type of document it is. 


· Received
The date the document appeared in your Notifications Inbox. 


· Due Date
The date when the reminder will be sent.


· Message
This is the actual notification message. 

Notifications – Completed 
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Figure 28 – Inbox – Notifications - Completed 

This section displays all Notifications of Completed Action created for your documents using the Notifications icon. This type of Notification is available for Suspense Items and Milestones.

The following is an explanation of the column headings:
· Select
Designates a document as selected for action. For example, to open the document, you would first click the box in this column next to the document and then click Open on the toolbar.


· Responsible Party
Displays the name or the User ID of the person assigned on this Notification depending on the type of item and if the Responsible Party must be a qualified User.


· Document Number
This is the document's number. 


· Document Type
Designates what type of document it is. 


· Received
The date the document appeared in your Notifications Inbox. 


· Due Date
The date when the reminder will be sent.


· Message
This is the actual notification message. 

Notifications – Missed 
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Figure 29 – Inbox – Notifications – Missed 

This section displays all Notifications of Missed Due Date created for your documents using the Notifications icon, whether sent or pending.

The following is an explanation of the column headings:
· Select
Designates a document as selected for action. For example, to open the document, you would first click the box in this column next to the document and then click Open on the toolbar.


· Responsible Party
Displays the name or the User ID of the person assigned on this Notification depending on the type of item and if the Responsible Party must be a qualified User.


· Document Number
This is the document's number. 


· Document Type
Designates what type of document it is. 


· Received
The date the document appeared in your Notifications Inbox. 


· Due Date
The date when the reminder will be sent.


· Message
This is the actual notification message. 

Task List

PRISM automatically sends notification message to this section of the Inbox each time a Task List is set up. Task Lists can be created for Suspense Items and Milestone Plan Steps.
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Figure 30 – Inbox – Task List

To limit the number of item displayed, set the Search Criteria at the top of the page and click Display.

To open an item, click the hyperlink in the Document Number column or select the document by clicking in the Select box and then click Open.

The following is an explanation of the column headings:

· Select
Designates a document as selected for action. For example, to open the document, you would first click the box in this column next to the document and then click Open on the toolbar.


· Complete?
If the Task is completed, this column will display 'Yes'. If the Task is not completed and the Task is from a Milestone Plan Step that is linked to an auto-update field, this column will display 'No'. In all other cases, a read-write checkbox will display. Use the checkbox to select one or more Tasks for action using the Complete Checked Tasks button on the toolbar.


· Assigned By
Displays the current owner of the document.


· Description
Displays the description from the corresponding Milestone Plan Step or Suspense Item.


· Document Number
This is the document number displayed as a hyperlink. Click the hyperlink to open the document.


· Assigned Date
For a Suspense Item, the Assigned Date is the date the Responsible Party is updated. For a Milestone Plan Step, the Assigned Date is the date the Milestone Plan is baselined. If a Step is added after the Milestone Plan is baselined, the Assigned Date is the date the Step is added.


· Due Date
Displays the Due Date from the corresponding Suspense Item or Milestone Plan Step.

· Actual Date
The date the Task is completed.


To mark a Task Completed, check the box in the Complete? column and click Complete Checked Task on the Toolbar.

Buyer Workload

PRISM automatically sends notification message to this section of the Inbox each time a user is assigned as a Buyer on a Requisition. Requisitions are removed from this Inbox when they have been awarded as defined in Site Setup / Options.
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Figure 31 – Inbox – Buyer Workload

To open an item, click the hyperlink in the Requisition Number column or select the document by clicking in the Select box and then click Open.

The following is an explanation of the column headings:

· Select
Designates a document as selected for action. For example, to open the requisition, first click the box in this column next to the document and then click Open on the toolbar.


· Requisitioner
Displays the Requisitioner from the selected requisition.


· Requisition Number
Displays the document number as a hyperlink.


· Requisition Date
Displays the Requisition Date.


· Amount
Displays the total amount of this requisition.


· Assigned
Displays the date this user was assigned Buyer on the requisition.

Preferences

General
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Figure 32 – Preferences – General 

The Preferences page contains information about you and how you use PRISM Web. Some of this information can be edited at any time. To access click Preferences on the Menu. PRISM will default with General selected, and will display the General Preferences Summary page. Basic information about you will be displayed on the right in the General Preferences Summary page as follows. Click Edit to change your phone, fax, or email information.

· User ID 
The ID of the current user is displayed. This field is setup by the System Administrator and cannot be edited by the user. 


· Last Login 
The date and time of the current user's last session is displayed. This field is automatically generated by PRISM and cannot be edited. 


· Name 
The current user's name is displayed. This field cannot be edited directly. If it must be changed, see your System Administrator. 


· Site ID 
The ID of the site cannot be edited directly. If necessary, see your System Administrator.


· Password Expiration Date
The expiration date of the current user's password is displayed. This field cannot be edited directly. If it must be changed, see your System Administrator. 


· Phone 
Enter or edit the your telephone number. 


· Fax 
Enter or edit the your fax number. 


· Email 
Enter or edit your email address. 


· Notify via
Select VPO PRISM Inbox, Email or Both from the drop-down list. The selection made will control the way notifications are sent to the user.
NOTE: Depending on your agency's setup, additional fields may be displayed. Contact your System Administrator for information concerning these fields.

The blue toolbar includes:

· Edit
Click to change your phone number, fax number or e-mail address. The other information including USER ID, Name Site ID, and P / W Exp Date (password expiration date) can only be edited by your System Administrator.

NOTE: The following button may or may not appear depending on your agencies settings.

· Change Logon Password 
Click to change your logon password if authorized. This can be changed as often as you like. If you forget your password, contact the System Administrator. 

If ‘Require at Least One Special Character’ is checked during System Setup, the new logon password must have at least one special character. 

If ‘Require at Least One Special Character’ is checked during System Setup, when a user attempts to login, if the login password has expired, the new password set by the user must contain at least one special character.

NOTE: If you are not an approver as designated by your agency, the following button will not appear.

· Change Approval Password 
If you are an approver click to change your approval password. This can be changed as often as you like. If you forget your password, contact the System Administrator.

Purchase Cards
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Figure 33 – Preferences – Purchase Cards

This section provides a summary of purchase card numbers you have stored within PRISM. If you have not recorded any, this section will appear blank. The following is an explanation of the column headings. 

· Select 
Designates a purchase card as selected for action. 

· Purchase Card Number 
This is the actual purchase card number. You can select a purchase card for editing by clicking the hyperlink under the purchase card number. 

· Description 
This is the description of the purchase card.

· Exp. Date 
This is the purchase card's expiration date.

· Monthly Limit 
This is the purchase card's monthly limit. 

The blue toolbar includes:


· Add 
Click to add a Purchase Card.


· Select 
Click to edit the selected purchase card's information. 


· Delete 
Click to deletes the selected purchase card. 
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Figure 34 – Purchase Card Detail

To add or edit a Purchase Card click Add for a new card, or select the appropriate card and click Edit. PRISM will display the Purchase Card Information page.

· Enter or edit the Purchase Card Number. 


· Enter or edit the Description (e.g., Visa, MasterCard, etc.). 


· Enter or edit the purchase card Expiration Date. You can enter it directly or select it by clicking the Calendar icon. 


· Enter or edit the purchase card's Monthly Limit. 


· Canceled?
Select the check box if the purchase card is no longer available for use. 


· Accounting Information
Enter the Accounting Code you use most often. Click the lookup button for each field to select individual codes. 

· Custom Fields
A total of 40 custom fields can be setup at the Header and Item level. Use the lookup button to make selections for each field. See your System Administrator for more information.
NOTE: Depending on your agency's setup, additional fields may be displayed. Contact your System Administrator for information concerning these fields. 

	For OCI, a valid Account code in PRISM must match a valid combination in Oracle. Defaults can be specified based on A/C Combo or Alias. To facilitate the selection of a valid combination, A/C Combo has been added to provide a list of all valid Account Combinations in Oracle. To assist in Account Combination selection, a second button, Alias, provides a list of all the preset Alias combinations in Oracle. Click either button and select from the list provided.


Accounting Codes
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Figure 35 – Preferences – Accounting Codes

This section provides a summary of the frequently used accounting codes you have stored within PRISM. If you have not recorded any, this section will appear blank. These codes will appear on the Account Code Lookup pages within the appropriate modules. 

The following is an explanation of the column headings. 

· Select 
Designates an accounting code as selected for action. 


· Accounting Code 
Accounting codes currently recorded are displayed here. You can select an accounting code for editing by clicking the hyperlink under the accounting code. 


· Description 
This is the description of the accounting code. 


· Generic Accounting Fields 
These are fields set up by your agency. They may be populated individually or in groups according to whether you are connected to a financial package or other external program. 

The blue toolbar includes:


· Add 
Click to add an accounting code.


· Edit 
Click to edit an accounting code.


· Delete 
Click to delete an accounting code.
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Figure 36 – Accounting Code Detail

Click Add or Edit to open the Accounting Code Information page. The following fields will display:

· Accounting Code 
Enter the new Accounting Code.


· Description 
Enter a description of the code.

· acctfield1…5 
These are generic fields set up by your agency. Click the lookup button to make selections for each field individually.


	For OCI, a valid Account code in PRISM must match a valid combination in Oracle. Defaults can be specified based on A/C Combo or Alias. To facilitate the selection of a valid combination, A/C Combo has been added to provide a list of all valid Account Combinations in Oracle. To assist in Account Combination selection, a second button, Alias, provides a list of all the preset Alias combinations in Oracle. Click either button and select from the list provided.


NOTE: Additional fields may or may not appear or use different labels depending on your agencies business rules. If additional fields are present, they will be defined by your agency.

Proxy
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Figure 37 – Preferences – Assign Proxy

This page allows the user to assign a proxy. A proxy is an individual you assign to handle your work while you are away from your job. The proxy will have the same security and approval levels as you when dealing with your documents.

Following is a description of the fields that will display after assigning a proxy. 

· User ID 
Enter or edit the proxy's User ID or click the User lookup button to select one from the list provided. 

· User Name 
The name associated with the selected User ID entered is displayed. 

· Start Date 
Enter a proxy start date or click the Calendar icon to select from the pop-up calendar. 

· End Date 
Enter a proxy end date or click the Calendar icon to select from the pop-up calendar. 


· Email 
The email address associated with the selected User ID entered is displayed. 



The blue toolbar includes:


· Assign Proxy 
Click to assign a proxy.

· Delete Proxy 
Click to delete a displayed proxy. If no proxy exists, this button will not appear.
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Figure 38 – Assigning a Proxy

· Click Assign Proxy to add a new proxy.


· Select the User ID by clicking the lookup button. The individual you wish to assign as proxy must be listed in the PRISM database as a user.


· The User Name and Email will display automatically based on the User ID selected. They cannot be edited here.


· Enter or edit the Start Date and the End Date for the proxy.


· Click Submit to save the proxy and return to the previous screen, or Cancel to exit without selecting or saving a proxy.

Document Sharing
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Figure 39 – Preferences – Document Sharing

Document Sharing allows you to designate other users as shared owners of your documents. This includes any document that you created and are responsible for. Although a shared user has access to all of your documents, you can limit whether that access is full or read-only. This setting affects all documents. If you wish to establish a shared owner for a specific document, open the document and click Ownership on the left menu.

The following is an explanation of the column headings. 

· Select 
Designates a document as selected for action. 


· Shared Owner 
This is the name of the person you are granting access rights.


· Access 
This is the level of access granted. Options include read only and full. 


The blue toolbar includes:


· Add Full Access 
Click to add a user with full access to your documents.


· Add Read-Only 
Click to add a user with read-only access to your documents.


· Delete 
Click to delete a selected shared owner.

To add a shared owner:

· Select the access level, either Add Read-Only or Add Full Access.

· The User Selection page will display. From this page you can search for a user by User ID, First Name, Last Name, or Site. Select the field you wish to use and enter your search parameters in the For field. The Site Options can also be set, Current Site, Related Sites, or All Sites. Set the Maximum Results PRISM should display, and the number of results to be displayed on each page. Click Display to continue or Cancel to return to the Document Sharing page.


· Select the user by clicking the hyperlink in the User ID column.

NOTE: This page does not allow the user to edit existing shared document owner data. Therefore, if you need to edit data (e.g., to change a user's rights from read-only to full access), delete the original shared user entry and add a new one. 

Defaults
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Figure 40 – Preferences – Defaults
Click on Defaults to display the Defaults Summary page. All Default data entered is displayed on this page. Click Edit on the toolbar to make changes to the data.

The following is a description of the addresses listed: 

· Originating Office Code 
This is the office that will most frequently be the originating office for your documents. 


· Issuing Office Code This is the office will most frequently be the issuing office for your documents. 


· Ship To Office 
Enter the office location where items will generally be sent.


· Mark For Office 
If the final destination of the items is frequently different from the Ship To address, specify it here. 


· Admin Office 
This is the office that will generally be administering the order. 


· Payment Office 
This is the office that will generally be paying for the order. 


· Invoice Office 
This is the office that will generally process the invoice. 


· Custom Fields
These are custom fields setup by your agency. See your System Administrator for more information.


NOTE: Depending on your agency's setup, additional fields may be displayed. Contact your System Administrator for information concerning these fields. 
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Figure 41 – Preferences – Defaults Edit

To edit the Defaults Summary page, click Edit. PRISM will display the Defaults Edit page.

· Originating Office
Click the lookup button and select from the list provided.


· Issue Office
Click the lookup button and select from the list provided. 


· Ship To Office
Click the lookup button and choose an address from the list. 


· Mark For Office
Click the lookup button and choose an address from the list. If there is no difference between Ship To and Mark For, leave this field blank.


· Admin Office
Click the lookup button and select from the list provided. 


· Payment Office
Click the lookup button and select from the list provided 


· Invoice Office
Click the lookup button and select from the list provided. 


· Custom Fields
A total of 40 custom fields can be setup at the Item level. Use the lookup button to make selections for each field. See your System Administrator for more information.

NOTE: Additional fields may be displayed in the lower section of this page. Contact your System Administrator for information concerning these fields.

	For OCI, the following additional field displays:

	· Inventory Org
	This must be a valid Inventory Organization in Oracle and is required. Select from the list provided.


Routing Lists
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Figure 42 – Preferences – Routing Lists

This area displays the routing lists you have created. The following is an explanation of the columns in this section. 

· Select 
Designates a routing list as selected for action. For example, to delete a routing list, you would first click the box in this column next to the code and then click Delete on the toolbar.


· Name 
This is the name of the routing list. You can select a route list for editing by clicking on the hyperlink under the name.


The blue toolbar includes:


· Add
Click to add a new Routing List.


· Edit
Click to edit an existing Routing List. 


· Delete 
Deletes the selected routing list.


· Copy
Copies the selected routing list. This is a helpful time saver when creating a new list with similar attributes to one previously created
NOTE: Depending on your agency's setup, the sections listed above may or may not be available. If you have questions, contact your System Administrator.
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Figure 43 – Preferences – Create Route List

The first step in creating a new list is assigning a name and an order.

· Click Add to open the Create Route List page.


· Enter a routing list name in the Routing List Name field.


· Click the arrow in the Routing Order drop down box. This is the order in which reviewers or approvers will receive the document. PRISM supports sequential, parallel, and combination routes. Sequential routing sends the document to each person on the list in order. Parallel routing sends the document to everyone at once. A combination route includes sequential and parallel segments. 

· For sequential routing: Select One After Another.

· For parallel routing: Select All At Once.

· For a combination of both: Select Mixed.


· Click Submit to create the route list, or Cancel to leave without creating the route list. If the list is created PRISM will display the Routing Lists page.
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Figure 44 – Preferences – Routing Lists

The Routing Lists page displays which users are on the route list and reflects the edits you make. 

The following is an explanation of the column headings. 

· Select
Designates a list member as selected for action. For example, to move someone up in the route order, you would first click the box in this column next to their name and then click Move Up on the toolbar.


· Sequence
Sequence reflects the order in which reviewers and approvers will receive the document. PRISM supports sequential, parallel, and combination routes. Sequential routing sends the document to each person on the list in order. Parallel routing sends the document to everyone at once. A combination route includes sequential and parallel segments. The Sequence column is where the type of route and the order is designated. 


· Select
Designates a list member as selected for action. For example, to move someone up in the route order, you would first click the box in this column next to their name and then click Move Up on the toolbar.


· To 
The name of the person who is to review or approve the document. A user can be on the list more than once and can have different roles. 


· Type
Designates whether the person is an approver or reviewer.


The following buttons may appear on the toolbar of the Routing Lists page. When present, they offer the following functionality. 

· Add Approve
Opens a page where you select an approver to add to the route list. Approvers must approve the document before it can proceed to the next stage of procurement. 


· Add Reviewer 
Opens a page where you select a reviewer to add to the route list. Reviewers are forwarded the document as a courtesy. Action is not required for the document to continue to the next stage of procurement.


· Move Up 
Changes the Sequence number of a reviewer / approver to one less than is currently displayed. For example, if the Sequence number of the person selected is 2, Move Up would change it to 1. Sequence numbers of 1 cannot be moved up.


· Move Down
Changes the Sequence number of a reviewer / approver to one greater than is currently displayed. For example, if the Sequence number of the person selected is 1, Move Down would change it to 2. 


· Delete 
Deletes the currently selected reviewer / approver from the list. It does not delete the person's name from the PRISM database as a potential reviewer / approver. 

Creating Different Types of Routes


· Creating a Parallel Route
Add all the names to the list. Set the Sequence number for each person to 1. To change a person's Sequence number if it is other than 1, click the box in the Select column next to his or her name and then click Move Up or Move Down until the Sequence number is 1.


· Creating a Sequential Route
Add all the names to the list. Set the Sequence number for each person to reflect the order of receipt. The first person who should receive the document should have a Sequence number of 1, the second a Sequence number of 2, the third a Sequence number of 3 and so forth. To change a person's Sequence number, click the box in the Select column next to his or her name and then click Move Up or Move Down until the Sequence number reflects where he or she should be in the list.


· Creating a Combination Route
A combination list includes segments that are parallel and segments that are sequential. The figure below demonstrates a combination list.

	Sequence
	User ID

	1
	John

	2
	Kathy

	3
	Bill

	4
	Ann

	4
	Sue


In the example above, John would receive the document first. When he had approved it, the document would be routed to Kathy. When Kathy approved it, the document would be routed to Bill. This segment of the route is sequential.

When Bill approved the document, it would be forwarded to Ann and Sue at the same time. Notice that Ann and Sue both have the same Sequence number. This segment of the route is parallel.

Combination routes can include any number of parallel or sequential segments.

After all changes have been made to the Routing Lists, Click Submit to save all changes made to the list during the current session. Click Cancel to cancel any edits that were made to the list during the current session and returns you to the previous page. The previously saved version of the list would be maintained.

Web Favorites
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Figure 45 – Preferences – Web Favorites 

This option allows a user to setup web favorites under the Preferences Menu. Any websites added here will display for the current user, and only for that user, on the PRISM Welcome page when the user logs into PRISM.

To add a Web Favorite, select Add on the toolbar. To edit a Web Favorite, select the item in the Select column and then click Edit on the toolbar. The Web Favorite Information page will display. Enter or edit the Description and Address for the Web Favorite. Both fields are required. 
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Figure 46 – Preferences – Add a Web Favorite

When complete, click Submit to save your work and continue.

 2 Requisitions

Creating an EZ Req

When all of the items you need to order are quantity type line items having one accounting code per line item, and are shipped to one location per line item, PRISM enables you to order them quickly and easily using the EZ REQ.  The EZ REQ format offers all of a requisition’s core elements, but it saves data entry time by eliminating unnecessary fields.

From the Welcome page menu, click Create Document to begin. The Document Create page displays.
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Figure 47 – Creating an EZ Req

To create a new EZ Req, logon to PRISM and click Create Document on the Menu. The Document Create page will open. The following fields will display:

· Document Type
Select Requisition.


· Requistion Type
Select EZ Req.

· Create From
Select New or Existing EZ Req.


· Requisition Package Numbering Options
Select System Generated and select a mask from the drop-down list, or Manual Entry and type in the Document Number.

The EZ REQ General Information page will display.

Main 
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Figure 48 – EZ REQ – Header Information

The EZ REQ General Information page is divided into several sections. You can use the scroll bar on the right side to view the lower sections of the page. 

The document header displays the document information.  This section tracks and displays the same information that is listed for a full requisition. The Requisition Information section is automatically generated and cannot be edited. It contains the following fields:

· Requisition Number
This is the number of the document currently open.  

· Version
There can be multiple versions of a document.  A designation of Base indicates that this is the original document.  If amendments have been created, then the amendment number would appear.  

· Status

The document status is determined by where the document is in the creation and approval process. Status designations include:

In Progress: Documents that have been created or are in the process of being created and have not been routed or released, or that have been reopened.

Pending: Documents that have been routed for approval and have not yet completed the route.

Pending Financial Approval: Agencies with interfaces to Financial Systems will display this status when the document has completed the approval route and is awaiting commitment by the Financial System.

	OCI: On final approval in PRISM, based on the routing list, requisitions are automatically sent to Oracle for funding verification and insertion into the Oracle database, and are marked ‘Pending Financial Approval’ until Oracle returns its approval information. The status in PRISM will then reflect Approved / Released or Disapproved as appropriate.


Approved: Documents that have successfully completed the route and were approved.

Disapproved: Documents that have been routed for approval and disapproved.

Released: Documents that have been approved and released to the next stage of procurement.

· Stage

This will display where the document is in the procurement process.  Examples of stages include requisition, solicitation, award, closed, etc.  

· Number of Items
Displays the total number of items entered.

· Total Amount
Displays the total dollar value of the items entered.

· Commitment
Displays the total dollar amount committed. This amount will change as the document progresses.

This information is generated based on data entered in other parts of the requisition and cannot be directly edited.
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Figure 49 – EZ REQ – Main 

The General Information section provides information relative to the overall EZ REQ.  This includes the following:

· Owner
A system-generated field indicating the document owner.


· Requisition Date
PRISM will automatically generate the date the requisition is actually created. You can manually change the date or click the lookup button and select a new date from the calendar provided.

· Requisitioner
PRISM automatically generates this field with the User ID of the person creating the requisition. You can change the data either manually or by clicking the lookup button and selecting a new User ID from the list provided.

	OCI: This must be an active Oracle user and must be on the list provided. This is a required field.


· Buyer
If your user profile allows it, you can manually enter the buyers’ User ID or click the lookup button and select from the list provided.

· Primary Product / Service Code
You can enter the product / service code here or click the lookup button and select from the list provided. If multiple line items will be added this code should be the primary code of the items being purchased.

	OCI: This code is required and must match a category in Oracle Master Inventory. If ‘Hard-Code Category’ is checked on the Agency OCI page under System Setup / Sys Configuration / Agency, the code designated to be hard-coded will be sent to Oracle. In this instance the Product / Service Codes will not be matched with Oracle Categories.


· Originating Office
You can either enter the appropriate code manually or if it is unknown, you can click the lookup button and select it from the list provided. If necessary, you can change the address information for this requisition by clicking the Edit button. The standard address page will display and there you can enter the required information or use the lookup button to help you find the address you need.  

· Payment Office
Identifies the office that will pay for the order.

	OCI: This is a required field.


· Site
The Site field is used by PRISM for reporting and security purposes.  It more specifically pinpoints the origin of the document.  


· Is this an IT-related purchase?
Select Yes or No from the drop-down list.

· Delivery Date / Days After Award / Period of Performance
Enter one of the following:

· Delivery Date
Enter the date click the lookup button and select from the calendar provided.

· Days After Award
Enter the number of days after contract award you want the item delivered.

· Period of Performance
This is normally used for a service. Enter the start and end dates during which the service is to be performed. Use the Notification icon to add notifications regarding this date.

· Ship to
You can manually enter the ship to address code or click the lookup button and select from the list provided. You can modify the address information if necessary by clicking the Edit button.

	OCI: This must be an active ‘Deliver To’ location in Oracle.


· Mark for (optional)
If the item being purchased should be sent somewhere after delivery to the ship to address, you can enter that address code here or click the lookup button and select it from the list provided. You can modify the address information if necessary by clicking the Edit button.


	· Inventory Org       OCI: This must be a valid Inventory Organization in Oracle and is required. Select from the list provided.


· Security Classification

Select an item from the drop-down list. Visibility and requirement are based on a system switch.


· Custom Fields
A total of 40 custom fields can be setup at the Header level. Use the lookup button to make selections for each field. See your System Administrator for more information.
NOTE: Depending on your agency setup additional fields may appear. Contact your System Administrator for details on those fields.
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Figure 50 – EZ REQ – Main – Default Accounting Information – Account Code Segments
· Accounting Data Method
	If Project Accounting has been installed for use by a financial interface by your agency, these radio buttons will display and allow the user to select whether they would like to generate the accounting data using project information, or whether they would like to enter accounting data directly in the account code segments. If Project Accounting is not set up by your agency, only the Accounting Information section will display.



When set to Account Code Segments, the lower portion of the page will only contain the Accounting Information section. This section always displays, even if Project Accounting is not installed.

	When set to Project Accounting, the lower portion of the page will also contain a Project Data section and the account code segment fields will be read-only. This section will only be available when Project Accounting is installed.


· Account Code Segments
The following fields are available when Account Code Segments is selected.

· Accounting Code
Enter the Accounting Code for this line item or click the lookup button to select a code.


	For OCI, a valid Account code in PRISM must match a valid combination in Oracle. Defaults can be specified based on A/C Combo or Alias. To facilitate the selection of a valid combination, A/C Combo has been added to provide a list of all valid Account Combinations in Oracle. To assist in Account Combination selection, a second button, Alias, provides a list of all the preset Alias combinations in Oracle. Click either button and select from the list provided.
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Figure 51 – EZ REQ – Main – Default Accounting Information – Project Accounting

	· Project Data
The following fields are available when Project Accounting is selected.

· Project
Select a code using the lookup button. The code entered must match a valid Project code in the corresponding table. This is a required field.

· Task
Select a code using the lookup button. The code entered must match a valid Task code in the corresponding table. This is a required field.

· Expenditure Organization

Select an organization using the lookup button. The organization entered must match a valid Expenditure Organization in the corresponding table. This is a required field.


· Expenditure Type
Select an expenditure type using the lookup button. The type entered must match a valid Expenditure Type in the corresponding table. This is a required field.


· Expenditure Date
Enter an expenditure date using the calendar icon. If this is a requisition created from an APP, the date is pulled from the APP. Otherwise the default is the current date. This is a required field.


· Fund Override
Select from the Fund Override selection list given using the lookup button. The contents entered must match a valid value in the corresponding table. This field is agency specific and may not display. This is a required field when visible.


· BLI / Program Element

Select from the BLI / Program Element selection list given using the lookup button. The contents entered must match a valid value in the corresponding table. This field is agency specific and may not display. This is a required field when visible.


NOTE: Depending on your agency's setup, additional fields may be displayed. Contact your System Administrator for information concerning these fields.
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Figure 52 – EZ REQ – Main Toolbar

Depending on your agency setup and individual rights, the following buttons may appear on the toolbar:

· Route
Sends the document to Approvers and Reviewers for comments and approval. The Change Route button does not display when this button is present.

	OCI: When the last approver on the route list approves the requisition, it is sent to Oracle for financial approval and recording. The last approver of the requisition must be an active user in Oracle with sufficient approval authority in Oracle. If the last approver does not have sufficient approval authority, then the requisition will be routed in Oracle to a user who does have authority. While awaiting approval from Oracle, the document status will be ‘Pending Financial Approval’.


· Self Approve
Allows the user to self approve the document without routing.  Only appears if you have self-approval authority.

	OCI: When you self approve a document it is sent to Oracle for financial approval and recording. You must be an active user with sufficient approval authority in Oracle. If not, the requisition will be routed in Oracle to a user who does have sufficient authority. While awaiting approval from Oracle, the document status will be ‘Pending Financial Approval’. After the document is approved by Oracle and returned to PRISM it can be released.


· Release
Releasing the document makes it available to move to the next stage of procurement. 
Note:  After you release a document, the Status in the Requisition Information changes to ‘Released’.  You cannot make changes to a Released document.  

· View Form
Displays the data on an electronic copy of the agency's actual requisition form.  You can also print the document from this area.  

· Delete
Deletes the document and permanently removes it from the PRISM database.  Only documents with a status of In Progress can be deleted.  

· Cancel
Cancels the document, removes any commitments or encumbrances of funds and makes the requisition unavailable for further procurement action.

· Convert to Full
Converts the EZ REQ to a full requisition.  An EZ REQ only supports one accounting code and one ship to address per line item.  If after you start the process of creating an EZ REQ, the document's requirements become more complex you can convert an EZ REQ to a full requisition and continue processing the requisition.  An example of this would be if the document needed multiple accounting codes or ship to addresses.

· Renumber
Opens a page where the document can be renumbered.

Items
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Figure 53 – EZ REQ – Items 

Similar to a full requisition, this is where you can add items or edit any existing items. To create a line item for this requisition, click Add. The Item Detail page will display.
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Figure 54 – EZ REQ – Item Detail

The following fields may display:

· Item Number
PRISM fills this field automatically with the next sequential number. If necessary, you can edit this manually.

	OCI: Line numbers can be skipped in PRISM but will appear as $0 line items in Oracle.


· Sub Item Number / Sequence for Sub Number
These fields may or may not be available depending on your agency settings. You would use them to enter additional sequencing numbers that determine an order for multiple line items.

	OCI: Sub item numbers are not active in Oracle.


· Description
This field is a free-form text field that you use to enter an explanation of the item being purchased.  Enter the complete description of the item to be purchased in this field.

	OCI: This is a required field.


· Quantity
You use this field to enter the total number of items being purchased in the line item.

· Unit of Issue
Either manually enter the two-character code for the unit of issue, or click the lookup button and select from the list provided. The field to the right will automatically fill with the noun name of the abbreviation (i.e. EA – each).


	OCI: The unit of issue must match a unit of measure in Oracle. Select from the list provided.


· Unit Price / Amount

Here you enter the cost per item being purchased. PRISM will then calculate the Amount automatically using the quantity and unit price fields.

· Product / Service Code
Enter the specific code for the item being purchased. This code can be different from that entered in the General section.


	OCI: This code is required and must match a category in Oracle Master Inventory. If ‘Hard-Code Category’ is checked on the Agency OCI page under System Setup / Sys Configuration / Agency, the code designated to be hard-coded will be sent to Oracle. In this instance the Product / Service Codes will not be matched with Oracle Categories.


· Accountable Property
If your agency uses an interface that allows you to designate accountable property, select this checkbox.

· USSGL Trans Code
At the Federal level, this code may be mandatory.


· Security Classification
Select an item from the drop-down list. Visibility and requirement are based on a system switch.


· Custom Fields
A total of 40 custom fields can be setup at the Item level. Use the lookup button to make selections for each field. See your System Administrator for more information.
Accounting Information

· Subject to Availability of Funds
Click this box if the line item is subject to availability of funds.
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Figure 55 – EZ REQ – Item – Accounting Information – Account Code Segments
· Accounting Data Method


	If Project Accounting has been installed for use by a financial interface by your agency, these radio buttons will display and allow the user to select whether they would like to generate the accounting data using project information, or whether they would like to enter accounting data directly in the account code segments. If Project Accounting is not set up by your agency, only the Accounting Information section will display.


When set to Account Code Segments, the lower portion of the page will only contain the Accounting Information section. This section always displays, even if Project Accounting is not installed.


	When set to Project Accounting, the lower portion of the page will also contain a Project Data section and the account code segment fields will be read-only. This section will only be available when Project Accounting is installed.


· Account Code Segments
The following fields are available when Account Code Segments is selected.

· Accounting Code
Enter the Accounting Code for this line item or click the lookup button to select a code.

	For OCI, a valid Account code in PRISM must match a valid combination in Oracle. Defaults can be specified based on A/C Combo or Alias. To facilitate the selection of a valid combination, A/C Combo has been added to provide a list of all valid Account Combinations in Oracle. To assist in Account Combination selection, a second button, Alias, provides a list of all the preset Alias combinations in Oracle. Click either button and select from the list provided.
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Figure 56 – EZ REQ – Item – Accounting Information – Project Accounting

	· Project Data
The following fields are available when Project Accounting is selected.

· Project
Select a code using the lookup button. The code entered must match a valid Project code in the corresponding table. This is a required field.

· Task
Select a code using the lookup button. The code entered must match a valid Task code in the corresponding table. This is a required field.

· Expenditure Organization

Select an organization using the lookup button. The organization entered must match a valid Expenditure Organization in the corresponding table. This is a required field.


· Expenditure Type
Select an expenditure type using the lookup button. The type entered must match a valid Expenditure Type in the corresponding table. This is a required field.


· Expenditure Date
Enter an expenditure date using the calendar icon. If this is a requisition created from an APP, the date is pulled from the APP. Otherwise the default is the current date. This is a required field.


· Fund Override
Select from the Fund Override selection list given using the lookup button. The contents entered must match a valid value in the corresponding table. This field is agency specific and may not display. This is a required field when visible.


· BLI / Program Element

Select from the BLI / Program Element selection list given using the lookup button. The contents entered must match a valid value in the corresponding table. This field is agency specific and may not display. This is a required field when visible.


NOTE: Depending on your agency's setup, additional fields may be displayed. Contact your System Administrator for information concerning these fields.

Note that your default Accounting Information from the EZ REQ General Information page has carried into this line item.  However, you may edit this data from the Item Detail page.

NOTE:  Remember to complete all of the fields for your line item.  If you omit any of the required data, PRISM will not validate your requisition and will prevent you from routing the document.
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Figure 57 – EZ REQ – Items Toolbar

The toolbar now includes the following buttons:

· Add
Opens the Line Item Detail page where you can create a line item. 

· Edit
Opens the Line Item Detail page where you can edit the selected line item.  This button does not display when the Open button is present.

· Open
Opens the Line Item Detail page in a read-only format.  This button does not display when the Edit button is present.

· Delete
Removes the selected line item from the requisition.

· Copy
Duplicates the selected line item. This button helps speed the process of entering line items with similar characteristics.   After a line item has been copied, it can be edited as needed.

· Renumber
Opens a page where you can renumber the line items.

· Change Status
Changes the status of the selected line item.  A line item’s status can be any of the following:


Item Active: Indicates that item is available for further procurement action.


Suspended: Indicates that the item is suspended from further procurement action.  It does not affect commitment or encumbrance of funds.


Canceled: Removes any commitments or encumbrances of funds associated with the line item and prevents further procurement action.


· View Form
Displays the requisition on the selected form.

Adding a line item has also changed the data in the document header section of the page.  Note that the Total Amount and Committed Amount fields in the Requisition Information section now show the dollar amounts you entered on the Items Detail page.

Vendors
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Figure 58 – EZ REQ – Vendors 

Just like a full requisition, Vendors for an EZ REQ can come from your PRISM database or you can choose to add Temporary Vendors to the document.  You can select a vendor for an EZ REQ by clicking Add or Add Temporary and then following the same process you did when you added vendors to a full requisition.  

All other menu functions are the same as a full requisition.

Converting an EZ REQ to a Full Requisition

After you create an EZ REQ you may find that you need to send an item to multiple ship to locations, or that a line item requires multiple accounting codes.  Rather than deleting the EZ REQ and then creating a new requisition, you can simply convert your existing EZ REQ into a full requisition.

To convert to a full requisition, click the Convert to Full button on the toolbar.

A confirmation page displays. To convert the EZ REQ to a full requisition, click Yes. If you decide you don’t want to convert it, click No.

If you select Yes, PRISM will convert the document you created into a full requisition.  Your document will keep the original Requisition Number it was given when you created it.

Amending an EZ REQ

[image: image67.jpg]d Line I

EZ REQ Information
Requisition Number: EZ-1  Status: Released  Number of hems: 1

Version: BASE  Stage: Solicitation  Total Amount: §150.00
Commitment: $150.00





Figure 59 – Amending an EZ Req

Open the released document you wish to amend and click Amend on the Toolbar. A confirmation page will open informing you that the in order to amend the EZ REQ it must first be converted to a full Requisition.

Select Yes to continue.

The Create Amendment page will open with a default number provided. Accept or edit this number and click Create. 
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Figure 60 – Converted Requisition

Note the difference in the menu displayed and the toolbar. In the header section, note the Requisition Number remained the same, but Version changed.

Edit the document as necessary. For further information on creating an amendment, see Amending a Requisition for a full requisition in this module.

Creating a New Requisition

Creating a requisition is the first step in the procurement process. Once a requisition has been created within PRISM, the information is carried forward to the solicitation and award processes. 
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Figure 61 – Creating a New Requisition

To create a new requisition, logon to PRISM and click Create Document on the Menu. The Document Create page will open.  

Select Requisition as the Document Type. The Document Create page will refresh to display as above. Complete the fields as follows:

· Requisition Type
The selection made here will control the options available in Create From and Requisitions Numbering Options. Select from the following:

· EZ REQ
A basic requisition that allows only one ship to address and one accounting code per line item. Create From options include ‘New’ or ‘Existing EZ Req’.

· Requisition
A full requisition that allows multiple ship-to addresses and accounting codes per line item. Create From options include ‘New’, ‘APP’, or ‘Existing Requisition’.

· Requisition Package
An optional module that allows users to fill out agency specific data and generate documents, such as a Statement of Work, based on the user-entered data. The option will only display if your agency has purchased the Requisition Package module. Create From options include ‘New’ or ‘Existing Requisition Package’.
· Requisition for Modification
This type of requisition only applies if your agency requires a new requisition when creating a modification. For example, if a modification to an award results in a change in dollar value, a requisition can be created to commit or de-commit dollar amounts. The new requisition created does not go through the award process. It is attached to the associated modification. Create From will not display.

· Requisition for DO / TO (Contracts)
This type of requisition will result in a delivery order against a released PRISM contract. Only valid line items from that contract can be added to the requisition. Only one contract number can be associated per requisition, and line items that can be associated must be active. Create From will not display.

· Based on the Requisition Type selected, Create From may include the following options:

· New
This option is used to create an entirely new Requisition. The Requisition Main window will display with General selected when Continue is selected.

· App
This option allows you to create a requisition from an existing Advance Procurement Plan.  If this option is selected the APP Selection page will display when Continue is selected.

· Existing
This option is used to duplicate an existing requisition and save data entry time.  All data carried forward can be edited.  It is useful when you create a recurring requisition.  If this option is selected, the Requisition Selection page will display when Continue is selected.

· Requisition Numbering Options
Document numbering rules are defined by an agency when PRISM is initially installed.  What you see on your Create New Requisitions page depends on your agency setup. The possible options are:  

· Mandatory System Generated Numbering - Agencies can require a system-generated number. If this is true, only the System Generated checkbox will display and you must select a Mask from the drop-down list. A mask is a way your agency can control the formatting of document numbers. It saves you time and ensures consistency and accuracy for the agency. Your System Administrator sets up masks.

· Mandatory-Manual Numbering - Agencies can require a manual number. If this is true, only the Manual Entry box will display. You must type in a number and click OK.

· Optional Numbering - Agencies can allow both options. In this case, PRISM defaults with the System Generated checkbox selected. If a manual number is desired, you must select Manual Entry and type the number in the Manual Entry field.

· Auto Numbering – PRISM will automatically number the document based on your agency rules. The numbering page will never be seen.

No matter which method is used, PRISM guarantees that a unique requisition number will be assigned to this requisition. Once the information has been entered click Continue. 
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Figure 62 – Requisitions – Main – General 
Main

The Requisitions Main page is split into four areas, Menu, Requisition Information , General Information, and Toolbar.  This page is the heart of your requisition document and gives you access to all of the tools you need to modify the requisition document and meet the requirements for completing the requisition process.
The Requisition Information section is automatically generated and cannot be edited. It contains the following fields:

· Requisition Number
This is the number of the document currently open. 

· Stage
This will display where the document is in the procurement process.  Examples of stages include requisition, solicitation, award, closed, etc.  

· Number of Items
Displays the total number of line items entered.

· Version (includes Status)
There can be multiple versions of a document.  A designation of Base indicates that this is the original document.  If amendments have been created, then the amendment number would appear.  

· Status (included in Version)
The document status is determined by where the document is in the creation and approval process. Status designations include:

In Progress: Documents that have been created or are in the process of being created and have not been routed or released, or that have been reopened.

Pending: Documents that have been routed for approval and have not yet completed the route.

Pending Financial Approval: Agencies with interfaces to Financial Systems will display this status when the document has completed the approval route and is awaiting commitment by the Financial System.


	OCI: On final approval in PRISM, based on the routing list, requisitions are automatically sent to Oracle for funding verification and insertion into the Oracle database, and are marked ‘Pending Financial Approval’ until Oracle returns its approval information. The status in PRISM will then reflect Approved / Released or Disapproved as appropriate.


Approved: Documents that have successfully completed the route and were approved, or funds were committed by the Financial System.

Disapproved: Documents that have been routed for approval and disapproved.

Released: Documents that have been approved and released to the next stage of procurement, or funds were committed by the Financial System.

Closed: Documents that have been closed out and are no longer available for further action.

· Net View
If more than one version of the document exists, PRISM can combine the results and offer a Net View.  This means that if Net View is turned on, the Number of Items and the Total Amount fields will be based on all versions of the document. If Net View is turned off, only the data related to the current open document will be displayed.  Net View can be turned on or off by clicking Net View on the General page.  If there are not multiple versions of the document, the Net View button will not be displayed and the setting will be Off.

· Total Amount
Displays the total dollar value of the items entered.

· Commitment
Displays the total dollar amount committed. This amount will change as the document progresses.

NOTE: Depending upon how your agency has customized the system, other fields may appear in this area.  For an explanation of these additional fields, see your System Administrator.

General 

The lower section of the Requisitions Main page changes as different selections are made under the Main submenu. PRISM defaults with the General Information section that may consist of the following fields. Some will be automatically generated. Information may be added or edited.

· Owner
A system-generated field indicating the document owner.

· Requisition Date
This is the date of the requisition.  This date defaults to the current date. The date can be edited directly or selected by clicking the calendar icon.

· Requisitioner
This is the person responsible for preparing the requisition. Enter the information, or use the lookup button to make a selection.


	For OCI, this must be an active Oracle user and must be on the list provided. This is a required field.


· Buyer
This is the person who will make purchases later in the procurement cycle.  To assign this requisition to a specific buyer, click the lookup button to select from the list of available buyers.  Depending upon your access / authority rights, you may or may not have the ability to edit this field.

· Originating Office
The office requesting the items to be procured.  If a default office has been set up, PRISM will fill this field automatically. Click the lookup button to select a new office or Edit to change the information for this office. Changes will only affect this document. 

· Primary Product / Service Code
Enter the Primary Product / Service Code or use the lookup button to select. Product / Service codes are the four character codes used to report to the Federal Procurement Data System (FPDS). PRISM is delivered with a database of current FPDS product codes.

	For OCI, this code is required and must match a category in Oracle Master Inventory. The exception is if ‘Hard-Code Category’ is checked on the Agency OCI page in System Setup.


· Received Date
Enter the date the paper requisition was received, or click the calendar icon and make the selection. This field is for agencies that still receive paper requisitions and input them into PRISM.


· Security Classification
Select an item from the drop-down list. Visibility and requirement are based on a system switch.

NOTE: Depending upon your agency’s setup, additional fields may be displayed. Contact your system Administrator for information concerning these fields.

Depending upon the document status and your access rights, the blue toolbar may include:
· Route
Routes the document for review / approval. Prompts will guide you through the process of creating a route list, entering notes, etc. The Change Route button does not display when this button is present. Refer to Routing Lists section of the Inbox, Preferences, and Documents Module for further information.

· Change Route
Allows you to change the current document route. The originator of the route can add, delete or change the order of receipt for any user who has not yet received the document. Reviewers / approvers can add people to the route, adjust the order of receipt, or delete themselves. The Route button does not display when this button is present.

· Self Approve
Allows the user to self approve the document without routing, if you have this right in your user profile. 

· Release
Releasing the document makes it available to move to the next stage of procurement. 

Note: Once the document is released, the Status in the Requisition Information section will change to Released. Only supporting document changes can be made to a released document. If changes are required, create an amendment. If you have questions about how to handle a requisition that may have been released in error, see your System Administrator.

· View Form
Displays the data on the agency's actual requisition form. The document can also be printed from this area.


· Mark Reviewed
Allows you to mark the document reviewed so that it will continue its route. It does not indicate that the document was either approved or disapproved. 

· Amend
Refer to Amending a Document in the Common Operations module of this workbook.

· Closeout
Refer to Closing out a Document in the Common Operations module of this workbook.

· Cancel
Cancels the document, removes commitments or pre-encumbrance of funds and makes the requisition unavailable for further procurement action.

· Suspend Line Items / Unsuspend Line Items

Refer to Suspending Requisitions / Line Items in the Common Operations module of this workbook.

· Delete
Deletes the document and permanently removes it from the PRISM database. Only documents with a status of In Progress can be deleted. 

· Reopen
Changes an approved or disapproved document status back to In Progress so that changes can be made. Reopened documents must be sent back through the approval process.

· Approve
Begins the approval process.

· Disapprove
Begins the disapproval process.

· Load PPT
Loads a defined Procurement Package Template (PPT), which includes standard attachments and supporting documentation for this type of document.

· Renumber
Opens a page where the document number can be changed.
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Figure 63 – Requisitions – Main – Additional Information
Additional Information

The Additional Info section allows you to give Reviewers and Approvers more information about the person who initiated the requisition.  The information displayed here can include the requester’s name and telephone number, the Issuing Office, Administrative Office Code, and the Site Codes.  This is generally not required information.

The available fields may include:

· Requested By / Phone
Enter the person requesting the goods or services and their phone number if different from the requisitioner.  

· Technical Point of Contact
Enter the person who will be the technical point of contact for this requisition, or select from the list provided.


· Issuing Office
This is the office sending out the requisition. The code can be entered directly, or click the lookup button to select from the list provided, or Edit to change information about the selected office. Changes made here will only be for this document and will not change the PRISM database. This code may default from the user profile.

· Admin Office
This is the office administering the order. Click the lookup button and select from the list provided, or Edit to change information about the selected office. Changes made here will only be for this document and will not affect the PRISM database.

· Payment Office
Click the lookup button and choose a payment office from the list. Click Edit if the address needs to be edited. Changes made here are only for this document and will not affect the agency database.

· DO / DPAS
Only appropriated Department of Defense agencies are required to complete the DO / DPAS Rating field.

· Site
This will default to the user’s logged in site but can be changed. Enter or click the lookup button and select the site making the request from the list provided. 

· Is this an IT-related purchase?
Select Yes or No from the drop-down list.

· Custom Fields
A total of 40 custom fields can be setup at the Header level. Use the lookup button to make selections for each field. See your System Administrator for more information.
	For OCI, the following additional field displays:

	· Inventory Org
	This must be a valid Inventory Organization in Oracle and is required. Select from the list provided.


NOTE: Depending on your agency's setup, additional fields may be displayed. Contact your System Administrator for information concerning these fields.

Related Procurement Actions – If your agency uses the Planning module, this item will appear. Click Add to display a search page where other actions can be selected, or select a displayed action and click Delete to remove it from the document.
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Figure 64 – Requisitions – Main – Project 
Project Information 

To access the Project Information section of the General Summary page click General, then click Project.  To access the data entry fields, click the Edit button next to Project. The following fields may be available:

· APP 
If the requisition is associated with an Advance Procurement Plan, the number of the plan will appear here.  Click Associate to APP… to associate a plan. If an APP is already associated with the requisition, click Disassociate from APP… to disassociate the APP


· Milestone Plan
If a requisition is associated with a milestone plan, the name of the plan will appear here. This field cannot be edited. 

· Project ID 
To assign a project ID, click the lookup button and select from the list provided or enter it directly.

	For OCI, This is a PRISM field and is NOT sent to Oracle.


· Project Title 
If you select a Project ID from the list in the previous field, the title will automatically appear here.  If you directly entered the Project ID, you can enter a title here.

	For OCI, This is a PRISM field and is NOT sent to Oracle.
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Figure 65 – Requisitions – Main – Text 
Text

The Text section contains the following fields:

· Description
This information will not print on any form. It is a field available when searching for a document. Enter keywords you can use to help in your search.

· Header Text
This information will print as a header on the form.

· Footer Text
This will print as a footer on the form.

· Notes
The information entered here is for internal purposes only and will not print on any form.

· Notes to Buyer
Enter information you want to send to the buyer about this requisition. It will not print on any form, but a notification will be sent to the buyer’s Inbox.

Use the free form text field to write or edit a statement or clause.  You can also click Statements… and select from prepared information.  
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Figure 66 – Requisitions – Main – Defaults – Account Code Segments 
Defaults for New Items

The Defaults for New Items section allows you to enter information that will be used to fill fields when you create line items.  Entering default data on the General Information page is optional.  All default data can be added or edited at the item level.  Entering default information is a great way to save time and speed data entry.  The same information can be entered for each line item as it is created. The Defaults for New Items section includes:

· User Product Code

Enter the main User Product Code you expect to use for most of the document or click the lookup button and select from the list. 

	For OCI, if a User Product Code is entered, it must match an Item in Oracle, and must also be a valid code in Oracle for the Unit of Issue selected. Select from the list provided.


· Ship To
Enter the office location where the items should be sent. Click the lookup button and select from the list. Click Edit if the address needs to be edited. Changes made here are only for this document and will not affect the PRISM database. This information may also default from your user profile.

	For OCI, this must be an active ‘Deliver To’ location in Oracle.


· Mark For
If the final destination of the items is different from the Ship To address, specify it here. Click the lookup button and choose an address from the list.  If there is no difference, leave this field blank. Click Edit if the address needs to be edited. Changes made here are only for this document and will not affect the agency database.

· Priority
You can specify the delivery Priority by clicking the arrow and selecting from the list.  Priority designations are defined by your agency.

· Qualifier
This qualifier tells PRISM how to calculate the order. Items are generally ordered by quantity and services by dollar.  

· Delivery Date or Days After Award
Enter either the date you want the items delivered or the number of days after award that you want the items delivered.  You can select a date by clicking the calendar icon.

· Period of Performance
Enter the starting and ending dates for the award or use the calendar icon to make your selection. This is usually used for service awards. Use the Notification icon to add notifications regarding this date.

· Accounting Data Method
	For OCI, if Project Accounting has been installed for use by a financial interface by your agency, these radio buttons will display and allow the user to select whether they would like to generate the accounting data using project information, or whether they would like to enter accounting data directly in the account code segments. If Project Accounting is not set up by your agency, only the Accounting Information section will display.


 
When set to Account Code Segments, the lower portion of the page will only contain the Accounting Information section. This section always displays, even if Project Accounting is not installed.


	When set to Project Accounting, the lower portion of the page will also contain a Project Data section and the account code segment fields will be read-only. This section will only be available when Project Accounting is installed.


· Account Code Segments

The following fields are available when Account Code Segments is selected.

· Accounting Code
Enter the Accounting Code for the majority of line items or click the lookup button to select a code.


· Custom Fields
A total of 40 custom fields can be setup at the Header level. Use the lookup button to make selections for each field. See your System Administrator for more information.
	For OCI, a valid Account code in PRISM must match a valid combination in Oracle. Defaults can be specified based on A/C Combo or Alias. To facilitate the selection of a valid combination, A/C Combo has been added to provide a list of all valid Account Combinations in Oracle. To assist in Account Combination selection, a second button, Alias, provides a list of all the preset Alias combinations in Oracle. Click either button and select from the list provided.


[image: image75.jpg]Main
General
Addtional Info
Project
Text
Defaults
Summary

Hems.

Vendors
Supporting Docs
Form nfa
Cunency
Validations
Route History
Status History
Notfcations
Ownershin
Navigator
Returm fo Home

d Line fs

Recuisiion Number: BRF.01 Stage: Resision  Number oflems: 2
Version: [BASE-IN Progress v|  Netview: Off Total Amount: $60,000.00
Commitment. $30,000.00

User Product Cade:

Ship To
Mark For.
Payment Offce:
Priority.

Qualifer

f— & or owmtermwars| |

Period of Performance: @

Accounting Data Method:

O Account Code Segments
@ Project Accounting

Project:

Task

Expenditure Organization:

Expenditure Type:

Expenditure Date:

Fund Override:

BLIfProgram Element





Figure 67 – Requisitions – Main – Defaults – Project Accounting

	· Project Data
The following fields are available when Project Accounting is selected.

· Project
Select a code using the lookup button. The code entered must match a valid Project code in the corresponding table. This is a required field.

· Task
Select a code using the lookup button. The code entered must match a valid Task code in the corresponding table. This is a required field.

· Expenditure Organization

Select an organization using the lookup button. The organization entered must match a valid Expenditure Organization in the corresponding table. This is a required field.


· Expenditure Type
Select an expenditure type using the lookup button. The type entered must match a valid Expenditure Type in the corresponding table. This is a required field.


· Expenditure Date
Enter an expenditure date using the calendar icon. If this is a requisition created from an APP, the date is pulled from the APP. Otherwise the default is the current date. This is a required field.


· Fund Override  Select from the Fund Override selection list given using the lookup button. The contents entered must match a valid value in the corresponding table. This field is agency specific and may not display. This is a required field when visible.


· BLI / Program Element

Select from the BLI / Program Element selection list given using the lookup button. The contents entered must match a valid value in the corresponding table. This field is agency specific and may not display. This is a required field when visible.


NOTE: Depending on your agency's setup, additional fields may be displayed. Contact your System Administrator for information concerning these fields.
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Figure 68 – Requisitions – Main – Summary 
Summary

The General Summary page displays all the information entered to date for this requisition. Each section can be edited by scrolling down the page and clicking Edit beside the section title, or by selecting the section on the Menu.

Note the Notification icons beside various dates. These icons can be used directly from the Summary page without using the Edit feature. Float your mouse over the icon to view the present status of notifications, or click the icon to add or edit notifications.

Items
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Figure 69 – Requisitions – Items 

The Items page is comprised of four sections, the Menu, the Toolbar, the Requisition Information section, and the Items section that lists all line items that have been added since the requisition was created or edited. The following column headings appear:

· Select
Designates an item as selected for action. For example, to delete an item, you would first click the box in this column next to the item and then click Delete on the toolbar.

· Item Number
Reflects the order in which the items will be printed on the form and the number that will appear beside them. If items were entered out of order, the order can be changed by clicking Renumber on the toolbar.


	For OCI, Line Item numbers may be skipped in PRISM but will appear as $0 line items in Oracle.


· Description
This is the description of the line item. 

· Option Item
A “Y” in this column Indicates whether the item / service is an option item that can be exercised in future fiscal years. If not, it will be blank.

· Status
This is the current status of the line item. To change the status of a line item, select it and then click Change Status. Status designations include:
Item Active: Indicates that item is available for further procurement action.

Suspended: Indicates that the item is suspended from further procurement action. Does not affect funds commitment or encumbrance.

Canceled: Removes any commitments or encumbrances of funds associated with the line item and prevents further procurement action.
· Quantity
The quantity of the item included in this requisition.

· Amount
The total dollar amount for this item.

· Version
There can be multiple versions of a document. A designation of Base indicates that this is the original document. If amendments have been created, then the amendment number would appear. 

Depending upon the document status and your access rights, the blue toolbar may include:
· Add
Will add a new line item 

· Edit
Opens the Line Item Detail page where you can edit the selected line item. 

· Delete
Will remove the line item currently being viewed

· Copy
Will copy the line item currently being viewed

· Modify
Used when modifying a document, allows you to modify the line item

· Open
Opens the Line Item Detail page in a read-only format. This button does not display when the Edit button is present.

Delete 
· Renumber
Opens a page where line items can be renumbered. 

· Change Status
Changes the status of the selected line item. Status designations include:

Item Active: Indicates that item is available for further procurement action.

Suspended: Indicates that the item is suspended from further procurement action. Does not affect funds commitment or encumbrance.

Canceled: Decommits or unencumbers funds associated with the line item and prevents further procurement action.

Note: Suspended or canceled line items can be unsuspended or uncanceled by selecting the line item and clicking Change Status on the toolbar.

· View Form
Displays the data on the requisition form. The document can also be printed from this area. 
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Figure 70 – Requisitions – Item – General 
General

Click Add on the Items main page toolbar to open the Item General page. 
The lower section of the page changes as selections are made on the Menu. PRISM defaults with General selected. The Items General area displays and contains the details of the line item.  The following is an explanation of the available fields:  

· Item Number
Reflects the order in which the line items will be printed on the form and the number that will appear beside them.  PRISM automatically defaults to the next sequential number, but any number can be entered in the field.  This field is numeric only.  

· Sub Item Number
PRISM supports sub line items.  Sub line items automatically list under the primary line item.  For example, if you created line item 1 and then created 1a, by typing "1" into the item number field and "a" into the Sub Item Number field, line 1 would appear first and line 1a would appear beneath it.  This field is alphanumeric.  If sub item numbering is not desired, leave the field blank.

· Sequence for Sub Number
Should you need to list the sub line items out of their logical numeric order, use the Sequence for Sub Number field.  Although the sub line items will continue to display in numeric order on the Items page, they will print in the order specified in the Sequence for Sub Number field.  If this feature is not desired, leave the field blank. 

Note: Line item numbering is an agency customizable option and may not include sub item numbering. Depending upon the stage and status of the requisition, line items can be renumbered by clicking Renumber on the Items page.  

	For OCI, Sub Item numbers are not available.


· User Product Code / User Product Code Description
Enter the appropriate code or click the lookup button to select a user product / service code. These codes are agency built for internal tracking and reporting. If Show User Product Code was checked during Agency Setup, this field will display. When a Code is selected, the User Product Code Description will be generated by PRISM, along with the Line Item Description and Unit of Issue if entered during System Setup. PRISM will not overwrite data previously entered in these fields.


	For OCI, if entered, this code must match an Item in Oracle.


· Description
This field allows you to provide a description of the line item.

  

	For OCI, a description is required.


· Qualifier
They way a line item is ordered. By Quantity is used when the item being ordered can be specified by quantity and the price is calculated per unit ordered. By dollar is generally used when the price cannot be split between individual units. For example, services are more easily ordered by dollar amount. When By Quantity is used, the Unit, Quantity, and Unit Price fields must be filled in. When By Dollar is used the Amount field must be filled in.


	For OCI, both line item types are supported. Dollar type line items are sent as ‘1 Each’ where the unit price is the total dollar amount.


· Unit of Issue
If the qualifier selected was quantity, select the unit of issue for the line item from the list provided or manually enter the two character code.

	For OCI, the unit of issue must match a unit of measure in Oracle. Select from the list provided.


· Quantity
Enter the number of items being purchased if the Qualifier was set to By Quantity.

· Unit Price
Indicates the price per unit if the Qualifier was set to By Quantity.

· Amount
If the Qualifier was Quantity this is calculated by PRISM, otherwise, enter the total estimated amount.

· Calculate By Percent
PRISM assumes that the quantities or dollar amounts will be spread across multiple accounting codes based on percentages. If you are going to make the spread based on actual quantities or amounts, clear this checkbox. 

NOTE: Depending on your agency's setup, additional fields may be displayed. Contact your System Administrator for information concerning these fields.

Tool Bar
There are seven command buttons located on the toolbar when adding or editing line items. These buttons will appear on all line item pages. Which buttons are active is dependent on the status of the document and the number of line items.

· First
In a multiple line item document, this button will take you directly to the first line item

· Previous
Will take you to the line item just before the one you are viewing

· Next
Will take you to the next sequential line item

· Last
Will take you directly to the last line item 

· Add
Will add a new line item 

· Copy
Will copy the line item currently being viewed

· Delete
Will remove the line item currently being viewed

· Modify
Used when modifying a document, allows you to modify the line item

‘Go To’ Line Item Locator

When a user is in any Item page, a specific item in the document can be selected for review or editing. In Item Information, enter the desired Item Number, followed by the Sub Item Number if applicable. Click Go To. PRISM will display the requested Line Item.

A search cannot be based on a sub number alone. 
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Figure 71 – Requisitions – Item – Additional Information
Additional Info

The Additional Info section enables you to enter, edit or review information concerning the line item. The following is an explanation of the standard fields:

· Accountable Property
If your agency tracks property for reporting purposes, the Accountable Property checkbox can be used to mark the line item for export to that report. If yes, check this box by clicking. To remove the check, click again.

· Product / Service Code
Click the lookup button to select the product / service code to be used in reporting. Product / Service codes are the four character codes used to report to the Federal Procurement Data System (FPDS). PRISM is delivered with a database of current FPDS product codes.


	For OCI, Product / Service Codes are required and must match a Category in Oracle. In addition, the Product / Service Code and Unit of Issue must match a combination allowed in Oracle. The exception is if ‘Hard-Code Category’ is selected on the Agency OCI page under System Setup. Then this information is not sent to Oracle and no limitations are placed on information entered.


· Special Handling
Special handling instructions are entered here. To add or make changes, enter the information manually or click the lookup button and select from the list.

· Priority
You can specify the delivery Priority by clicking the arrow and selecting from the list.  Priority designations are defined by your agency.

· GFP
When selected, this field indicates that the item is government furnished property. Money is not obligated on GFP line items.


	For OCI, if selected, the line item will not be sent to Oracle for approval because money is not obligated on GFP items.


· Period of Performance
Used primarily for service items. Enter the start and end dates. Use the Notification icon to add notifications regarding this date.

· Expected Renewal Date
Used for subscription type line items. Enter the estimated renewal date. Use the Notification icon to add notifications regarding this date.


· Option Line Item
If this is an option line item that may be awarded later, select this checkbox. If selected then enter either the Anticipated Exercise Date, or Days After Award. Money is not obligated until the option is exercised on Option line items. Use the Notification icon to add notifications regarding the Anticipated Exercise date.

	For OCI, if checked, the line item will not be sent to Oracle for approval because money is not obligated until the option is exercised. When the option is exercised, the line item will then be sent to Oracle.


· FOB
Free or Freight On Board (FOB) information should be entered indicating whether the vendor or the agency is responsible for shipping costs. FOB Destination indicates the originator pays the freight. FOB Origin indicates the recipient pays the freight. If Origin is chosen, Origin City and Origin State must be entered.

· Security Classification

Select an item from the drop-down list. Visibility and requirement are based on a system switch.


· USSGL Trans Code
At the Federal level, this code may be mandatory.


· Custom Fields
A total of 40 custom fields can be setup at the Item level. Use the lookup button to make selections for each field. See your System Administrator for more information.
NOTE: Depending on your agency setup additional fields may appear. Contact your System Administrator for details on those fields.
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Figure 72 – Requisitions – Item – Delivery Location / Accounting Detail 
Ship To / Accounting

The Ship To section also includes the Accounting section. Click Add or Edit to display the Delivery Location / Accounting Detail page. The following fields are included in the Ship To section:

· Ship To
Displays the code used to identify the address where the service / products are to be delivered. To select a new Ship To location, click the lookup button. Edit allows you to modify the address information for this requisition and will not change the PRISM database for the selected office.


	For OCI, Ship To locations are equivalent to Locations in Oracle and must be selected from the list.


· Mark For
If an item is ultimately to be delivered to a location or individual different than the Ship To address, select that location here by clicking the lookup button. Edit allows you to modify the address information for this requisition but will not change the PRISM database.

· Quantity / Amount
Enter the quantity or amount for this Ship To location. The line item qualifier determines the active field.

· Delivery Date / Days After Award
Enter either the Delivery Date or the number of Days After Award for delivery of the item, or use the calendar button. Use the Notification icon to add notifications regarding the Delivery date.

Click Add on the toolbar to the right of Accounting to add accounting information, or click Submit to save the date already entered and return to the Items page. Click Cancel to return to the Items page without saving your data.

The Accounting section of the Delivery Location / Accounting Detail page contains a summary of items entered and Add, Edit, and Delete buttons. Click Delete to delete the selected item.

[image: image81.jpg]Requisition Number: BRE.0L  Ship To Code: LM Quantity: 150
Version: BASE Amount: $60,000.00

Click Submit
to save counting Information Detail

Vour data.

[R— Accounting Data Method:
© Account Code Segments
O Project Accounting

Accounting Informatior

Accounting Code: |1234-test4567 (E]

acetfeldt [DEL. [ oemwery casts

acetielnz [A2 10 tes2

Percent. [0

Quaniiy. |

Amount

Committed Amount; | 20000 00 | Unobligated: [20000

Subject to Availability of funds: [

SO —





Figure 73 – Requisitions – Item – Accounting Information Detail

Click Add or Edit to open the Accounting Detail page. The following fields display: 

· Accounting Data Method


	If Project Accounting has been installed for use by a financial interface by your agency, these radio buttons will display and allow the user to select whether they would like to generate the accounting data using project information, or whether they would like to enter accounting data directly in the account code segments. If Project Accounting is not set up by your agency, only the Accounting Information section will display.


· When set to Account Code Segments, the lower portion of the page will only contain the Accounting Information section. This section always displays, even if Project Accounting is not installed.


	When set to Project Accounting, the lower portion of the page will also contain a Project Data section and the account code segment fields will be read-only. This section will only be available when Project Accounting has been installed.


· Accounting Information

· Accounting Code
Enter the Accounting Code for this line item or click the lookup button to select a code. On a new Accounting Information Detail page, when a User Product Code is assigned to the item, the account codes or segments set up in User Product Code Setup will fill the appropriate fields automatically, following the rules of whatever type of accounting information is being used.


	For OCI, a valid Account code in PRISM must match a valid combination in Oracle. Defaults can be specified based on A/C Combo or Alias. To facilitate the selection of a valid combination, A/C Combo has been added to provide a list of all valid Account Combinations in Oracle. To assist in Account Combination selection, a second button, Alias, provides a list of all the preset Alias combinations in Oracle. Click either button and select from the list provided.


· Percent
If the Calculate by Percent field was selected previously then a percent must be entered. The Amount and Quantity fields will be disabled.

· Quantity / Amount
Enter the quantity and amount covered under this accounting code in this purchase order.

· Committed Amount
Displays money committed by this purchase.


· Unobligated
Displays that portion of the committed money not yet obligated.

· Subject to Availability of Funds
Select this checkbox if the agency does not currently have the funding for the amount assigned to the accounting string. If selected, the value of this item will not obligate or encumber funds at the time of the award. This may be changed later on the award or by an amendment.

· Payment Office

Enter the code for the office where payment will be made, or click the lookup button and select from the list provided. Select Edit to make changes in the address. Changes made here will only affect this document and will not change the database.


When using Account Code Segments, if all information has been entered, click Calculate to calculate the amount to be charged to the accounting code or click Submit to also calculate the code and return you to the Delivery / Location page.
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Figure 74 – Requisitions – Item – Accounting Information Detail – Project Accounting

	· Project Data

· Project
Select a code using the lookup button. The code entered must match a valid Project code in the corresponding table. This is a required field.

· Task
Select a code using the lookup button. The code entered must match a valid Task code in the corresponding table. This is a required field.

· Expenditure Organization

Select an organization using the lookup button. The organization entered must match a valid Expenditure Organization in the corresponding table. This is a required field.


· Expenditure Type
Select an expenditure type using the lookup button. The type entered must match a valid Expenditure Type in the corresponding table. This is a required field.


· Expenditure Date
Enter an expenditure date using the calendar icon. If this is a requisition created from an APP, the date is pulled from the APP. Otherwise the default is the current date. This is a required field.


· Fund Override

Select from the Fund Override selection list given using the lookup button. The contents entered must match a valid value in the corresponding table. This field is agency specific and may not display. This is a required field when visible.


· BLI / Program Element

Select from the BLI / Program Element selection list given using the lookup button. The contents entered must match a valid value in the corresponding table. This field is agency specific and may not display. This is a required field when visible.


	When Project Accounting is selected, a new button displays, Generate and Clear. When Generate is selected, all (up to 30) account code segments are validated and if valid, generated. If no error is returned and the segments are generated, all fields in the Project Data section of the page become read-only. This button is only available when the document is In Progress. Once generated, the account code segments must be cleared before they can be generated again. Select Clear to clear the account code segments after they have been generated. All fields in the Project Data section return to read-write. This button is only available when the document is In Progress and the account code segments have been generated previously.

If the Accounting Data Method is changed after information has been entered, all data will be cleared. A warning will display giving you the option of continuing or canceling.

The Project Accounting account code segments are generated when the user leaves the Accounting Information Detail page provided all data entered is valid. Once generated, leaving the page again will not regenerate the code segments. Project Data cannot be changed on a Modification or a Requisition for Modification. To make changes, the item account record must be zeroed out and a new item account record created.

The Project Accounting account code segment will be brought forward to the Ship To page as a concatenated string in the Account Code column of the Accounting section. The code, in this format, will also display on the Item Summary page, and on all other pages where Account Code Segments previously displayed.

The Project Accounting Project Data fields will be brought forward to the Ship To  page as a concatenated string in the Project Data column. Project data will print, as a concatenated string, on all forms where accounting data prints, preceded by a ‘Project Data’ field label. Wherever possible, Project data will print with the accounting data in the Account Code block of the form. Where space does not permit or where there is no Account Code block on the form, Project data will print with each item in the form schedule. 

When Account Override is turned on for the Accounting and Appropriation Data block of a form Fill In, data entered by the user in the Account Override block will replace the concatenated account segments and concatenated project data elements in the printed form.
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Figure 75 – Requisitions – Item – Text 

Text

Each category will accept 32kb or approximately 7 pages of text for each text area. Enter text directly into the fields provided.

· Header Text
Enter any text that is to print above the item description.

· Footer Text
Enter any text that is to print after the line item description.

· Notes
Enter any general notes about the item. This information will not print.

· Inspection Text
Enter any unique information that will be carried forward and viewed at time of inspection.

To the side of each text category above is a Statements… button that when selected will display standard statements or clauses you can select and import into the text box.  Add new text or select from the list. The imported statements can also be edited.
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Figure 76 – Requisitions – Item – Summary 

Summary

The Item Summary page displays all the information entered to date for this item. Each section can be edited by scrolling down the page and clicking Edit beside the section title, or by selecting the section on the Menu.

Note the Notification icons beside various dates. These icons can be used directly from the Summary page without using the Edit feature. Float your mouse over the icon to view the present status of notifications, or click the icon to add or edit notifications.

The Items main page will now display showing the item just added. The Requisition Information section will display the changes caused by the addition of the line item. 
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Figure 77 – Requisitions – Item - Validations

Validations

The Validations option at the Item level provides a summary of errors and warnings PRISM discovers for the open item. Error messages must be corrected before the document can be routed. Warnings are informational only and can be corrected at your discretion. To correct either, click the hyperlink in the Location column. PRISM will return you to the page where the error is located. After correcting the error or warning, click Validations again to correct the next one or to test that your change fixed the problem. The following is an explanation of the column headings. 

· Location
Designates where the problem is located. To move to the section, click the hyperlink under the location in this column.

· Message 
The message describes the problem. 

Correcting validation warnings at the item level as the document is created will shorten the validation process and make final release of the document much easier.

Vendors

You can now identify suggested vendors for the requisition.  Suggested vendors are not required and do not have to be used for later steps in the acquisition process. Selecting Vendors from the Requisition Menu moves you to the Vendors Summary page.  PRISM will display the list of vendors you select for your requisition. The Vendors page has four main parts: the Menu, the Toolbar, Document Information, and the Vendors section. 
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Figure 78 – Requisitions – Vendors 

The toolbar functions on this page enable you to Add and Delete suggested vendors to the requisition.  You can also add Temporary Vendors to the document.  The Stage and Status of a document as well as your access rights determine what Toolbar buttons are available to you. 

After you have added a vendor, the lower section of the page will display the Suggested Vendor information to you.  The section will be blank and only the Add and Add Temporary buttons will display if vendors have not yet been suggested for a requisition. Suggested vendors are not required.

Each of the three Toolbar buttons uses a different page to complete its function.  The Add function adds a vendor from the PRISM database to a document using PRISM's Selection tool.

Click Add to open the Vendor Selection page. The vendors listed are from the PRISM database set up by your System Administrator. This database is in-sync with the Vendor database from the Financial System. Notice that this selection page features a scroll bar that allows you to display all of the extensive vendor data PRISM can return to you. 

PRISM can search for data by numerous query categories.  This helps you thoroughly search the database for a Suggested Vendor, even if you have to start your search with a limited amount of information.  Select criteria from the Search drop-down list. You can then add information in the For field to further limit the search. The number of items displayed on each page and a limit for the total items included is available. Click Display. The vendors that satisfy the search criteria will display. Select a vendor by clicking the hyperlink in the Code column.

After you select a vendor, PRISM returns you to the Vendor Summary page and adds the Delete button to the Toolbar.   

The Add Temporary button lets you add a vendor that is not currently in the PRISM database. This type of vendor is referred to as a Temporary Vendor.  Click the Add Temporary button on the Toolbar to perform this function.
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Figure 79 – Temporary Vendor
When adding a Temporary Vendor to your document you should manually enter as much data as you have about the vendor on the Temporary Vendor page.  Only Name is required. The information you enter is stored with your current document and is not added to the PRISM database.

The lower section of the page provides you with the following fields and text boxes to enter the information required for a Temporary Vendor. 

· Name
The name of the vendor company.

· Contact Name
Name of the primary vendor contact.

· Address Region
Select the Address Region from the drop-down list. The region selected will determine what fields are available for data entry and how those fields are printed on forms.
· Address / City / State / Zip / Country
The business address for the vendor.

· Phone
The phone number of the person who should be contacted with questions or concerns.

· TIN
Tax Identification Number used when taxes are reported.

· DUNS Number
Dun and Bradstreet Information Services number assigned to the vendor by the Central Contractor Registration (CCR).

· +4
The last four numbers sometimes included in the DUNS Number. These numbers are used to identify different CCR records for the same vendor.

· CAGE Number
Commercial and Government Entity (CAGE) code assigned by NATO or the Defense Logistics Services Center.

· TPIN
Electronic Data Exchange (EDI) Trading Partners Identification Number (TPIN).

· Notes
Enter any notes about this vendor you want to make available.

NOTE: If an award is going to be made to a temporary vendor, the System Administrator must first make the vendor a permanent vendor.
Fill in as much of the information as possible. When complete, click Submit.

The temporary vendor will be added to the Vendors page.  The vendor's name will appear together with a vendor code assigned by PRISM.  The vendor code will begin with a "T".    

You can access the Temporary Vendor data by selecting the vendor and clicking Edit Temporary on the Toolbar, or clicking the hyperlink in the Code column.   

When you have finished adding the Suggested Vendor data to your document you can return to the Menu and continue processing the requisition.

Form Info
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Figure 80 – Form Info

The Requisition Form Info page includes one form, the basic Requisition Form. The two areas provided are Consignee and Destination (Block 6) and Print Ship To Options.
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Figure 81 – REQGEN Fill In

Consignee and Destination (Block 6)

Select the System Calculated Consignee and Destination or Override System Calculated Consignee and Destination option button. The default is System Calculated Consignee and Destination. This option will allow PRISM generated information to appear on the printed form. If there is only one delivery location for all line items, the address details will print in Block 6 of the form. If there are multiple delivery locations for the document, the address details will print with each line item. NOTE: This may be modified by the selection for the  ‘Print Ship To’ field. 

If Override is selected, the name and address fields will activate and user generated information will override the PRISM generated information. This data will print in Block 6 of the form.

The Print Ship To Options include:

· With Header Info
This option will print address details for all delivery locations for a document at the beginning of the Schedule block. A Delivery Location Code will identify each delivery location. Each individual line item will reference the Delivery Location Code, as well as the quantity or dollar amount of items to be shipped to that location. The Ship To block of the form will print, ‘Multiple Destinations’.

· With Footer Info
This option will print address details for all delivery locations for a document at the end of the Schedule block. A Delivery Location Code will identify each delivery location. Each individual line item will reference the Delivery Location Code, as well as the quantity or dollar amount of items to be shipped to that location. The Ship To block of the form will print, ‘Multiple Destinations’. 

· With Each Line Item (for multi only)
This option will print address details for all delivery locations for a document with each line item. If there is only a single delivery location in the document, the address details will print in the Ship To block of the form.

· Don't Print On Schedule
his option will prevent Delivery Location information from appearing in the Schedule. This includes the following:

· Ship To

· Mark For

· Quantity

· Amount

· Delivery Date

· Days After Award

NOTE: The Print Ship To options only apply when a Requisition has more than one delivery location.

If a Requisition has only one delivery location, that delivery location will always print in the Consignee and Destination block independent of the Print Ship To options selection. In this situation, no Ship To information is printed in the Schedule.

Suspending / Unsuspending a Requisition / Line Item
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Figure 82 – Suspending a Requisition

A complete requisition or a specific line item on a requisition can be suspended. A suspended requisition or a requisition with a suspended line item cannot be awarded. Once suspended, it can be reactivated later. To suspend a requisition, open the appropriate requisition. Click Suspend Line Items on the toolbar. A confirmation box will display.

If you are sure you want to suspend all activities on this document, click Yes. If not, click No to cancel the suspension and return to the document.

The toolbar will now contain a new option, Unsuspend Line Items. Click Unsuspend Line Items to reverse the earlier action and return the line items to active status.

Instead of suspending an entire requisition, you can suspend just a line item. Open the appropriate requisition and click Items on the Menu bar. The Items page will display.
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Figure 83 – Suspending a Line Item

Select the line item you want to suspend by clicking the appropriate box in the Select column. Next, click Change Status. The Change Item Status page will display, where you can elect to suspend the line item or cancel the line item. Select the appropriate option and click Submit or click Cancel to stop the process and return to the document.

NOTE: Remember, you cannot proceed in the procurement process while a line item is suspended.

To clear the suspension, open the requisition, select Items, select the appropriate line item, and click Unsuspend. A confirmation page will display. Click Yes to continue the process, or No to return to the previous page without changing the line item status.

Duplicating a Requisition

By making a duplicate requisition you can save valuable data entry time when entering common purchases that are made on a regular basis. The new requisition will be an exact replica of the original except with a new number. To duplicate an existing requisition, from the Welcome page click Create Document. On the Create Document page select the Requisition Type, and then select ‘Existing (Requisition, Requisition Package, or EZ Req)’ in Create From.
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Figure 84 – Duplicating a Requisition

Enter the Requisition Numbering Options and click Continue. If you decide you do not want to duplicate a requisition, click Cancel to return to the Welcome page.

NOTE: Requisitions for Modification and Requisitions for Delivery / Task Order cannot be duplicated.

When Continue is selected, the Requisition Selection page will display.
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Figure 85 – Requisition Selection

The left section of the page, Search Criteria, provides you with the tools you can use to change or refine your search. Select from the options My Requisitions, Assigned to Me, or All. Set the Search field to search on, Requisition Number, Requisitioner (Name), Requisition Date, Buyer (Name), or Status Date, and enter part or all of the information to search for in that field if you know it. Choose the Max Results PRISM should search for, from 100 to 500, and the Results per Page, 5-20. After defining your search criteria, click Display and PRISM will return the requisitions that match. Select Cancel to return to the Create Document page.

Only the type of requisitions selected on the Create Document page will display.

NOTE:  If the information displayed extends beyond the right margin, click Hide Search Criteria to widen the display area. If you then need to make a new selection, click Show Search Criteria to display the search criteria as above.

Find the requisition you want to duplicate, and then click the associated hyperlink in the Requisition Number column. The numbering page will display. Number the duplicated requisition in accordance with your agency’s procedures, and then click Create. The new requisition will be created. You can then edit the document as necessary and proceed as though it were a new requisition.

If you have recently used the requisition you wish to open, it may display on the Welcome page. If so, click the hyperlink there to open the document.

 Creating a Requisition from APP

Advance Procurement Plans (APPs) are established to help agencies project requirements and requests one to five years ahead. Once a plan is established, approved, and released, requisitions can be associated with the plan.

To create a new Requisition from an APP, logon to PRISM and click Create Document on the Menu. The Document Create page will open.
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Figure 86 – Creating a Requisition from an APP

The following fields will display:

· Document Type
Select Requisition.


· Requisition Type
Select Requisition.

· Create From
Select APP.


· Requisition Package Numbering Options
Select System Generated and select a mask from the drop-down list, or Manual Entry and type in the Document Number.

When Continue is selected, the APP Selection page will display.
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Figure 87 – Selecting an APP

Find the APP that you want to use and click the hyperlink in the APP Number column. The requisition numbering dialog box will display. Click Create. The new requisition will be created. From here on everything is the same as creating a new requisition

Five fields on the requisition will fill from the APP. The source and destination fields are:

APP
Requisition

General-Brief Description field
General / Project-Project Title field

General-Admin Office field
General / Additional Info-Admin Office field

General-Accounting Code field
General / Default-Accounting Code field

General-Description field
General / Text-Description

Schedule / Contracts-Requesting Office field
General-Originating Office

Creating a Requisition for Delivery Order (Contracts)

A Requisition for Delivery Order is one that will result in a delivery order against a released contract existing in PRISM. Only valid line items from that contract may be added to the requisition. Only one contract number can be associated per requisition, and line items that can be associated must be active.

NOTE: If the contract is not known, create a standard requisition. The contract may be associated at the time of award. If the requisition is for a delivery order against a contract NOT in PRISM such as a GSA Schedule, do not use this type of requisition. Create a standard requisition.

To create a Requisition for Delivery Order, select Create Document on the Welcome page. 
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Figure 88 – Creating a Requisition for Delivery / Task Order

On the Document Create page, select Requisition as the Document Type and then select Requisition for Delivery / Task Order as the Requisition Type.  Enter your numbering options and click Continue. The Award Selection page will display.
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Figure 89 – Award Selection for Requisition for DO / TO (Contracts)

The Award Selection page will display. 

The left section of the page, Search Criteria, provides you with the tools you can use to change or refine your search. Enter the Contract Number and Order Number if you know them. 

Enter the Site Code or use the lookup button to make a selection. PRISM will default to the site the user is logged into. The site selection affects the filter set in Include Documents. Then select an option from Include Documents. 

Enter the vendor code in Vendor or use the lookup button to make a selection.

If you know approximately when the contract was awarded, enter it in Award Date Range. Dates can be entered directly or selected by using the calendar icon.

Set Sort by to sort on Contract Number, Vendor Name or Award Date. 

Choose the Max Results PRISM should search for, from 100 to 500, and the Results per Page, 5-20. 

To exit without making a selection, click Cancel. After defining your search criteria, click Display and PRISM will return the requisitions that match. To select the line items on an award, click Y in the Select Line Items column. Select the items you wish to bring forward and select Create, or click Select All to create an award with all the line items available. Select Cancel to return to the Create New Requisition page.

NOTE:  If the information displayed extends beyond the right margin, click Hide Search Criteria to widen the display area. If you then need to make a new selection, click Show Search Criteria to display the search criteria as above.

Please refer to Creating a New Requisition in this manual to continue creating the Requisition for Delivery Order.

Opening a Previously Created Requisition

If the Requisition you want to open is one of the last four documents you have worked with, PRISM will list it in the Welcome page’s Last Documents Accessed section. 

If you need to find another document, go to the Welcome menu and select Open Document. 

The Search page will display. Select Requisition as the Document Type. A Basic search is discussed in the Getting Started module of this workbook. Below is a discussion of an Advanced search for a Requisition, and differences when searching for Requisitions in general.

Basic Search 
The following options are available for a Basic search:
	· Search For
	· Sort By

	Requisition Number
	Requisition Number

	Requisition Date
	Requisition Date

	Requisitioner
	Requisition Type

	Buyer
	Requisitioner

	Description
	Buyer

	Line Item Description
	Description

	Originating Office
	Line Item Description

	Owner
	Originating Office

	Project Title
	Owner

	Status
	Project Title

	Status Date
	Site

	
	Status

	
	Status Date


· Requisition Type
Select from the drop-down list. All Requisition types used by your agency and available according to your security settings will display. This field is available for both Basic and Advance searches.


Advanced Search
· Requisition Number
Enter any alphanumeric text string on which to search. The search is not case sensitive and is a ‘starts with’ search.


· Requisition Date Range – Start Date / End Date
Dates limiting the period to search can be entered directly or selected by clicking the calendar icon. These fields are only available for an Advanced search.

· Status / Status Date Range – Start Date / End Date
If you know the document status, enter it here. The drop-down list will include all Status types used by your agency for the selected type of document, including agency specific status types. 

Dates limiting the period to search can be entered directly or selected by clicking the calendar icon. These fields are only available for an Advanced search.


· Version
Select from Net View to display only the Base version, or All Versions to display all versions.

· Owner / Requisitioner / Buyer

Enter the appropriate User ID, or use the lookup button provided. These fields are only available for an Advanced search.


· Originating Office
Enter the Originating Office Code or use the lookup button provided. This field is only available for an Advanced search.


· Description / Project Title / Line Item Description
Enter part or all of one or all fields. These fields are only available for an Advanced search. This search field is not case sensitive and uses a ‘contains’ search.


View the Line Items included on a document by selecting the Y hyperlink in the View Line Items column. Select the document to open by clicking the hyperlink in the Requisition Number column.

Other Menu Options and Document Actions

This chapter includes the Menu options that are found only on requisitions, or that differ in some way for requisitions. For an explanation of Menu options not included here, please refer to the Common Module Operations chapter of this guide.

In addition, actions performed on documents, (printing, canceling, deleting, etc.) which do not differ for different document types, are also found in the Common Module Operations section of this guide.

 3 Requisition for Modification

This type of requisition only applies if your agency requires a new requisition when creating a modification. For example, if a modification to an award results in a change in dollar value, a requisition can be created to commit or de-commit dollar amounts. The new requisition created does not go through the award process. It is attached to the associated modification. A Requisition for Modification has characteristics of both a requisition and an award. A large part of the information displayed is automatically generated from the original award.

To create a Requisition for Modification, logon to PRISM and click Create Document on the Menu. The Document Create page will open. The following fields will display:

· Document Type
Select Requisition.


· Requistion Type
Select Requisition for Modification.

· Requisition Package Numbering Options
Select System Generated and select a mask from the drop-down list, or Manual Entry and type in the Document Number.

The Award Selection page will display.

A Requisition for Modification must be associated with an award. You can search for a specific award by entering the Contract Number, Order Number, Award Type, Site, Related Sites, or All Sites, Vendor, and Award Date Range. Enter the information manually in the field provided or click the lookup button and select from the list provided. The displayed documents can be sorted by several fields. The maximum results to be displayed and the number displayed on each page can also be selected.

Click Y in the Select Line Items column to display the line items included on the award in the Line Items section at the bottom of the page.  When you have determined which award you wish to modify, click the checkbox in the Select column or Select All and then click Create. Whenever Select All is selected the button becomes Deselect All and is available to reverse the selection procedure. To return to the previous page without creating a new document, click Display on the Toolbar.

Depending on your agency setup, the requisition will be numbered automatically or the numbering dialog box will display. If the numbering dialog box displays, number the requisition in accordance with your agencies procedures and click Submit. The Requisition for Modification page will display.

Main
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Figure 90 – Req for Mod – Main – General 

While similar to a standard requisition, you will note some changes. First, in the Requisition for Modification Information header, you will see three new fields:

· Original Document 
This field will display the number of the originating document.

· Total Amount
This field will fill with the information from the associated award and indicates the total amount of funds currently on the Requisition for Modification and will update as changes or additions are made to the Requisition for Modification.

· Committed Amount

This field will fill as the Requisition for Modification is completed, and is the total amount less any GFE, option line item funding, or incrementally funded amounts.

There are two additional options now available on the Menu, Award Info and Limits. Limits displays based on the associated award type. If the associated award has a Limits option, it will display on the Requisition for Modification.

To save your work, make a selection from the menu or select a command button from the toolbar. All data will be saved and the option or command will be activated.

General 

The lower section of the Requisition for Modification Main page changes as different selections are made under the Main submenu. PRISM defaults with the General Information section that may consist of the following fields. Some will be automatically generated. Information may be added or edited.

· Owner
A system-generated field indicating the document owner.

· Originating Office
The office requesting the items to be procured.  If a default office has been set up, PRISM will fill this field automatically. Click the lookup button to select a new office or Edit to change the information for this office. Changes will only affect this document. 

· Requisition Date
This is the date of the requisition.  This date defaults to the current date. The date can be edited directly or selected by clicking the calendar icon.

· Requisitioner
This is the person responsible for preparing the requisition. Enter the information, or use the lookup button to make a selection.

· Buyer
This is the person who will make purchases later in the procurement cycle.  To assign this requisition to a specific buyer, click the lookup button to select from the list of available buyers.  Depending upon your access and authority rights, you may or may not have the ability to edit this field.

· Buyer Assign Date
This is the date the buyer was assigned to this document. If available, it will be automatically generated.

· Requisition Received Date
Enter the date the paper requisition was received, or click the calendar icon and make the selection. This field is for agencies that still receive paper requisitions and input them into PRISM.

· Requisition Released Date
This date will be automatically generated from the original requisition.

· Source PPT Name
This will be automatically generated if there is a PPT associated with the original document.

· Primary Product / Service Code
Enter the Primary Product / Service Code or use the lookup button to select. Product / Service codes are the four character codes used to report to the Federal Procurement Data System (FPDS). PRISM is delivered with a database of current FPDS product codes.


· Security Classification
Select an item from the drop-down list. Visibility and requirement are based on a system switch.

NOTE: Depending upon your agency’s setup, additional fields may be displayed. Contact your system Administrator for information concerning these fields.

Depending upon the document status and your access rights, the blue toolbar may include:
· Route
Routes the document for review / approval. Prompts will guide you through the process of creating a route list, entering notes, etc. The Change Route button does not display when this button is present. Refer to Routing Lists section of the Inbox, Preferences, and Documents Module for further information.

· Change Route
Allows you to change the current document route. The originator of the route can add, delete or change the order of receipt for any user who has not yet received the document. Reviewers / approvers can add people to the route, adjust the order of receipt, or delete themselves. The Route button does not display when this button is present.

· Self Approve
Allows the user to self approve the document without routing, if you have this right in your user profile. 

· Release
Releasing the document makes it available to move to the next stage of procurement. 

Note: Once the document is released, the Status in the Requisition Information section will change to Released. Only supporting document changes can be made to a released document. If changes are required, create an amendment. If you have questions about how to handle a requisition that may have been released in error, see your System Administrator.

· View Form
Displays the data on the agency's actual requisition form. The document can also be printed from this area. 


· Mark Reviewed
Allows you to mark the document reviewed so that it will continue its route. It does not indicate that the document was either approved or disapproved. 

· Amend
Begins the amend process.

· Closeout
Begins the closeout process.

· Cancel
Cancels the document, removes commitments or pre-encumbrance of funds and makes the requisition unavailable for further procurement action.

· Suspend Line Items / Unsuspend Line Items

Begins the suspend / unsuspend process.

· Delete
Deletes the document and permanently removes it from the PRISM database. Only documents with a status of In Progress can be deleted. 

· Reopen
Changes an approved or disapproved document status back to In Progress so that changes can be made. Reopened documents must be sent back through the approval process.

· Approve
Begins the approval process.

· Disapprove
Begins the disapproval process.

· Load PPT
Loads a defined Procurement Package Template (PPT), which includes standard attachments and supporting documentation for this type of document.

· Proceed To Award
After a Requisition for Modification is released, begins the process of creating the modified award from the information entered on the Requisition for Modification. 

Award Info 
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Figure 91 – Req for Mod – Main – Award Info

The information presented on this page is pulled from the associated award. The specific fields shown are dependent on the type of award. The following table shows what fields will be displayed based on the type of award associated with the requisition:


PO
Contract
DO / TO
BPAS
BPAC
PCO

	Priced / Unpriced 
	X
	
	
	
	
	

	Parent Contract Number
	
	
	X
	
	
	

	Award Type
	
	X
	
	
	
	

	GSA Contract Number
	
	
	
	X
	X
	

	BPA Setup Number
	
	
	
	
	X
	

	Period of Performance
	X
	X
	X
	X
	X
	

	Admin Office
	X
	X
	X
	X
	X
	X

	Issuing Office
	X
	X
	X
	X
	X
	X

	Invoice Address
	X
	X
	X
	
	X
	X

	Vendor
	X
	X
	X
	X
	X
	X

	Contracting Officer
	X
	X
	X
	X
	X
	

	Contracting Officer Representative
	X
	X
	X
	X
	X
	

	Vendor Confirmation Number
	
	
	
	
	
	X


· Priced / Unpriced
Will only be seen if a Purchase Order award was used. Consists of two selectable option buttons. If Unpriced is selected, NTE (Not to Exceed) will be printed to the left of the funding figure in the Total Amount block of the form.


· Parent Contract Number
Will only display if a Delivery / Task Order was selected. Read only field filled from the latest released version of the award.

· Award Type
Will only display if a contract was selected. Defaults to the latest released version of award. The field is read / write while the Requisition for Modification is in progress and read-only after release.

· GSA Contract Number
Only displays if a BPA Setup or Call was selected. Can be manually entered or is filled from the latest released version of the award.

· BPA Setup Number
Only displays if a BPA Call was selected. Read only field filled from the latest released version of the award.

· Period of Performance
Does not display if a Purchase Card Order was selected. Will fill from the latest released version of the award or can be manually entered.

· Admin Office
Displays for all awards. Read only field filled from the latest released version of the award.

· Issuing Office
Displays for all awards. Read only field filled from the latest released version of the award.

· Invoice Office
Does not display for BPA Setup. Read only field filled from the latest released version of the award.

· Vendor
Read only field filled from the latest released version of the award.

· Contracting Officer
Does not display for BPA Setup. Read only field filled from the latest released version of the award.

· Contracting Officer Representative
Displays for all but Purchase Card Orders. If this document was created from another document, this information may default from that document, if entered.

· Vendor Confirmation Number
Only displays when a Purchase Card Order is selected. Will fill from the latest released version of the award or can be manually entered.
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Figure 92 – Req for Mod – Main – Additional Info

Additional Information

The Additional Info section allows you to give Reviewers and Approvers more information about the person who initiated the requisition.  The information displayed here can include the requester’s name and telephone number, the Issuing Office, Administrative Office Code, and the Site Codes.  This is generally not required information.

The available fields may include:

· Site
This will default to the user’s logged in site but can be changed. Enter or click the lookup button and select the site making the request from the list provided. 

· NTP / Vendor Signed On
Enter the Notice to Proceed (NTP) date, or the date the vendor signed the contract either manually or using the calendar provided.

· Confirmed With
If the contract was verbally confirmed with the vendor, enter the name of the vendor contact. If this field is used, the statement “Confirming Order Do Not Duplicate” will be printed at the top of the contract.

· Subsistence
If the award is for subsistence select this checkbox.

· Reference Your Text

Enter the name of any text that is to be referenced by this document.

· NAICS Code
Enter the NAICS Code that will be used for most of the line items on this contract. Use the lookup button to make a selection from the list provided.

· Size Standard
Read-only field that displays the size standard for the NAICS code selected above.
· Is this an IT-related purchase?
Select Yes or No from the drop-down list.

· Keep Item Numbers Constant on DO / TO
When checked, the Delivery / Task Order item number will be the same as the corresponding Contract Item number. This field only displays on Requisitions for Modification created from a contract.
· Preferences
If appropriate, enter the SBA Contract Number.

· Custom Fields
A total of 40 custom fields can be setup at the Header level. Use the lookup button to make selections for each field. See your System Administrator for more information.
NOTE: Depending upon your agency’s setup, additional fields may be displayed. Contact your System Administrator for information concerning these fields.

Limits 
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Figure 93 – Req for Mod – Main – Limits 

If the associated award is a contract that allows delivery / task orders to obligate funding, or if the award is a BPA Call against a BPA Setup on which limits have been set, Limits will be displayed on the Main submenu. This option allows the user to set limits for the award. The page displayed will be the same one displayed for the type of award that is associated with the Requisition for Modification.

To save your work, make a selection from the menu or select a command button from the toolbar. All data will be saved and the option or command will be activated.

The Project, Text, and Defaults options on the Menu open pages identical to a normal requisition. Refer to those sections of the Requisition Module for details.

Items

After you have created a Requisition for Modification, you may decide that you need to add an additional line item. To add an item, select Items and click Add. The Add Line Item Source page will display.
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Figure 94 – Req for Mod – Add Line Item Source

Select either Contract or New as the source for the line item information. The Contract source will allow the user to select one or more line items from the associated award for inclusion on the Requisition for Modification. 

Each award line item may only be represented on the Requisition for Modification once, thus only award line items that have not been selected will be available. If all items have been used, a message to that effect will display. 
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Figure 95 – Req for Mod – Line Item Selection

If line items are displayed, select the checkbox for the appropriate line item, or click Select All and click Create. The line item will be added to the Requisition for Modification. Whenever the Select All button is selected the button becomes Deselect All and is available to reverse the selection procedure.

If New is selected, click Continue to create a new line item. As in a standard requisition, if information has been entered on the Defaults Tab, it will populate appropriately in the new line item. The options on the submenu are closer to the options found on awards than on requisitions.
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Figure 96 – Req for Mod – Item – General 

General

The lower section of the page changes as selections are made on the Menu. PRISM defaults with General selected. The Items General area displays and contains the details of the line item.  The following is an explanation of the available fields:  

· Item Number
Reflects the order in which the line items will be printed on the form and the number that will appear beside them.  PRISM automatically defaults to the next sequential number, but any number can be entered in the field.  This field is numeric only.  

· Sub Item Number
PRISM supports sub line items.  Sub line items automatically list under the primary line item.  For example, if you created line item 1 and then created 1a, by typing "1" into the item number field and "a" into the Sub Item Number field, line 1 would appear first and line 1a would appear beneath it.  This field is alphanumeric.  If sub item numbering is not desired, leave the field blank.

· Sequence for Sub Number
Should you need to list the sub line items out of their logical numeric order, use the Sequence for Sub Number field.  Although the sub line items will continue to display in numeric order on the Items page, they will print in the order specified in the Sequence for Sub Number field.  If this feature is not desired, leave the field blank. 

Note: Line item numbering is an agency customizable option and may not include sub item numbering. Depending upon the stage and status of the requisition, line items can be renumbered by clicking Renumber on the Items page.  

· User Product Code / User Product Code Description
Enter the appropriate code or click the lookup button to select a user product / service code. These codes are agency built for internal tracking and reporting. If Show User Product Code was checked during Agency Setup, this field will display. When a Code is selected, the User Product Code Description will be generated by PRISM, along with the Line Item Description and Unit of Issue if entered during System Setup. PRISM will not overwrite data previously entered in these fields.


· Description
This field allows you to provide a description of the line item.  

· Product Service Code
Enter the code for the product / service or click the lookup button to make a selection. This may be the FPDS code or the NIGP code if this is a federal or state agency.


· Product / Service Code Description
Automatically generated when the Product Service Code is selected.

· Qualifier
They way a line item is ordered. By Quantity is used when the item being ordered can be specified by quantity and the price is calculated per unit ordered. By dollar is generally used when the price cannot be split between individual units. For example, services are more easily ordered by dollar amount. When By Quantity is used, the Unit, Quantity, and Unit Price fields must be filled in. When By Dollar is used the Amount field must be filled in.

· Calculate By Percent
PRISM assumes that the quantities or dollar amounts will be spread across multiple accounting codes based on percent. If you are going to make the spread based on actual quantities or amounts, clear this checkbox. 

· Line Item Type
Select the Line Item Type from the drop-down list.

· Period of Performance
Automatically generated from the originating document, but can be edited as necessary or click the calendar icons to make a selection. Use the Notification icon to add or edit Reminder of Action Notifications attached to this date.

· Quantity
Enter the number of items being purchased if the Qualifier was set to By Quantity.

· Unit of Issue
If the qualifier selected was quantity, select the unit of issue for the line item from the list provided or manually enter the two character code.

· Unit Price
Indicates the price per unit if the Qualifier was set to By Quantity.

· Amount
If the Qualifier was Quantity this is calculated by PRISM, otherwise, enter the total estimated amount.

NOTE: Depending on your agency's setup, additional fields may be displayed. Contact your System Administrator for information concerning these fields.

Toolbar

Depending upon the document status and your access rights, the blue toolbar may include:
· Add
Will add a new line item 

· Edit
Opens the Line Item Detail page where you can edit the selected line item. 

· Delete
Will remove the line item currently being viewed

· Copy
Will copy the line item currently being viewed

· Modify
Used when modifying a document, allows you to modify the line item

· Open
Opens the Line Item Detail page in a read-only format. This button does not display when the Edit button is present.

Delete 

· Renumber
Opens a page where line items can be renumbered. 

· Change Status
Changes the status of the selected line item. Status designations include:

Item Active: Indicates that item is available for further procurement action.

Suspended: Indicates that the item is suspended from further procurement action. Does not affect funds commitment or encumbrance.

Canceled: Decommits or unencumbers funds associated with the line item and prevents further procurement action.

Note: Suspended or canceled line items can be unsuspended or uncanceled by selecting the line item and clicking Change Status on the toolbar.

· View Form
Displays the data on the requisition form. The document can also be printed from this area.  

‘Go To’ Line Item Locator

When a user is in any Item page, a specific item in the document can be selected for review or editing. In Item Information, enter the desired Item Number, followed by the Sub Item Number if applicable. Click Go To. PRISM will display the requested Line Item.

A search cannot be based on a sub number alone.
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Figure 97 – Req for Mod – Item – Additional Info

Additional Info

The Additional Info section enables you to enter, edit or review information concerning the line item. The following is an explanation of the standard fields:

· Special Handling
Special handling instructions are entered here. To add or make changes, enter the information manually or click the lookup button and select from the list.

· Priority
You can specify the delivery Priority by clicking the arrow and selecting from the list.  Priority designations are defined by your agency.

· Invoice Matching
Select from the list provided. Options include None, 2-Way, 3-Way or 4-Way. PRISM will default to None.

· GFP
When selected, this field indicates that the item is government furnished property. Money is not obligated on GFP line items.

· Inspection Required
Select this checkbox if an inspection is required for the item / service being ordered.

· Accountable Property
If your agency tracks property for reporting purposes, the Accountable Property checkbox can be used to mark the line item for export to that report. If yes, check this box by clicking. To remove the check, click again.

· Option Line Item
If this is an option line item that may be awarded later, select this checkbox. If selected then enter either the Anticipated Exercise Date, or Days After Award. Money is not obligated until the option is exercised on Option line items.

· Anticipated Exercise Date / Number Days After Award
Select the appropriate option and enter the information. Use the Notifications icon to add or edit Reminder of Action Notifications added to the Anticipated Exercise Date.


· Option Exercise Date
When the option is exercised, this field will activate and display the effective date of the line item.

· FOB
Free / Freight On Board (FOB) information should be entered indicating whether the vendor or the agency is responsible for shipping costs. FOB Destination indicates the originator pays the freight. FOB Origin indicates the recipient pays the freight. If Origin is chosen, Origin City and Origin State must be entered.


· Security Classification

Select an item from the drop-down list. Visibility and requirement are based on a system switch.


· USSGL Trans Code
At the Federal level, this code may be mandatory.


· Custom Fields
A total of 40 custom fields can be setup at the Item level. Use the lookup button to make selections for each field. See your System Administrator for more information.
NOTE: Depending on your agency setup additional fields may appear. Contact your System Administrator for details on those fields.
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Figure 98 – Req for Mod – Item – Ship To / Accounting

Ship To / Accounting

The Ship To section also includes the Accounting section. Click Add or Edit to display the Delivery Location / Accounting Detail page. The following fields are included in the Ship To section:

· Ship To
Displays the code used to identify the address where the service / products are to be delivered. To select a new Ship To location, click the lookup button. Edit allows you to modify the address information for this requisition and will not change the PRISM database for the selected office.

	For OCI, Ship To locations are equivalent to Locations in Oracle and must be selected from the list.


· Mark For
If an item is ultimately to be delivered to a location or individual different than the Ship To address, select that location here by clicking the lookup button. Edit allows you to modify the address information for this requisition but will not change the PRISM database.

· Quantity / Amount
Enter the quantity or amount for this Ship To location. The line item qualifier determines the active field.

· Delivery Date / Days After Award
Enter either the Delivery Date or the number of Days After Award for delivery of the item, or use the calendar button. Use the Notifications icon to add or edit Reminder of Action Notifications attached to the Delivery Date.

The Accounting section of the Delivery Location / Accounting Detail page contains a summary of items entered and Add, Edit, and Delete buttons. Click Delete to delete the selected item.
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Figure 99 – Req for Mod – Item – Accounting Information Detail

Click Add or Edit to open the Accounting Detail page. The following fields display: 

· Accounting Data Method


	If Project Accounting has been installed for use by a financial interface by your agency, these radio buttons will display and allow the user to select whether they would like to generate the accounting data using project information, or whether they would like to enter accounting data directly in the account code segments. If Project Accounting is not set up by your agency, only the Accounting Information section will display.


When set to Account Code Segments, the lower portion of the page will only contain the Accounting Information section. This section always displays, even if Project Accounting is not installed.


	When set to Project Accounting, the lower portion of the page will also contain a Project Data section and the account code segment fields will be read-only. This section will only be available when Project Accounting has been installed.


· Accounting Information

· Accounting Code
Enter the Accounting Code for this line item or click the lookup button to select a code. On a new Accounting Information Detail page, when a User Product Code is assigned to the item, the account codes or segments set up in User Product Code Setup will fill the appropriate fields automatically, following the rules of whatever type of accounting information is being used.


	For OCI, a valid Account code in PRISM must match a valid combination in Oracle. Defaults can be specified based on A/C Combo or Alias. To facilitate the selection of a valid combination, A/C Combo has been added to provide a list of all valid Account Combinations in Oracle. To assist in Account Combination selection, a second button, Alias, provides a list of all the preset Alias combinations in Oracle. Click either button and select from the list provided.


· Percent
If the Calculate by Percent field was selected previously then a percent must be entered. The Amount and Quantity fields will be disabled.

· Quantity / Amount
Enter the quantity and amount covered under this accounting code in this purchase order.

· Obligated Amount
Displays money obligated / encumbered by this purchase.


· Uninvoiced
Displays that portion of the obligated / encumbered money not yet invoiced.

· Subject to Availability of Funds
Select this checkbox if the agency does not currently have the funding for the amount assigned to the accounting string. If selected, the value of this item will not obligate or encumber funds at the time of the award. This may be changed later on the award or by an amendment.

· Payment Office
Enter the code for the office where payment will be made, or click the lookup button and select from the list provided. Select Edit to make changes in the address. Changes made here will only affect this document and will not change the database.


When using Account Code Segments, if all information has been entered, click Calculate to calculate the amount to be charged to the accounting code. Clicking Submit will also calculate the code and return you to the Delivery / Location page.
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Figure 100 – Accounting Information Detail – Project Accounting

	· Project Data

· Project
Select a code using the lookup button. The code entered must match a valid Project code in the corresponding table. This is a required field.

· Task
Select a code using the lookup button. The code entered must match a valid Task code in the corresponding table. This is a required field.

· Expenditure Organization

Select an organization using the lookup button. The organization entered must match a valid Expenditure Organization in the corresponding table. This is a required field.


· Expenditure Type
Select an expenditure type using the lookup button. The type entered must match a valid Expenditure Type in the corresponding table. This is a required field.


· Expenditure Date
Enter an expenditure date using the calendar icon. If this is a requisition created from an APP, the date is pulled from the APP. Otherwise the default is the current date. This is a required field.


· Fund Override
Select from the Fund Override selection list given using the lookup button. The contents entered must match a valid value in the corresponding table. This field is agency specific and may not display. This is a required field when visible.


· BLI / Program Element

Select from the BLI / Program Element selection list given using the lookup button. The contents entered must match a valid value in the corresponding table. This field is agency specific and may not display. This is a required field when visible.


	When Project Accounting is selected, a new button displays, Generate and Clear. When Generate is selected, all (up to 30) account code segments are validated and if valid, generated. If no error is returned and the segments are generated, all fields in the Project Data section of the page become read-only. This button is only available when the document is In Progress. Once generated, the account code segments must be cleared before they can be generated again. Select Clear to clear the account code segments after they have been generated. All fields in the Project Data section return to read-write. This button is only available when the document is In Progress and the account code segments have been generated previously.

If the Accounting Data Method is changed after information has been entered, all data will be cleared. A warning will display giving you the option of continuing or canceling.

The Project Accounting account code segments are generated when the user leaves the Accounting Information Detail page provided all data entered is valid. Once generated, leaving the page again will not regenerate the code segments. Project Data cannot be changed on a Modification or a Requisition for Modification. To make changes, the item account record must be zeroed out and a new item account record created.

The Project Accounting account code segment will be brought forward to the Ship To page as a concatenated string in the Account Code column of the Accounting section. The code, in this format, will also display on the Item Summary page, and on all other pages where Account Code Segments previously displayed.

The Project Accounting Project Data fields will be brought forward to the Ship To  page as a concatenated string in the Project Data column. Project data will print, as a concatenated string, on all forms where accounting data prints, preceded by a ‘Project Data’ field label. Wherever possible, Project data will print with the accounting data in the Account Code block of the form. Where space does not permit or where there is no Account Code block on the form, Project data will print with each item in the form schedule. 

When Account Override is turned on for the Accounting and Appropriation Data block of a form Fill In, data entered by the user in the Account Override block will replace the concatenated account segments and concatenated project data elements in the printed form.




[image: image109.jpg]Requisition for
Modification
General
Additional Info
Ship To

Payment

Funding
Discount
Wartanty
Text
Summary

Retum

Requisition for Modification Number: REQMOD-01 Itern Number 0001

Item Number Sub ltem Nurnber: Caln

Narme:

Description:

I Economic Price Adjust

Trade Discount
Credit Amount,

Cast Avaidance;

Variation Percent.





Figure 101 – Req for Mod – Item – Payment 

Payment

Select Payment on the Menu to display the Payment Terms page. This information will be automatically generated from the originating document if entered, and can be edited. The following fields display:

· Percent / Days / Terms
PRISM defaults the Terms to Net 30. Enter the appropriate information in the Percent, Days and Terms fields for the item / service.

· Economic Price Adjust
If the item is subject to an Economic Price Adjustment (ECO), select this checkbox.

· Trade Discount
If a trade discount is available enter the amount here.

· Credit Amount
If there is a credit with the vendor enter the amount.

· Cost Avoidance
The amount saved by doing a multi-year contract.

· Variation Percent
The percentage of variance in quantity / measurement allowed for this item. Normally used only for bulk items and the measurement may be more or less than the contracted amount by this percentage.
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Figure 102 – Req for Mod – Item – Funding 

Funding

Select Funding on the Menu to display the Funding page. This page is used to enter funding amounts for line items that are incrementally funded. If Delivery Orders obligate / encumber the money the fields will be disabled. PRISM defaults with the Fully Funded checkbox selected, and amount automatically generated in the Fully Funded Obligation Amount field. If this is true, nothing else is required.

If the line item is incrementally funded, enter the Incrementally Funded Through (Date) or use the calendar button. In the Line Item section select the item and enter the Incrementally Funded Amount. The additional fields are system-generated and cannot be edited.
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Figure 103 – Req for Mod – Item – Orders

Orders

Select Orders on the Menu to display the Orders page. If your agency preferences are set up to not allow Delivery / Task Orders against Fixed-Price contracts, this option will not appear.

The Allow Delivery / Task Orders? field is used to determine whether this item can have delivery / task orders written against it. Select either Yes or No. If No is selected, the Contract Obligates option will be selected and all fields will be disabled. If Yes is selected, you can select which document will obligate / encumber the money.

· Per Order Limits
Enter either the By Quantity Minimum Order and Maximum Order, or the By Amount Minimum Order and Maximum Order.


· Per Period Limits
Enter the Maximum Order amount and the During Period of Time text. 

When all data has been entered, select an option from the Menu or Toolbar to save your data.
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Figure 104 – Req for Mod – Item – Discount 

Discount

Select Discount on the Menu to display the Discount page. All discount information will be automatically generated from the originating document if created from a solicitation and if the information was recorded on the bid for this vendor. You can edit this information as necessary.

If an additional discount has been received from the vendor or if created from a different source, click Add next to the Discount section to open the Discount page. The following fields are available:

· Volume discount (by Price)
Amount discount (by Price)
Volume discount (by Percentage
Amount Discount (by Percentage)
Select the appropriate option button.

· From / To / Discount
Enter the minimum quantity in the From field, the maximum quantity in the To field. Enter the price discount in the Discount field.

· Notes
Any comments or notes about the discount can be entered here.

NOTE: The option buttons for discount type and the data entry fields will vary depending on the type of discount recorded earlier. If the vendor originally provided a discount by price and then offered a discount by quantity, you will have to modify the original solicitation and record the new discount.
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Figure 105 – Req for Mod – Item – Warranty 

Warranty

Select Warranty on the Menu to display the Warranty page. Information will be automatically generated from the originating document if available. Click Add to add a new warranty. The following fields will display:

· Start Date
Enter the date the warranty begins.

· Number of Intervals

Enter how often something is to occur. For example, a copy machine will receive monthly cleanings for a year. The number of intervals will be 12, one for each month.

· Interval Type
From the example above, the interval type would be month. Select from the drop-down list.

· End Date
Automatically calculated based on start date and number of intervals.

· Type of Warranty
Select from the drop-down list. The System Administrator populates this field.

· Description
Enter any additional information about the warranty.
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Figure 106 – Req for Mod – Item Text 

Text

Any existing information from the originating document will be automatically generated in the Text section. This information can be edited or new information added. 

· Header Text
Enter any text that is to print above the item description.

· Footer Text
Enter any text that is to print after the line item description.

· Notes
Enter any general notes about the item. This information will not print.

· Inspection Text
Enter any unique information that will be carried forward and viewed at time of inspection.

Each item above has a Statements… button to it’s left that lists standard statements that can be used. Add new text or select from the list.
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Figure 107 – Req for Mod – Item Summary

Summary

The Item Summary page will now display. This page is divided into nine sections. Each section displays information entered previously. Each section can be reached by clicking the section name on the Menu or scrolling down the page to the section title. Information can be added or edited by clicking the Add or Edit button at the right of the section title.

The General section displays information entered on the Items General page. Refer to the above listing. The only additional items displayed are the Fully Funded Amount and the Obligated Amount. These items are system generated and cannot be edited. Click Return on the Menu to return to the Items page.

If Notification icons display beside dates, click to add or edit the Notifications attached.

Vendor
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Figure 108 – Req for Mod – Vendor 

Click Vendor on the main page to open the Vendor page. The information on the Vendor page is system-generated from the vendor database. The address information may be edited, depending on your agency’s setup, but changes will apply only to this award and will not change the information in the PRISM vendor database. 

Select an address and click Edit to display the Vendor Address page for editing.

Proceed to Award

When the Requisition for Modification is complete you can route it for review and / or approval if your agency calls for routing, or you can release the document. 

Once the document is released, click Proceed to Award. 

A Modification Number dialog box will display. Number the modification according to your agency procedures and click OK. PRISM will automatically create the modified award from the information entered on the Requisition for Modification. 

Once created a dialog box will display stating the mod is completed and asking if you would like to open the modification. Click Yes to open the Award Modification, or No to cancel. 

The modified award will then open. The fields displayed are determined by the type of award that has been modified.

Change Text & Printing Enhancements
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Figure 109 – Change Text – Header / Item Level Text

On Amended or Modified documents, Change Text, will display on the Main menu.

Select Header / Item Text from the drop-down list at the top of the section and then click Generate on the toolbar. The changes made to Header and Item options will be displayed in the List of Changes field.
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Figure 110 – Change Text – Clause Text

Select Clause Text from the drop-down list at the top of the section and then click Generate on the toolbar. Any changes made to Clause text will be listed by clause. Select a clause by clicking in the Select column to display the changes in the lower section of the page. 

Any line item changes will automatically print in the schedule of the Requisition for Modification as follows (this text is not generated, it prints automatically):

· Any edited line item will print first (a line item is considered by PRISM to be edited if it has been pulled from an award to the Requisition for Modification

· Any added line item will print second

· Any cancelled line item will print third

Other Menu Options and Document Actions

This chapter includes the Menu options that are found only on requisitions for modification, or that differ in some way for requisitions for modifications. For an explanation of Menu options not included here, please refer to the Common Module Operations chapter of this guide.

In addition, actions performed on documents, (printing, canceling, deleting, etc.) that do not differ for different document types, are also found in the Common Module Operations chapter of this guide.

 4 Solicitations

	OCI: Solicitations are not sent to Oracle. However, they are used to create awards and awards are sent to Oracle. For that reason, the OCI rules and requirements should be followed when creating Solicitations. When a solicitation is created from a requisition, the pertinent information will be brought forward to the solicitation.


Creating a Solicitation
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Figure 111 – Solicitations Welcome

To create a new solicitation, logon to PRISM and click Create Document on the Menu. The Document Create page will open.  

Select Solicitation as the Document Type. The Document Create page will refresh to display as above. Complete the fields as follows:

· Create From
Select from the following:

· New
Creates an entirely new solicitation. 


· Existing Solicitation
Opens the Solicitation Selection page where available solicitations may be viewed and selected. This option is used when pulling data from a similar solicitation. Refer to Duplicating a Solicitation.

· MAS
Opens the Create Solicitation From MAS Selection page where available documents may be viewed and selected.

· Requisition
Opens the Create Solicitation from Requisition page where available requisitions may be viewed and selected by line item or as a whole. 

· Solicitation Numbering Options
Document numbering rules are defined by an agency when PRISM is initially installed. The possible options are:  

· Mandatory System Generated Numbering 
Agencies can require a system-generated number. If this is true, only the System Generated checkbox will display and you must select a Mask from the drop-down list. A mask is a way your agency can control the formatting of document numbers. It saves you time and ensures consistency and accuracy for the agency. Your System Administrator sets up masks.

· Mandatory-Manual Numbering
Agencies can require a manual number. If this is true, only the Manual Entry box will display. You must type in a number and click OK.

· Optional Numbering 
Agencies can allow both options. In this case, PRISM defaults with the System Generated checkbox selected. If a manual number is desired, you must select Manual Entry and type the number in the Manual Entry field.

· Auto Numbering 
PRISM will automatically number the document based on your agency rules. The numbering page will never be seen.

· Section Template
Select from the drop-down list. The availability of this option, and the selections available will change according to selections made for Create From. For Create From selections New or Requisition, None or Select New are available. When MAS is selected, a third option, From MAS, is available. When Existing Solicitation is selected, this option will not display as the templates will be copied from the original document.

If Select New is chosen, the Clause Template Selection page will display. 

Click the option button desired, and then click Continue to continue or Cancel to return to the Welcome page.

Creating a Solicitation from a Requisition

To create a solicitation from a requisition, select From Requisition on the Create Solicitation Options page. You can search for a specific requisition by entering the requisition number, the requisitioner, or buyer in the appropriate field. Then select the site or sites to be searched. (Current Site, Related Sites, or All Sites) You can further refine your search by searching between certain dates. Select how to sort the requisitions, by Number, Requisitioner (Name), or Requisition Date and the Maximum Results you want selected (100, 200, 300, 400 or 500) and the results you want displayed per page (5, 10, 15, or 20). Once the information you desire to use has been entered, click Display. 

All valid documents available in PRISM will appear, with the following hyperlinks. 

· Select Line Items 
Click Y to display all line items in the selected document in the Line Item Selection section at the bottom of the page. Select the checkbox to the left of the desired items, or click Select All and click Create to create the solicitation. Whenever Select All is selected the button becomes Deselect All and is available to reverse the selection process.

Template Selection
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When Section Template is set to Select New or From MAS, the Clause Template Selection page will display.

Search Criteria


This section provides you with tools to refine your search. Enter some or all of the following to help limit your search.

· Template Name
Enter as much criteria as you can in For field.


· Site / Site Filter
If desired, use the lookup button to select a specific site. Then select the Site Filter from the drop-down list.


· Include Public
Select to display all Public Clause Templates.

The search can then be limited to from 100 to 500 items in the Max Results field, and Results per Page can be set for 5 to 20 documents.


After defining your search criteria, click Display and PRISM will return the Clause Templates that match. 

Clause Template Name
All templates that match the search criteria you have set will display here. If there are too many templates to display on the page, use the Next and Previous buttons to navigate through the templates. The following column headings display:

· Select Sections
Click the hyperlink in this column to display all sections included in the selected template in the Section Selection section at the bottom of the page.


· Clause Template Name

The name of the Clause Template.


· Site
The site code, Public or specific for the Clause Template.

Section Selection
This section displays all sections included in the selected template. All sections do not have to be included when the template is selected, but can be limited as described below. The following columns display:

· Select
Click the box in this column to select a section to be included in the template. Use Select All at the bottom of the page to select all sections of the template. The button will then read Deselect All. When all selections have been made, click Continue to add the selected sections to the Clause Template.


· Section Number
The Section Number assigned to this section.


· Section Title
The Title assigned to this section.


· Section Type
The Type assigned to this section.

NOTE: If the template is in UCF format, and you only select Section A, Sections A-M will copy to your template.
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Figure 112 – Solicitation – Main – General 

Main

The Solicitation Main page will now open with General selected. It is comprised of two sections, the Solicitation Information section and the General Information section.

The Solicitation Information section displays basic information about the current document. The information is system generated based on information entered in other sections. It cannot be edited here. This section includes the following information and remains constant for all selections on the Menu.

· Solicitation Number

Displays the assigned solicitation number.

· Stage
This will display where the document is in the procurement process. Examples of stages include requisition, solicitation, award, closed, etc.

· Number of Items
Displays the number of line items included in this solicitation.

· Version (includes status)
There can be multiple versions of a document. A designation of Base indicates that this is the original document. If amendments have been created, then the amendment number would appear. 

· Status (included in version)
The document status is determined by where the document is in the creation and approval process. Refer to Status History for a complete discussion of status.

· Net View
If more than one version of the document exists, PRISM can combine the results and offer a Net View. This means that if Net View is turned On, the Number of Items and the Total Amount fields will be based on all versions of the document. If Net View is turned off, only the data related to the current open version will be displayed. Net View can be turned on or off by clicking Net View on the General page. If there are not multiple versions of the document, the Net View button will not be displayed and the setting will be Off.

· Total Amount
Displays the total amount of the solicitation.

General

The General Information section displays information that can be edited, either by direct entry or by selection from drop-down lists.

The General Section contains the following fields. Enter missing information, or correct information brought forward.

· Owner
A system-generated read-only field displaying the owner of the document.

· Requisition Number

If this was created as a new solicitation, PRISM will display None. If created from a requisition, the requisition number would appear.

· Date Issued
Enter the date the solicitation is released to vendors or click the calendar icon and select the appropriate date.

· Type of Solicitation

Enter or select the type of request being made from the drop-down list. This is a required field.

· Solicitation Procedure
Enter or select whether the solicitation will be competed or nor, and if not, what type of procedure will be done, from the drop-down list.

· Anticipated Type of Contract
Enter or select the type of contract the agency anticipates using once the award has been made from the drop-down list.


· DO / DPAS
Only appropriated Department of Defense agencies are required to complete the DO / DPAS Rating field.

· Depository
Enter this information, or click the lookup button to display the available locations where bids should be dropped off by the vendor. The System Administrator maintains this list.

· NAICS Code
Enter the North American Industry Classification System (NAICS) code or click the lookup button to make a selection.

· Size Standard
Displays the size standard for the NAICS Code selected above.


· Buyer
Enter the User ID for the designated Buyer or click the lookup button and select from the list provided.

· Admin Office
Enter the code of the office responsible for the administration of the solicitation or click the lookup button and select from the list provided. Click Edit to make changes to the address information. These changes will only affect this document and will not change the PRISM database.

· Issuing Office
Enter the code of the office issuing the solicitation or click the lookup button and select from the list provided. Click Edit to make changes to the address information. These changes will only affect this document and will not change the PRISM database.

· Primary Product / Service Code
Enter the code for the principle product / service being ordered, or click the lookup button and select from the list provided. Product / Service codes are the four character codes used to report to the Federal Procurement Data System (FPDS). PRISM is delivered with a database of current FPDS product codes.
	For OCI, this code is required and must match a category in Oracle Master Inventory. The exception is if ‘Hard-Code Category’ is checked on the Agency OCI page in System Setup.


· SDB%
Enter the whole number from 1-100 that represents the percentage used in SDB Preference Calculation. The percentage entered here will be carried forward to the Bid Evaluation process. 

· HUBZONE%
Enter the whole number from 1-100 that represents the percentage used in HUBZONE Preference Calculation. The percentage entered here will be carried forward to the Bid Evaluation process. 


· Security Classification
Select an item from the drop-down list. Visibility and requirement are based on a system switch.
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Figure 113 – Solicitations – Main – General (continued)

The Bids Due section determines the date when bids are to be submitted to the agency. Enter information in the following fields:

· Date
Enter the date bids must be submitted or click the calendar icon and select the appropriate date. Use the Notification icon to add Reminder of Action Notifications to this date.

· Time
Enter the cutoff time when the bids must be submitted.

· Time Zone
Enter the time zone for when the bids must be submitted or click the lookup button and select the appropriate zone.

· Copies
Enter the number of copies of the bid that must be submitted.

The Synopsis section determines the Commerce Daily (CBD) or Electronic Posting System (EPS) / Fed Biz Opps actions.

· Synopsized
Select this checkbox if the action was published in the CBD or FedBizOpps (FPS) when released.

· Date
Enter the date the contract action was synopsized or click the calendar button and select the appropriate date.

· Transmitted Date
Enter the date the action was sent to the CBD to be published or click the calendar button and select the appropriate date.

· Published Date
Enter the date the contract action was published by the CBD or click the calendar button and select the appropriate date.

· Reason Not Synopsized
If the contract action is not synopsized select the reason why it was not sent to the CBD or FedBizOpps (FPS) from the drop-down list.

 Depending upon the document status and your access rights, the blue toolbar may include:

· Route
Routes the document for review / approval. Prompts will guide you through the process of creating a route list, entering notes, etc. The Change Route button does not display when this button is present. Refer to Routing Lists section of the Inbox, Preferences, and Documents Module for further information.

· Change Route
Allows you to change the current document route. The originator of the route can add, delete or change the order of receipt for any user who has not yet received the document. Reviewers / approvers can add people to the route, adjust the order of receipt, or delete themselves. The Route button does not display when this button is present.

· Self Approve
This option is only available if you own the solicitation and have rights to approve your document in your user profile. Click to go directly to the Validations page.

· Release
Releasing the document makes it available to move to the next stage of procurement. 

NOTE: Once the document is released, the Status in the Solicitation Information area will change to Released. No changes can be made to a released document. If changes are required, create an amendment. If you have questions about how to handle a solicitation that may have been released in error, see your System Administrator.

· View Form
Displays the data on the agency's actual solicitation form. The document can also be printed from this area. 

· Reopen
Changes an approved or disapproved document status back to In Progress, or a Closed document back to its previous status so that changes can be made. Reopened documents must be sent back through the approval process.

· Approve
Begins the approval process. 

· Disapprove
Begins the disapproval process. 

· Delete
Click to delete the document.

· Mark Reviewed
Allows you to mark the document reviewed so that it will continue its route. It does not indicate that the document was either approved or disapproved. 

· Amend
Begins the amend process.

· Cancel
Click to make the document unavailable for further procurement actions.

· Renumber
Click to renumber the document.

· Closeout
Begins the closeout process.

[image: image123.jpg]SelfApprove

icitation Information
Soliciation Number: BRE-SOL-01 Stage: Solistation  Number of ftems: 2
Version: [BASE-nProgress =] Netview: Off Total Amount: §7,500.00
Main

General dditional Informati

Addiional Info
Technical Point of Contact: [MARYANN B

Text

Sdmmar site: [coTS B
ems
Contracting Offcer [TRACY I |
Curtency = o
Period of Performance: [1010812001 | 1010312001 < (2

Symopsis

Gpackage Is this an T-related purchase % [No =

Supporting Docs

Bidder's Conference

Vendor Date: [fo022001 | &

Pratests
alidatare Time: (Use 24 hour format. Example 2:30 pm = 1430)

Route History Goatons [ ]

Status History Details -

Notifiations
Ownership
Navigator

Retur to Home,

neatert [ L]





Figure 114 – Solicitations – Main – Additional Info

Additional Information

Additional Info is available by selecting Additional Info under General on the Menu. It may contain the following fields:

· Site
Defaults with the site the originator is assigned to, can be edited if necessary. Enter the site code or select from the drop-down list.

· Technical Point of Contact
Enter the name of the technical point of contact, or select from the list provided. If this solicitation was created from a requisition, this information may default from the requisition, if entered.

· Contracting Officer

Enter the name of the contracting officer or select from the list provided.

· Period of Performance
Enter the period of performance or click the calendar icon to select the proper dates. Select the Notification icon to add a Reminder of Action Notification to this date.


· Is this an IT-related purchase?
Select Yes or No from the drop-down list.

	For OCI, the following additional field displays:

	· Inventory Org
	This must be a valid Inventory Organization in Oracle and is required. Select from the list provided.


Bidder’s Conference 

· Date
Enter the date of a scheduled bidder’s conference or click the calendar icon and select the proper date.

· Time
Enter the time of a scheduled bidder’s conference.

· Location
Enter the location of a scheduled bidder’s conference.

· Details
Notes about the bidder’s conference can be added here.


· Custom Fields
These are customized fields setup by your agency. See your System Administrator for more information.

NOTE: Depending on your agency setup, additional fields can appear under Additional Information. Contact your System Administrator for definition of these fields.
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Figure 115 – Solicitations – Main – Text

Text

The next section, Text, is available by selecting Text under General on the Menu. It includes the following items:

· Description
This item does not print on any form. 

· Header Text
This will print as a header on the form.

· Footer Text
This will print as a footer on the form.

· Notes
Notes do not print on forms.

Enter text in the fields necessary. Each item has a Statements… lookup button that will display standard choices for the item. A listed option may be selected, or original text may be added in the box provided.
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Figure 116 – Solicitations – Main – Summary

Summary

Select Summary under Main on the menu to display a summary of all information entered to date for this document. Each section can be edited by scrolling down the page and clicking Edit next to the section name, or by selecting the section name under Main. 

When Notification icons appear beside dates in the Summary, selecting the icon will enable the user to add or edit notifications directly, without selecting Edit first to return to the appropriate section.

The General section now displays the following system-generated items that were not included in the General section:

· Number of Vendors Solicited
This field will automatically fill with the total number of vendors that are on the vendors list. This item cannot be edited here, but must be changed from the Vendor / Bidders List option on the Menu.

· Number of Vendors Responded
Will automatically fill with the total number of vendors that responded to the solicitation. This item cannot be edited here, but must be changed from the Vendor / Responses option on the Menu.

Items
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Figure 117 – Solicitations – Items

The Items page is comprised of two sections, the Solicitation Information section discussed above, and the Items section that lists all line items that were selected when the solicitation was created, edited or amended. The following column headings appear:

· Select

A blue box with an arrow indicates the item selected. Click on this box to select an item for editing.

· Item Number
Click on this hyperlink to select an item.

· Description
A description of the item. This description will print on the requisition, award, and solicitation forms next to the line item number.

· Option Item
Indicates whether the item / service will be exercised in future fiscal years. If not, it will be blank.

· Status
This is the current status of the line item. To change the status of a line item, select it and then click Change Status. Status designations include:

Item Active: Indicates that item is available for further procurement action.
Item Inactive: Indicates that the item is removed from further procurement action. Does not affect funds commitment or encumbrance.
Canceled: Decommits or unencumbers funds associated with the line item and prevents further procurement action.
· Quantity
The quantity of that item.

· Amount

The total dollar amount for that item.

· Version

There can be multiple versions of a document. A designation of Base indicates that this is the original document. If amendments have been created, then the amendment number would appear. 

Depending upon the document status and your access rights, the blue toolbar may include:
· Add
Opens the Items page where you can select the method of adding a line item. (New, from Requisition, Duplication)

· Edit
Opens the Item Summary page where you can edit the selected line item. 

· Open
Opens the Item Summary page in a read-only format. This button does not display when the Edit button is present. 

· Delete
Deletes the selected line item.

· Copy
Copies the selected line item. Helpful for speeding the process of entering line items with similar characteristics. After the line item has been copied, it can be edited as needed.

· Renumber
Opens a page where line items can be renumbered. 

· Change Status
Changes the status of the selected line item. Status designations include:

Item Active: Indicates that item is available for further procurement action.

Canceled: Decommits or unencumbers funds associated with the line item and prevents further procurement action.

Note: Suspended or canceled line items can be unsuspended or uncanceled by selecting the line item and clicking Change Status on the toolbar.

· View Form
Displays the data on the agency's actual contract form. The document can also be printed from this area. 

[image: image127.jpg]Solicitation Nurber: FIL-SOL02001 Status: In Progress Nurnber of Hterns: 13
Version: BASE Stage: Solicitation Total Amount: $22,211977,78800
Net View: Off

New
From Reguisition
Duplicate Existing Solcitation

From Multiple Award Setup

submit | cancel




Figure 118 – Solicitations – Line Item Type

Click Add to add line items to the solicitation. The page that opens includes the following options:

· New
Creates an entirely new item. The Item General page will display.

· From Requisition
Opens the Create Solicitation from Requisition page where available requisitions may be viewed and selected by line item or as a whole. After making a selection the Item General page will display. Refer to Creating a Solicitation from a Requisition.

· Duplicate Existing Solicitation
Opens the Solicitation Selection page where available solicitations may be viewed and selected. After making a selection the Item General page will display. 

· From Multiple Award Setup
Opens a selection page where available Multiple Award Setups may be viewed and line items selected.
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Figure 119 – Solicitations – Item – General

The Item Information section includes the Solicitation Number, the Item Number and the total items included in the document. A ‘Go To’ section is also included. Enter the Item Number (Required) and Sub Item Number and select Go To. The selected Item will display. A search cannot be based on a sub number alone.
General

After the item is created the Items General page will display. The following fields appear on the Items General page:

· Item Number
Displays an automatically generated sequential number that may be edited. This field is required.


	For OCI, Item (Line) numbers may be skipped in PRISM but will appear as $0 line items in Oracle.


· Sub Item Number
A sub item number can be entered as needed.


	For OCI, sub item numbers are not active.


· Sequence for Sub Number
The sequence for the sub number can be entered as needed. If a sub number is entered, the sequence number must be greater than 0.

· Requisition Number

This field is used to list the requisitions that are associated with this solicitation. The associated requisition can be changed by clicking the lookup button to display the Requisition Selection page where a requisition, or a line item from a requisition may be selected. Click Submit to select or Cancel to return to the Items General page. If no requisition is selected, the display will show (None).

· Product / Service Code
Displays the code used to identify the service / product being ordered. Product / Service codes are the four character codes used to report to the Federal Procurement Data System (FPDS). PRISM is delivered with a database of current FPDS product codes. Enter the code or click the lookup button to display the Product / Service Code Selection page. Select a code or click Cancel to return to the Items General page.


	For OCI, this code is required and must match a Category in Oracle. See Requisitions for more information.


· Product / Service Code Description
Automatically displays the description for the selected Product / Service Code.

· User Product Code / User Product Code Description
Enter the appropriate code or click the lookup button to select a user product / service code. These codes are agency built for internal tracking and reporting. If Show User Product Code was checked during Agency Setup, this field will display. When a Code is selected, the User Product Code Description will be generated by PRISM, along with the Line Item Description and Unit of Issue if entered during System Setup. PRISM will not overwrite data previously entered in these fields.


	For OCI, if entered, this code must match an Item in Oracle.


· Description
Enter a description of the line item. This description will print on the requisition, award, and solicitation forms next to the line item number.


	For OCI, a description is required.


· Qualifier
Select from the drop-down list to indicate the way the line item is being ordered. By Quantity is the desired number of items, usually goods, being ordered. If this option is selected, the Unit, Quantity, and Est. Unit Price fields must be filled in. By Dollars will base the solicitation on the desired dollar amount, usually services, to spend. If this option is selected the Est. Amount field must be filled in.


	For OCI, both line item types are supported. Dollar type line items are sent as ‘1 Each’ where the unit price is the total dollar amount.


· Unit of Issue
Enter the Unit of Issue or click the lookup button to display the Unit of Issue Selection page. Click the hyperlink beside the code desired or click Cancel to return to the Items General page.


	For OCI, the unit of issue must match a unit of measure in Oracle. Select from the list provided.


· Quantity
Enter the quantity being ordered. This field must be completed for a By Quantity item.

· Estimated Unit Price

Enter the estimated unit price of the item being added. This field must be completed for a By Quantity item.

· Estimated Amount

Enter the estimated amount of the cost of this item. Required for a By Dollars item.

· Line Item Type
Select Travel, Material, Labor, Freight or Unspecified from the drop-down list.

· Priority
Select from the drop-down list. This list is agency maintained.

· Calculate by Percent

If checked, the cost of the item will assigned to the specified Accounting Codes by percentage when spread across multiple accounting codes. Otherwise it will calculate by dollar amount or quantity.

· Government Furnished Property
Select this checkbox to label an item as Government Furnished Property. If selected, the value of that item will not be obligated or encumbered at the time of the award.


	For OCI, if selected, the items will not be sent to Oracle for approval because money is not obligated.


· Period of Performance
Enter the beginning and ending dates of the Period of Performance, or click the calendar button and select the dates. Use the Notification icon to add Reminder of Action Notifications to this date.

· Bid Sample Quantity

Enter the number of items ordered as bid samples.

· FOB
Select Unknown, Destination or Origin from the drop-down list. Free / Freight On Board (FOB) information indicates whether the vendor or agency is responsible for shipping costs. Destination indicates the originator pays the cost. Origin indicates the recipient pays the costs. If the FOB is Origin, the City and State fields below are required.

· Origin City
If FOB Origin is selected, enter the city from where the items are being shipped.

· Origin State
If FOB Origin is selected, enter the state from where the items are being shipped.

NOTE: Depending upon your agency’s setup, additional fields may be displayed. Contact your system Administrator for information concerning these fields.

Tool Bar

There are seven command buttons located on the toolbar when adding or editing line items. These buttons will appear on all pages. Which buttons are active is dependent on the status of the document and the number of line items.

· First
In a multiple line item document, this button will take you directly to the first line item

· Previous
Will take you to the line item just before the one you are viewing

· Next
Will take you to the next sequential line item

· Last
Will take you directly to the last line item 

· Add
Will add a new line item 

· Copy
Will copy the line item currently being viewed

· Delete
Will remove the line item currently being viewed

· Modify
Used when modifying a document, allows you to modify the line item

‘Go To’ Line Item Locator

When a user is in any Item page, a specific item in the document can be selected for review or editing. In Item Information, enter the desired Item Number, followed by the Sub Item Number if applicable. Click Go To. PRISM will display the requested Line Item.

A search cannot be based on a sub number alone. 
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Figure 120 – Solicitations – Item – Additional Info

Additional Information 

The Additional Info page contains other information about the line item as set up by your agency. The following fields may display:

· Accountable Property
If your agency tracks property for reporting purposes, the Accountable Property checkbox can be used to mark the line item for export to that report. If yes, check this box by clicking. To remove the check, click again. PRISM defaults with the checkbox selected.

· Option Line Item
If this is an option line item, this box should be checked.

· USSGL Trans Code

This field may be required at the Federal level.

· Anticipated Exercise Date or Days After Award:
If this is an option line item, enter either the anticipated exercise date or the number of days after contract award. You can enter the dates directly or select a date by clicking the calendar icon.

· Security Classification

Select an item from the drop-down list. Visibility and requirement are based on a system switch.


· Custom Fields
These are customized fields setup by your agency. See your System Administrator for more information.
NOTE: Depending on your agency setup, additional fields may display. Contact your System Administrator for definition of these fields.
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Figure 121 – Solicitations – Item – Ship To / Accounting

Ship To / Accounting

This section lists the shipping and accounting information entered for this item. Add, Edit, and Delete buttons may appear at the top of the section. To edit existing information, select the option button beside the desired location and click Edit. To delete delivery locations, select the option button and click Delete. A confirmation page will appear.
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Figure 122 – Solicitations – Item – Delivery Location / Accounting

To add delivery information and accounting data, click Add in the Ship To / Accounting section of the Item Summary page. The Delivery Location / Accounting Detail page will display. The following fields are included in the Ship To section of the page:

· Ship To
Displays the code used to identify the address where the service / products are to be delivered. The lookup button displays a listing from the PRISM database. Click Edit to make changes to the Ship To information. Changes will only affect this solicitation and will not change the PRISM database.


	For OCI, Ship To locations are equivalent to Locations in Oracle and must be selected from the list.


· Mark For
Displays the code used to identify the ultimate location where the service / products should be delivered once they have been received at the Ship To location. Click Edit to make changes to the Mark For information. Changes will only affect this solicitation and will not change the PRISM database.

· Quantity
Displays the quantity entered when the line item was created. This field can be edited.

· Amount
System generated field based on item cost and quantity entered. If this is a “by dollar” line item this field can be edited. If this is a “quantity” line item this field cannot be edited.

· Delivery Date / Days After Award
Displays the date the product / services are due for delivery. Enter either a specific date in the Delivery Date field OR the number of Days After Award. Use the Notifications icon to add Reminder of Action Notifications to the Delivery Date.
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Figure 123 – Solicitations – Item – Accounting Information Detail

Click Add or Edit to open the Accounting Detail page. The following fields display: 

· Accounting Data Method


	If Project Accounting has been installed for use by a financial interface by your agency, these radio buttons will display and allow the user to select whether they would like to generate the accounting data using project information, or whether they would like to enter accounting data directly in the account code segments. If Project Accounting is not set up by your agency, only the Accounting Information section will display.


· When set to Account Code Segments, the lower portion of the page will only contain the Accounting Information section. This section always displays, even if Project Accounting is not installed.


	When set to Project Accounting, the lower portion of the page will also contain a Project Data section and the account code segment fields will be read-only. This section will only be available when Project Accounting has been installed.


· Accounting Information

· Accounting Code
Enter the Accounting Code for this line item or click the lookup button to select a code. On a new Accounting Information Detail page, when a User Product Code is assigned to the item, the account codes or segments set up in User Product Code Setup will fill the appropriate fields automatically, following the rules of whatever type of accounting information is being used.



	For OCI, a valid Account code in PRISM must match a valid combination in Oracle. Defaults can be specified based on A/C Combo or Alias. To facilitate the selection of a valid combination, A/C Combo has been added to provide a list of all valid Account Combinations in Oracle. To assist in Account Combination selection, a second button, Alias, provides a list of all the preset Alias combinations in Oracle. Click either button and select from the list provided.


· Percent
If the Calculate by Percent field was selected previously then a percent must be entered. The Amount and Quantity fields will be disabled.

· Quantity / Amount
Enter the quantity and amount covered under this accounting code in this purchase order.

· Subject to Availability of Funds
Select this checkbox if the agency does not currently have the funding for the amount assigned to the accounting string. If selected, the value of this item will not obligate or encumber funds at the time of the award. This may be changed later on the award or by an amendment.

· Payment Office

Enter the code for the office where payment will be made, or click the lookup button and select from the list provided. Select Edit to make changes in the address. Changes made here will only affect this document and will not change the database.


When using Account Code Segments, if all information has been entered, click Calculate to calculate the amount to be charged to the accounting code or click Submit to also calculate the code and return you to the Delivery / Location page.
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Figure 124 – Accounting Information Detail – Project Accounting

	· Project Data

· Project
Select a code using the lookup button. The code entered must match a valid Project code in the corresponding table. This is a required field.

· Task
Select a code using the lookup button. The code entered must match a valid Task code in the corresponding table. This is a required field.

· Expenditure Organization

Select an organization using the lookup button. The organization entered must match a valid Expenditure Organization in the corresponding table. This is a required field.


· Expenditure Type
Select an expenditure type using the lookup button. The type entered must match a valid Expenditure Type in the corresponding table. This is a required field.


· Expenditure Date
Enter an expenditure date using the calendar icon. If this is a requisition created from an APP, the date is pulled from the APP. Otherwise the default is the current date. This is a required field.


· Fund Override
Select from the Fund Override selection list given using the lookup button. The contents entered must match a valid value in the corresponding table. This field is agency specific and may not display. This is a required field when visible.


· BLI / Program Element

Select from the BLI / Program Element selection list given using the lookup button. The contents entered must match a valid value in the corresponding table. This field is agency specific and may not display. This is a required field when visible.


	When Project Accounting is selected, a new button displays, Generate and Clear. When Generate is selected, all (up to 30) account code segments are validated and if valid, generated. If no error is returned and the segments are generated, all fields in the Project Data section of the page become read-only. This button is only available when the document is In Progress. Once generated, the account code segments must be cleared before they can be generated again. Select Clear to clear the account code segments after they have been generated. All fields in the Project Data section return to read-write. This button is only available when the document is In Progress and the account code segments have been generated previously.

If the Accounting Data Method is changed after information has been entered, all data will be cleared. A warning will display giving you the option of continuing or canceling.

The Project Accounting account code segments are generated when the user leaves the Accounting Information Detail page provided all data entered is valid. Once generated, leaving the page again will not regenerate the code segments. Project Data cannot be changed on a Modification or a Requisition for Modification. To make changes, the item account record must be zeroed out and a new item account record created.

The Project Accounting account code segment will be brought forward to the Ship To page as a concatenated string in the Account Code column of the Accounting section. The code, in this format, will also display on the Item Summary page, and on all other pages where Account Code Segments previously displayed.

The Project Accounting Project Data fields will be brought forward to the Ship To  page as a concatenated string in the Project Data column. Project data will print, as a concatenated string, on all forms where accounting data prints, preceded by a ‘Project Data’ field label. Wherever possible, Project data will print with the accounting data in the Account Code block of the form. Where space does not permit or where there is no Account Code block on the form, Project data will print with each item in the form schedule. 

When Account Override is turned on for the Accounting and Appropriation Data block of a form Fill In, data entered by the user in the Account Override block will replace the concatenated account segments and concatenated project data elements in the printed form.
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Figure 125 – Solicitations – Item Text

Text

Click Text to display the Text section that includes the following fields. Enter text in the field provided or use the Statements… button to make a selection from the list provided.

· Header Text
Enter text that is to print before the line item description.

· Footer Text
Enter text that is to print following the line item description.

· Notes
Enter any notes about the line item. These are similar to Post-it notes and will not print on any form.

· Inspection Text
Enter text about this line item that will be carried forward and viewed at the time of receiving.
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Figure 126 – Solicitations – Item Summary

Summary

The Item Summary page displays all the information entered to date for this line item. Each section can be edited by scrolling down the page and clicking Edit beside the section title, or by selecting the section on the Menu. 

When Notification icons display on the Summary page, select to add or edit a Notification directly, without clicking Edit and returning to the appropriate page.
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Figure 127 – Solicitations – Item Validations

Validations

The Validations option at the Item level provides a summary of errors and warnings PRISM discovers for the open item. Error messages must be corrected before the document can be routed. Warnings are informational only and can be corrected at your discretion. To correct either, click the hyperlink in the Location column. PRISM will return you to the page where the error is located. After correcting the error or warning, click Validations again to correct the next one or to test that your change fixed the problem. The following is an explanation of the column headings. 

· Location
Designates where the problem is located. To move to the section, click the hyperlink under the location in this column.

· Message
The message describes the problem. 

Correcting validation warnings at the item level as the document is created will shorten the validation process and make final release of the document much easier.

Vendor
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Figure 128 – Solicitations – Vendor Bidders List

Bidders List

Click Vendor to display the General Information page listing the solicited vendors. PRISM defaults on the Bidders List selection of the Vendor submenu. The columns displayed include:

· Select
A gold arrow in a blue box indicates the selected bidder.

· Code
A system generated bidder number. When underlined, this is a hyperlink to this bidder.

· Name
Displays the name of the bidder.

· Contact
Displays the name of the contact at the bidder company.

· Phone
Displays the phone number of the above contact.

· Address Code
Displays the Address Code for the Vendor location for this bid. Each vendor can be listed at more than one location

· Solicited
Displays the date the solicitation was issued to this vendor.

· Responded
Indicates (Yes or No) if this bidder has responded.

· City/State / Zip / DUNS
This information is generated from data in the PRISM database.

Depending upon the document status and your access rights, the blue toolbar may include:

· Add Vendor (Select Type)
If a vendor is not in the list displayed, they can be added to the vendor list by clicking on the arrow to open the drop-down list. The options given are as follows:


· Add Permanent

Provides a means to search the Prism database for existing vendors. Click to open the Vendor Selection page. Select from the hyperlink in the Code column for the desired vendor or search by other criteria and click Display.
· Add Temporary

Click to open the Temporary Bidder page. Refer to Adding a Temporary Vendor.

· Add Suggested

Click to open the Vendor Selection page. Only those vendors suggested on the associated requisition, if any, will display. Select a vendor using the hyperlink.

· Rotate
Refer to Vendor Rotation.

· Label
When selected, the Vendor Label Printing  page will open where users can Print labels.

Note: All vendors are included on the Bidders List page. If a user adds a vendor to responses, it automatically adds it to the Bidders List. Eliminated Vendor information is not included in list and will not be available for printing labels.

The Vendor Label Printing page will use Avery 5162 label size paper. Font style and size will be Arial 10. Each page can display up to 14 vendor labels (2 across and 7 down). Six lines are designated for each Vendor, including the following:

· Vendor Name

· Address 1-4

· City, State, Zip (country if foreign vendor)

All addresses are read-only. The user cannot make any changes on this page.

· Edit
Only temporary vendors can be edited. Opens the selected vendor's detail page where you can edit or review the temporary vendor's information. 

· EDI
This button appears after the solicitation has been released and if there are EDI vendors included. Click to open the Send Document-EDI page. Specific vendors or all EDI vendors can be selected.

· Issue
After the solicitation has been released, will issue it to the vendor list.

· Delete
Deletes the selected vendor. This only deletes the vendor from the document and does not affect the PRISM vendor database.
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Figure 129 – Solicitation – Vendor Rotation

Vendor Rotation

After all information has been entered on the solicitation, the vendors can be rotated or a vendor list can be created. Vendor rotation will search for all vendors in the PRISM database that meet the specified search criteria.

Click Add and select Rotate to open the Vendor Rotation For Solicitation page. This page displays the specified criteria the vendor must meet to be considered for the solicitation. The fields are as follows:

Vendor Type

· Unrestricted / Preference
These option buttons determine the vendor type. If Preference is selected, three check boxes will be available, and one or more of the checkboxes must be selected.

Other Criteria

· Primary Product Code
A primary product code must be selected. Choose from the list provided by the System Administrator or click the lookup button to select from the complete listing of codes.

· Geographic Location
An optional criterion the vendor may be required to meet. Normally used for a service the vendor is delivering, such as a catering service.

· EDI Vendors Only
If this solicitation is to be sent to EDI Vendors only, click this checkbox.

Once the criteria for the rotation has been entered, click Rotate. All vendors that meet the requirements and are not already on the vendor list will be displayed. Select the vendor you want to add and click Select.
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Figure 130 – Solicitations – Vendor – Temporary Vendor

Adding a Temporary Vendor

Select the Add Vendor / Add Temporary option button to add a temporary vender. The Temporary Bidder page will display. This page is divided into two sections, Vendor, and EDI. The fields displayed are as follows:

The fields in the Vendor section are:

· Code
A system generated temporary bidder number. This item will be blank when a vendor is first created. Later, the Code will display.


· Name
Used to identify the vendor company.

· Contact Name / Phone / Fax / Email
Name of the primary vendor contact and contact information.

· Address Region
Select the address region for this vendor. The region selected will control the fields used for the vendor address, both at entry and for printing.
· Address / City / State / Zip / County
The business address for the temporary bidder.

· Phone
The phone number of the person who should be contacted with questions or concerns.

· TIN
Tax Identification Number used when taxes are reported.

· DUNS Number / +4

Dun and Bradstreet Information Services number(s) assigned to the vendor and vendor’s place of business.

· CAGE Number
Commercial and Government Entity number used by DoD agencies.
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Figure 131 – Solicitations – Vendor – Temporary Vendor (continued)

The following fields appear in the EDI section:

· EDI Vendor
If the vendor is an EDI participant, select the EDI checkbox and the following fields become available.

· Contact Name / Contact Phone
Name and phone number of the person to be contacted for EDI questions.

· ISA
The EDI address used for routing EDI transactions.

· ISA Qualifier
Determines the format of the Interchange Segment Address (ISA) field. Select from the drop-down list.

· GS
The EDI address used for routing EDI transactions.

· Default Map Version
Select from the drop-down list.

· VAN
The Value Added Network (VAN) used by the vendor to receive EDI transactions.

· EDI 838 Reference Number
System generated number of the 838 (vendor profile) transaction.

· EDI 838 Code
System generated number of the 838 (vendor profile) transaction for the vendor.

· TPIN
The Trading Partner’s Identification Number (TPIN) administered by the central contract agency.

· Notes
A text box for entering general notes or comments.
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Figure 132 – Solicitations – Issuing via EDI

Issuing a Solicitation via EDI

To issue a released solicitation via EDI, click Vendor and then click Send on the toolbar. The Send Document EDI page will display. The information in this window determines which EDI vendors will receive the solicitation. This will affect what is displayed in the Available Vendors section:

· Send Public
If this checkbox is selected, all EDI vendors, whether they are in the PRISM database or not, will have access to the solicitation when it is posted on the Value Added Network (VAN).

Select Vendor from:

· All EDI
If selected only the EDI vendors in the PRISM database will appear in the Available Vendors section.

· Previously Sent
Select to see a list of vendors the solicitation has already been sent to.

· From Solicitation
Select to display the vendors that were added to the solicitation bidders list.

The available vendors are displayed in the Available Vendors section. Select the vendors desired and click Add to transfer them to the Selected Vendors section. To remove vendors from the Selected section select the vendor and click Remove. When the list is finalized, click Send. Validations will then be performed on the solicitation and an error and warning report will display. If there are no errors or warnings the message will read “No Errors Found. Document Was Successfully Sent.”

After a solicitation has been released, a vendor can still be added to the vendor list. From the Vendor / Bidders List page add the vendor to the list following the initial distribution and then select the vendor and click Issue. The date for the solicitation for that vendor will be displayed on the vendor list.

Users can now print Mailing Labels for Vendors on both the Bidders List and on the Response List.

Recording Bids
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Figure 133 – Solicitations – Vendors - Responses

Vendor Responses

Click Responses on the Vendor Menu to display or enter the vendors who have responded to this solicitation. The General Information page that displays contains much of the same information as the Vendor / Bidders List General Information page. The following column headings are in addition to the information listed on the Bidders List:

· Bid Type
Indicates whether an alternate bid, no bid, or if blank a regular bid was received.

· Received
Will fill with the current date but may be edited.

· Valid for (Days)
Will default to 60 days but can be edited.

Depending upon the document status and your access rights, the blue toolbar may include:

· Add Vendor (Select Type)
If a vendor is not in the list displayed, they can be added to the vendor list by clicking on the arrow to open the drop-down list. The options given are as follows:


· Add Permanent

Click to add a vendor from the permanent vendor list.

· Add Temporary

If a vendor does not exist in the PRISM vendor database, the vendor can be entered as a temporary. That means the vendor information would only be available for this document and would not affect the PRISM vendor database. Refer to Add a Temporary Vendor. 

· Add from Bidders List
Click to add a vendor from the Bidders List.

· Add Additional Bid
Click to add information for an additional bid received from the selected vendor.

· Edit
Click to edit information about the selected vendor’s bid.

· Delete
Click to delete the selected bid.

· Evaluate
Select a bid and click to display an evaluation of all bids.

Bids can only be entered for vendors on the response list. Click Add Permanent, or Add Temporary to add a permanent or temporary vendor to the response list. Refer to Adding a Vendor to the Bidders List. Click Add from Bidders List to add a vendor from the Bidders List. 
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Figure 134 – Solicitations – Vendor Response – General 

To add responses from a vendor, select the vendor and click Add Additional to record a second or additional bid by that vendor or to change information already recorded, click Edit on the toolbar. Either selection will display the General Information page. This page contains a Menu, the Bid Information section, and a General Information section. 

The Bid Information section contains basic information about this bid, similar to the Solicitation Information section of the Vendor page. This information cannot be edited here.

The Menu page defaults to General. The following fields may display:

· Description
Enter a brief description of the response.


· Date Received
Enter the date the response was received, or click the calendar icon and select the date.

· Time
Enter the time the response was received, using a 24-hour format.

· Time Zone
Enter the Time Zone or us the lookup button and select from the list provided.

· Valid for (Days)
Enter the number of days the response is in effect.

· No Bid / Alternate Bid
Check the appropriate checkbox if the vendor responded, but did not make a bid, or made an alternative bid.


· Security Classification

Select an item from the drop-down list. Visibility and requirement are 


· Preferences
Select the appropriate preference boxes for this vendor.
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Figure 135 – Vendor – Responses – View Cost Summary

A toolbar button, View Cost Summary is available on the toolbar. Select this button to open the Cost Summary Report in Adobe Acrobat. Use the Adobe toolbar to save or print the document. This report was formerly known as the Buyers Worksheet.
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Figure 136 – Solicitations – Vendor Responses Main Address

Select Address on the Vendor Response menu to add or edit vendor information. The following fields will display:

· Name
Displays the name of the vendor. This field is automatically generated and is read-only.


· Address Code
Displays the code that is assigned to this vendor location or address. To change the code, use the lookup button. The Vendor Address Selection page will display. Select an Address Code by clicking the hyperlink in the Address Code column. Address Codes are setup by your System Administrator. Information entered during setup will automatically generate the fields on this page. All information can be edited, however, changes will only affect this document, but will not change the PRISM database.

NOTE: The Address Code must be selected before the Contact Name is selected.


· Contact Name
Displays the name of the contact for this location. This field defaults to the contact set as the default for the selected location or address Code. To change the contact to be used, use the lookup button. The Vendor Contact Selection window will display. Select a contact by clicking the hyperlink in the Contact Name column. Contact information in the lower fields will be automatically generated based on the contact selected. This information can be changed for this document, but changes will no affect the PRISM database. Contact information is setup by your Administrator.


· Address Region
Select the address region for this vendor and address code. The region selected will determine what fields are displayed for data entry, and how those fields will be used when printing forms.

All other fields will be automatically generated according to the selections made. Edit or add any information necessary, and then make another selection on the menu to save your data and continue.
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Figure 137 – Solicitations – Vendor Response – Notes 

Select Notes on the Main submenu to add notes to the response. Click Statements… to select from a list of statements provided. These statements can be used as is or edited to meet your needs.
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Figure 138 – Solicitations – Vendor Response – Text 

Select Text on the Main submenu to add Vendor Text. The Statements… lookup button can be used to select from the list provided. The statements can be used as is or edited.

[image: image148.jpg]Response

Main

General
Address
Notes
Text

Bid Informa

Soliciation Number: BRE-SOL-01
Vendor Code: VENDORIZZ
Narme: Sales e,

General

Date Received: 04252002

Time;
Time Zone:
valid for(Days)
Bid Type:

006

Bid Total: $12,500.00

Address  Edit





Figure 139 – Solicitations – Vendor Response – Summary 

Select Summary on the Main page submenu to display a summary of all information entered for this bidder response. Each section can be edited by clicking Edit beside the respective section, or by selecting the section on the Main submenu.
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Figure 140 – Solicitations – Vendor Response – Items 

Items displays the items included in the bid. Select from the View drop-down list to display the Solicited or Unsolicited line items.

The blue toolbar may include:

· Add
Select the solicited item and click to add an item or set view to unsolicited and click Add to add an unsolicited item.

· Edit
Select an item and click to edit.

· Delete
Select an item and click to delete.

Adding Items to the Bid Response
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Figure 141 – Solicitations – Vendor Response – Bid Item – General

General

When an item is added to a bid response, the Bid Menu will display with General selected. This page is an abbreviated form of the Item General page with one exception. Select the Allow Delivery / Task Orders on Award checkbox if Delivery / Task Orders will be allowed against the award. Make any changes necessary based on the bid received and add the cost and quantity this vendor is bidding. Make another selection on the Menu to continue.

Additional Info, Ship To, Text and Summary are also similar to the corresponding pages on the Items Menu. Make any changes in based on the bid received. The Summary will include only information entered as part of this bid. 

Other Menu options are as follows:
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Figure 142 – Solicitations – Vendor Response – Bid Item – Payment

Payment

Select Payment on the Menu to display the Payment Terms page. This information will be automatically generated from the originating document if entered, and can be edited. The following fields display:

· Percent / Days / Terms
PRISM defaults the Terms to Net 30. Enter the appropriate information in the Percent, Days and Terms fields for the item / service.

· Trade Discount
If a trade discount is available enter the amount here.

· Credit Amount
If there is a credit with the vendor enter the amount.
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Figure 143 – Solicitations – Vendor Response – Bid Item – Samples 

Samples

The Samples page will display information about the receipt and inspection of samples received from the vendor for this bid. The Quantity Requested will be automatically generated if entered on the Item General page of the solicitation. Enter the other information about receipts or inspections to date.
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Figure 144 – Solicitations – Vendor Response – Bid Item – Discount 

Discount

Select Discount on the Menu to display the Discount page. If a discount has been received from the vendor as part of this bid, click Add to open the Discount page. The following fields are available:

· Volume discount (by Price)
Amount discount (by Price)
Volume discount (by Percentage
Amount Discount (by Percentage)
Select the appropriate option button.

· From / To / Discount
Enter the minimum quantity in the From field, the maximum quantity in the To field. Enter the price discount in the Discount field.

· Notes
Any comments or notes about the discount can be entered here.

All discount information will be carried forward to the award if given to this vendor. 
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Figure 145 – Solicitations – Vendor Response – Warranty 

Warranty

Select Warranty on the Menu to display the Warranty page. Information entered here will be automatically generated to the award. Click Add to add warranty offered on this bid. When all information has been entered, click Calculate to calculate the End Date above. The following fields will display:

· Start Date
Enter the date the warranty begins.

· Number of Intervals
Enter how often something is to occur. For example, a copy machine will receive monthly cleanings for a year. The number of intervals will be 12, one for each month.

· Interval Type
From the example above, the interval type would be month. Select from the drop-down list.

· End Date
Automatically calculated based on start date and number of intervals.

· Type of Warranty
Select from the drop-down list. The System Administrator populates this field.

· Description
Enter any additional information about the warranty.
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Figure 146 – Solicitations – Vendor Response – Bid Summary

· Bid Summary
Displays a summary of the bid.

· Supporting Docs
Displays a list of all Attachments and Supporting Docs. Refer to the Supporting Docs section of the Inbox, Preferences, and Documents manual.
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Figure 147 – Solicitations – Vendor History

Vendor History

Click Vendor / History to view a history of solicitations and bids sent via EDI.

Depending on the document status and your access rights, the blue toolbar may include:

· Print
Click to print the history.
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Figure 148 – Solicitations – Vendor – Bid Form Info 

Vendor Bid Form Info

Click Bid Form Info to select or edit a form to be used. In this section, you can select the agency form you'd like to use for the bid and complete any additional fields that may be required. Once a form has been selected, only that form will display. If you want to change forms, you must return here.

Refer to the Forms chapter for information about filling out the forms.


Depending upon the document status and your access rights, the blue toolbar may include:
· Edit
Click to make changes to the information on the form.

· Change Form
Click to select a different form from the list of available forms.
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Figure 149 – Solicitations – Vendor Bid Form Selection

The above forms may be available for selection.

Evaluating Bids
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Figure 150 – Evaluating Bids

Select a bidder and then click Evaluate on the Vendor / Responses page. PRISM will create an evaluation of all bids received compared to the bid received from the selected vendor. Click a hyperlink in an Item column to display information about the original expected cost contained in the solicitation and the actual bid from the selected vendor for the selected item. 

Select Return on the Menu to return to the Vendor / Responses page.

 Duplicating a Solicitation
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Figure 151 – Duplicating a Solicitation

To duplicate a solicitation, select Create Document on the Welcome page, then select Solicitation, Existing Solicitation.

Enter the Solicitation Numbering Options and click Continue. If you decide you do not want to duplicate a solicitation, click Cancel to return to the Welcome page.

The Solicitation Selection page will display.
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Figure 152 – Selecting a Solicitation for Duplication

When creating a solicitation by duplicating an existing solicitation, you can search for a specific document by entering its solicitation number or site in the appropriate field. You can further refine your search by searching between certain dates. Once the information you desire to use has been entered, click Display. 

· Select
Click this hyperlink to select the document and create the new solicitation by duplication. All items will be included.

· View Line Items
To review a solicitation, click Y to display all items included in the selected solicitation in the Items section. This selection is for review only.

Refer to the Creating a Solicitation from a Requisition to continue.

Creating a Solicitation from a MAS

To create a Solicitation from a MAS, logon to PRISM and click Create Document on the Menu. The Document Create page will open.
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Figure 153 – Creating a Solicitation from a MAS

The following fields will display:

· Document Type
Select Solicitation.


· Requisition Type
Select Solicitation.

· Create From
Select MAS.


· Solicitation Package Numbering Options
Select System Generated and select a mask from the drop-down list, or Manual Entry and type in the Document Number.

When Continue is selected, the MAS Selection page will display.

Opening a Previously Created Solicitation

If the Solicitation you want to open is one of the last four documents you have worked with, PRISM will list it in the Welcome page’s Last Documents Accessed section. If you need to find another document, go to the Welcome menu and select Open Document. 

The Search page will display. Select Solicitation as the Document Type. A Basic search is discussed in the Getting Started module of this workbook. Below is a discussion of an Advanced search for a Solicitation, and differences when searching for Solicitations in general.

Basic Search:

	· Search For
	· Sort By

	Solicitation Number
	Solicitation Number

	Buyer
	Buyer

	Description
	Description

	Issue Date
	Issue Date

	Issuing Office
	Issuing Office

	Line Item Description
	Line Item Description

	MAS Number
	MAS Number

	Owner
	Owner

	Project Title
	Project Title

	Status
	Site

	Status Date
	Status

	
	Status Date


Advanced Search:

· Solicitation Number / MAS Number
Enter any alphanumeric text string on which to search. The search is not case sensitive and is a ‘starts with’ search.

· Issue Date Range – Start Date / End Date
Dates limiting the period to search can be entered directly or selected by clicking the calendar icon. These fields are only available for an Advanced search.
· Status / Status Date Range – Start Date / End Date
If you know the document status, enter it here. The drop-down list will include all Status types used by your agency for the selected type of document, including agency specific status types. 

Dates limiting the period to search can be entered directly or selected by clicking the calendar icon. These fields are only available for an Advanced search.


· Version
Select from Net View to display only the Base version, or All Versions to display all versions.
· Owner / Buyer
Enter the appropriate User ID, or use the lookup button provided. These fields are only available for an Advanced search.

· Issuing Office
Enter the Issuing Office Code or use the lookup button provided. This field is only available for an Advanced search.

· Description / Project Title / Line Item Description
Enter part or all of one or all fields. These fields are only available for an Advanced search. This search field is not case sensitive and uses a ‘contains’ search.

View the Line Items included on a document by selecting the Y hyperlink in the View Line Items column. Select the document to open by clicking the hyperlink in the Solicitation Number column.

Other Menu Options and Document Actions

This chapter includes the Menu options that are found only on solicitations, or that differ in some way for solicitations. For an explanation of Common Module Operations options not included here, please refer to the Common Operations chapter of this guide.

In addition, actions performed on documents, (printing, canceling, deleting, etc.) that do not differ for different document types are also found in the Common Module Operations chapter of this guide.

 5 Purchase Orders

Simplified acquisitions are purchases of supplies or services using imprest funds, purchase orders, blanket purchase agreements, government wide commercial purchase cards, or any other appropriate authorized method, including the creation of Delivery Orders from large contracts. PRISM allows the creation of Purchase Orders, Delivery Orders, Blanket Purchase Agreements, Purchase Cards, and Interagency Agreements.


	Within the OCI interface, Purchase Orders may be created in either Oracle, and sent to PRISM, or directly created in PRISM. Purchase Orders are generally created in PRISM from approved and released requisitions and / or Solicitations and sent to Oracle for financial approval. In the Federal version, Purchase Orders cannot be issued for greater than the requisition amount. It is up to local business rules whether a Purchase Order can be issued without a requisition. In most Federal setups this is not allowed.


Creating a Purchase Order
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Figure 154 – Purchase Orders – Document Create

Select Create Document on the Welcome page menu to open the Document Create page. 

NOTE: Throughout this page, options on all drop-down lists can be made by tabbing to, or selecting the field, then clicking the first letter of the desired selection. If more than one selection starts with the same letter, continue clicking the letter until the correct option displays.

· Document Type
Select Purchase Order. 


· Create From
Select from the drop-down list. Options include:


· New
Creates an entirely new purchase order.


· APP
Creates a contract based on an APP. The APP Selection page will display.
Existing Contract
This option is used to duplicate an existing contract and save data entry time.  All data carried forward can be edited.  It is useful when you create a recurring contract.  If this option is selected, the Contract Selection page will display.

· Reconstruct
This option is used to reconstruct an existing purchase order.


· Requisition
Opens the Create Purchase Order from Requisition page.

· Solicitation
Opens the Create Purchase Order from Solicitation page.

· Purchase Order Numbering Options
Select the appropriate numbering option. The above figure would indicate either numbering setup #2 is in force, or that no mask has been created for this type of document.


· Mandatory System Generated Numbering 
Agencies can require a system-generated number. If this is true, only the System Generated checkbox will display and you must select a Mask from the drop-down list. A mask is a way your agency can control the formatting of document numbers. It saves you time and ensures consistency and accuracy for the agency. Your System Administrator sets up masks.

· Mandatory-Manual Numbering 
Agencies can require a manual number. If this is true, only the Manual Entry box will display. You must type in a number and click OK.

· Optional Numbering 
Agencies can allow both options. In this case, PRISM defaults with the System Generated checkbox selected. If a manual number is desired, you must select Manual Entry and type the number in the Manual Entry field.

· Auto Numbering 
PRISM will automatically number the document based on your agency rules. The numbering page will never be seen.

· Section Template
Select from the drop-down list. The availability of this option, and the selections available will change according to selections made for Create From. If Create From is New, APP, Reconstruct or Requisition, None or Select New are available. When Solicitation is selected, a third option, From Solicitation, is available. When Existing Purchase Order is selected, this option will not display, as the templates will be copied from the original document.

If Select New is chosen, the Clause Template Selection page will display. 

Select Continue to create the new document, or Cancel to return to the Main menu. The appropriate page for the selected document type will open.

Creating a Purchase Order From a Requisition or Solicitation 

If From Requisition was selected, the Create Purchase Order from Requisition page will display with the following search fields available:

· Requisition Number / Requisitioner / Released Date Range
The Search list may be refined by entering a known number or part of a number in the Requisition Number field, selecting a name by clicking the Requisitioner lookup button, or by date by entering dates in the Released Date Range.

· Buyer
If the currently login User has the role of Buyer in their profile, their User ID will default into Buyer. You can use the lookup button to select from the Buyer selection list. If populated, only requisitions assigned to the specific buyer will be retrieved.

· Originating Office
You can enter an Originating Office or use the lookup button to select from the list provided. A blank equates to all Originating Offices.

· Site and Site Filter
You can select a Site and a Site Filter. The Site will default to the currently logged-in user’s site. You can enter a different site or use the lookup button to select from the list. You can further choose to include documents from the Current Site, Related Sites, or All Sites. The Current Site is the default. The Site selected is considered the Current Site. In this way the two fields work together, Site controlling which site is Current or which sites are Related.

You can also have the items sorted by Requisition Number, Requisitioner (Name), or Release Date and the Maximum Number of Results and Results per page can also be set. After defining your search criteria, click Search to conduct a general search for existing documents. 

All valid documents available in PRISM will appear, with the following hyperlink: 

· Select Line Items
Click to view the line items included on any document. Items will display in the Line Item Selection section at the bottom of the page. To select the items to be brought forward, click in the Select column of the item and click Create, or click Select All and then click Create. When Select All is selected, the button immediately becomes Deselect All and is available to reverse the selection procedure. Click Cancel to return to the previous page without creating a new document.


	For OCI, a requisition line item can only be used on one award line. After the first award of the line item, the requisition line item is decommitted.


If From Solicitation was selected, the Create Purchase Order from Solicitation page will display with the following search fields available:

· Solicitation Number / Issue Date Range
The Search list may be refined by entering a known number or part of a number in the Solicitation Number field, or by date by entering dates in the Issue Date Range.

· Buyer
If the currently login User has the role of Buyer in their profile, their User ID will default into Buyer. You can use the lookup button to select from the Buyer selection list. If populated, only solicitations assigned to the specific buyer will be retrieved.

· Site and Site Filter
You can select a Site and a Site Filter. The Site will default to the currently logged-in user’s site. You can enter a different site or use the lookup button to select from the list. You can further choose to include documents from the Current Site, Related Sites, or All Sites. The Current Site is the default. The Site selected is considered the Current Site. In this way the two fields work together, Site controlling which site is Current or which sites are Related.

You can also have the items sorted by Solicitation Number, Buyer (Name), or Issue Date and the Maximum Number of Results and Results per page can also be set. After defining your search criteria, click Search to conduct a general search for existing documents.

All valid documents available in PRISM will appear, with the following hyperlinks: 

· SOL Line Items
Click to view all line items from the solicitation in the Line Item Selection section. Prices given will be the estimated prices entered on the solicitation. Select the items you wish to include or click Select All, then Create to create the Purchase Order. When Select All is selected, the button immediately becomes Deselect All and is available to reverse the selection procedure. 

· Bid Line Items
When viewing solicitations, click to display the solicitation line items by bidder. The Line Item Selection section will include a Choose Bidder drop-down list. Select the desired bidder and all line items that he bid will be displayed. Prices displayed will be those bid. Select the items you wish to include or click Select All, then Create to create the Purchase Order. When Select All is selected, the button immediately becomes Deselect All and is available to reverse the selection procedure. 

Main
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Figure 155 – Purchase Orders – Main – General 

General

The header, or Purchase Order Information contains basic information about the purchase order. The Purchase Order Information section is automatically generated and cannot be edited. It contains the following fields: 

· PO Number
The previously assigned number identifying this purchase order.

· Version (includes Status)
The version of the Purchase Order presently displayed. The drop-down list can be used to select another version if available.

· Status (included in Version)
The present stage of development of the purchase order. For a new purchase order this will be In Progress.

· Number of Items
The number of line items included in the purchase order.

· Stage
For a new purchase order, this will be Award.

· Net View
If more than one version of the document exists, PRISM can combine the results and offer a Net View. This means that if Net View is turned On, the Number of Items and the Total Amount fields will be based on all versions of the document. If Net View is turned off, only the data related to the current open document will display. Net View can be turned on or off by clicking Net View On on the General page. If there are not multiple versions of the document, the Net View button will not be displayed and the setting will be Off.

· Total Amount
The total value of this Purchase Order.

· Obligation
The total funds already obligated / encumbered for this Purchase Order.

The bottom portion of this page is called the General Information section.  It provides specific information about the award and the line items associated with it.

· Owner
This is a system-generated field displaying the owner of the document.


· Requisition Number / Solicitation Number
System-generated and will fill with the associated requisition or solicitation number. If line items are added to this award from multiple requisitions or solicitations, this list will contain all of the requisition or solicitation numbers.

· Purchase Order is: Priced / Unpriced
The award can be a standard priced purchase order or an unpriced purchase order. Select the appropriate option button. If Unpriced is selected, the acronym “NTE” is printed for that line item.

· Award Date
Pre-fills with the current date. You can manually change the date or use the lookup calendar to select a new date.


· Admin Office / Issuing Office / Invoice Office
These fields fill from the originating document if available. If incorrect for the purposes of this award, click Edit and make the necessary changes. This does not change the database, only this award. Click the lookup button to select a different office.

· Vendor
Click the lookup button to select the vendor for this award. If the purchase order was created from a solicitation the vendor will be automatically generated.

· Buyer
Fills from the originating document. Can be edited by clicking the lookup button.

· Contracting Officer

Click the lookup button and select the contracting officer for this award. 


	For OCI, the Contracting Officer must be an active Oracle user and must also be a valid agent in Oracle. The agent’s approval authority will determine whether additional approvals will be required in Oracle Financials.


· Contracting Officer Representative
This item will fill with the Technical Point of Contact from the requisition or solicitation if available. Use the lookup button to enter or change.

· Administrative Contracting Officer
Click the lookup button and select the administrative contracting officer for this award.


· Primary Product / Service Code
If an FPDS code was entered on the origination document, this field will fill. If the field is blank or incorrect, click the lookup button to select a code from the list provided.


	OCI: This code is required and must match a category in Oracle Master Inventory. If ‘Hard-Code Category’ is checked on the Agency OCI page under System Setup / Sys Configuration / Agency, the code designated to be hard-coded will be sent to Oracle. In this instance the Product / Service Codes will not be matched with Oracle Categories.


· Period of Performance
If a period of performance is required for this award, you can manually enter dates or use the appropriate lookup button to select a date from the calendar. Use the Notification icon to add Reminder of Action Notifications to this date.


· Security Classification
Select an item from the drop-down list. Visibility and requirement are based on a system switch.

Depending upon the document status and your access rights, the blue toolbar may include:
· Route
Click to create or select a route. Refer to Routing Lists section of Inbox, Preferences, and Documents manual for further information.

· Self Approve
If you have this status in your user profile, click to approve your own documents.

· Release
Click to release the Purchase Order.

· View Form
Click to display the form so that you can see it, as it will be printed. You cannot edit any information.

· Delete
Click to delete the Purchase Order.

· Modify
Displays after a Purchase Order is released. Click to create a modification.

· Closeout
Displays after a Purchase Order is released. Click to close out the Purchase Order.

· Cancel
Displays after a Purchase Order is released. Click to cancel the award.

· FPDS
Opens the FPDS Report Selection page where you can start the FPDS reporting process. See the FPDS module of this workbook for further information.

· Renumber
Opens a page where the document can be renumbered.


· Mark As Completed
Appears only on released documents. Select to change the status of the base document and all its versions from Released to Complete. Changing the status of the document will prevent any further actions to that document while the contract specialist prepares the document for Closeout.
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Figure 156 – Purchase Orders – Main – Additional Info 

Additional Information

The Additional Info section contains the following fields:

· Site
Fills with the site the current user is assigned to.  Use the lookup button to edit if necessary.

· NTP / Vendor Signed On
Enter either the date the Notice to Proceed (NTP) was signed or the date the vendor signed the award.

· Project ID
If a project ID is required for this award, click the lookup button and select it from the listing provided. This field will be automatically generated if entered on the originating document.

	OCI: This is a PRISM field and is not sent to Oracle.


· Project Title
Enter the title if applicable. This field will be automatically generated if entered on the originating document.


	OCI: This is a PRISM field and is not sent to Oracle.


· Confirmed With
If the award was verbally confirmed with the vendor, enter the name of the contact. If used, the statement “Confirming Order Do Not Duplicate” will be printed at the top of the purchase order form.

· Subsistence
If this award is for subsistence, select this checkbox.

· Reference Your Text

Enter if a quote or other information needs to be referenced for this award. This information will print on the purchase order form after the statement “Reference”

· NAICS Code
Enter the code or use the lookup button to make a selection from the list provided.

· Size Standard
Read-only field that displays the size standard for the NAICS code selected above.
· Originating Office
Enter or select the office originating this purchase order.

· Originating Office
Enter or select the office where payment will be made.

· Is this an IT-related purchase?
Select Yes or No from the drop-down list.

· Preferences
If appropriate, enter the SBA Contract Number.

· Custom Fields
A total of 40 custom fields can be setup at the Header level. Use the lookup button to make selections for each field. See your System Administrator for more information.

	OCI: If Inventory Org displays, it must be a valid Inventory Org in Oracle and is required. Select from the list provided.
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Figure 157 – Purchase Orders – Main – Text 

Text

The Text section contains the following fields. 

· Description
If a description was entered on the originating document, it will be automatically generated. This description will not print on forms.

· Header Text
This text will print before the line item on the award form.

· Footer Text
This text will print after the line item on the award form.

· Notes
These notes are similar to an electronic Post It note and do not print on the form.

Use the free form text field to write or edit a statement or clause.  You can also click Statements… and select from prepared information.  
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Figure 158 – Purchase Orders – Main – Summary 

Summary

The General Summary page displays all the information entered to date for this purchase orders. Each section can be edited by scrolling down the page and clicking Edit beside the section title, or by selecting the section on the Menu.

Notification icons can be used to add Reminder of Action Notifications without returning to the page the where the date is displayed.

Items
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Figure 159 – Purchase Orders – Items 

The Items page is comprised of two sections, the Purchase Order Information section discussed above, and the Items section that lists all line items that were selected when the purchase order was created or edited. The following column headings appear:

· Select
A blue box with an arrow indicates the item selected. Click on this box to select an item for editing.

· Item Number
Click on this hyperlink to select an item.

· Description
A description of the item.

· Option Item
Indicates whether the item / service will be exercised in future fiscal years. If not, it will be blank.

· Status
Status indicates if the item is active or inactive.

· Quantity
The quantity of the item included in this Purchase Order. This field will be blank for dollar type line items.

· Amount
The total dollar amount for this item included in this Purchase Order.

· Version
The version of the Purchase Order under which that item was added.

Depending upon the document status and your access rights, the blue toolbar may include:

· Add
Click to add an item

· Edit
Select a line item and click to make changes to the line item.

· Delete
Select a line item and click to delete an item from the award.

· Copy
Will copy the displayed line item and all it’s data. Useful when you need a similar item and only need to change a small amount of data.

· Renumber
Select to renumber the selected line item.

· Change Status
Select a line item and click to cancel or uncancel an item. The status will display as Active or Cancelled.

· View Form
Click to view the form selected in the Form Info section as it will print. The form cannot be changed or edited here.

· Open
Displays after a Purchase Order has been released. Information cannot be edited.
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Figure 160 – Purchase Orders – Items Creation Options

Click Add to add line items to the purchase order. The options available are:

· From Requisition
Opens the Create Purchase Order Item from Requisition page where available requisitions may be viewed and selected by line item or as a whole. Refer to Creating a Purchase Order From a Requisition, Solicitation or Duplication of Existing Purchase Order.


	OCI: If an award line item is associated with a requisition line item, then the requisition and requisition line item must be active in Oracle. In addition, the account code segments on the award must match the account code segments on the requisition. A requisition line item may only be used on one award line item. After the first award of the line item, the requisition line item is decommitted.


· From Solicitation
Opens the Create Purchase Order Item from Solicitation page where available solicitations may be viewed and selected by line item or as a whole. Refer to Creating a Purchase Order From a Requisition, Solicitation or Duplication of Existing Purchase Order.

· New
Creates an entirely new item. The Item General page will display.

· Duplicate Existing Purchase Order
Opens the Purchase Order Selection page where available existing contracts may be viewed and selected by line item or as a whole. Refer to Creating a Purchase Order From a Requisition, Solicitation or Duplication of Existing Purchase Order.
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Figure 161 – Purchase Orders – Item – General 

General

If New is selected, the Item General page displays. The following fields appear and must be completed:

· Item Number
Displays an automatically generated sequential number that may be edited. This field is required.


	OCI: Item (Line) numbers can be skipped in PRISM but will appear as $0 line items in Oracle.


· Sub Item Number / Sequence for Sub Number
A sub item number or a sequence for the sub number can be entered as needed. These items are not required.


	OCI: Sub Item Numbers are not available.


· User Product Code / User Product Code Description
Enter the appropriate code or click the lookup button to select a user product / service code. These codes are agency built for internal tracking and reporting. If Show User Product Code was checked during Agency Setup, this field will display. When a Code is selected, the User Product Code Description will be generated by PRISM, along with the Line Item Description and Unit of Issue if entered during System Setup. PRISM will not overwrite data previously entered in these fields.


	OCI: If entered, this code must match an Item in Oracle and be a valid code for the Inventory Organization on the award. The associated Product code must also match the Category for this item in Oracle. In addition, the Unit of Issue must be the one specified on the Item Master Table for this item. Select from the list provided.


· Description
A description of the item.


	OCI: This field is required. Duplicate line item descriptions are not allowed.


· Requisition Number / Solicitation Number
These fields will fill from the originating document number depending on the type used. They can be edited if necessary. Use the lookup button to select a document to associate with the open document. The Disassociate button will then display. Click to disassociate the requisition or solicitation.

· Product / Service Code
Enter the code for the product or service or click the lookup button to make a selection. Product / Service codes are the four character codes used to report to the Federal Procurement Data System (FPDS). PRISM is delivered with a database of current FPDS product codes.


	OCI: This item is required and must match a Category in Oracle.


· Product / Service Code Description
This description will be automatically generated when the Product / Service Code is entered.

· Contractor Proposal Amount
If the award was created from a bid, this field will automatically fill with the amount on the bid.

· Qualifier
Enter the qualifier for this item. If the item does not have a price, enter Not Separately Priced.


	OCI: Both line item types are supported. Dollar type line items are sent as ‘1 Each’ where the unit price is the total dollar amount.


· Calculate by Percent

If the accounting codes are not to be calculated by percent, de-select this checkbox.

· Line Item Type
Select the Line Item Type, Travel, Material, Labor, Freight, or Not Specified, from the drop-down list.

· Period of Performance
Automatically generated from the originating document and can be edited as necessary or click the calendar buttons to make a selection. Use the Notification icon to add Reminder of Action Notifications to this date.

· Quantity / Unit of Issue
Enter the quantity and the Unit of Issue or click the lookup button to make a selection. This is automatically generated from an originating document.


	OCI: The Unit of Issue must match a Unit of Measure in Oracle. Select from the list provided.


· Unit Price / Amount

Automatically generated from an originating document. 

Tool Bar

There are seven command buttons located on the toolbar when adding or editing line items. These buttons will appear on all pages. Which buttons are active is dependent on the status of the document and the number of line items.

· First
In a multiple line item document, this button will take you directly to the first line item

· Previous
Will take you to the line item just before the one you are viewing

· Next
Will take you to the next sequential line item

· Last
Will take you directly to the last line item 

· Add
Will add a new line item 

· Copy
Will copy the line item currently being viewed

· Delete
Will remove the line item currently being viewed

· Modify
Used when modifying a document, allows you to modify the line item

‘Go To’ Line Item Locator

When a user is in any Item page, a specific item in the document can be selected for review or editing. In Item Information, enter the desired Item Number, followed by the Sub Item Number if applicable. Click Go To. PRISM will display the requested Line Item.

A search cannot be based on a sub number alone. 
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Figure 162 – Purchase Orders – Item – Additional Info

Additional Information

The Additional Info section contains the following fields, some of which may be edited:

· Special Handling
If the item or service requires any special handling instructions click the lookup button and select from the list provided.

· Priority
You can specify the delivery Priority by clicking the arrow and selecting from the list. Priority designations are defined by your agency.

· Invoice Matching
Select from the list provided. Options include None, 2-Way, 3-Way or 4-Way. PRISM will default to None.

· GFP
When selected, this field indicates that the item is government furnished property. Money is not obligated on GFP line items.


	OCI: If selected, the line item will not be sent to Oracle.


· Inspection Required

Select this checkbox if an inspection is required for the item / service being ordered.

· Accountable Property

If your agency has an interface with an external inventory-tracking program, this checkbox is used to mark the line item for export to that program. If you do not have an interface, selecting the checkbox has no effect.

· Option Line Item
Select this checkbox if the item / service will be exercised in future fiscal years. This selection does not obligate / encumber money.


	OCI: If selected, the line item will not be sent to Oracle until the option is exercised.


· Anticipated Exercise Date / Number Days After Award
Select the appropriate option and enter the information as to when you expect the line item to be executed. Use the Notification icon to add or edit Reminder of Action Notifications to the Anticipated Exercise Date.

· Option Exercise Date

When the option is exercised, this field will activate and display the effective date of the line item.

· FOB / Origin City / Origin State
Enter the Free / Freight On Board (FOB) information. FOB Destination indicates the originator pays the costs. FOB Origin indicates the recipient pays the costs.

If FOB Origin is selected, the city and state must be entered.


· Security Classification
Select an item from the drop-down list. Visibility and requirement are based on a system switch.

· USSGL Trans Code

At the Federal level, this code may be mandatory.


· Custom Fields
A total of 40 custom fields can be setup at the Item level. Use the lookup button to make selections for each field. See your System Administrator for more information.
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Figure 163 – Purchase Orders – Item – Delivery Location / Accounting Detail

Ship To

The Ship To section also includes the Accounting section. If existing items were pulled from the originating document, they will automatically display on this page. Click Add or Edit to display the Delivery Location / Accounting Detail page. The following fields are included in the Ship To section:

· Ship To
Displays the code used to identify the address where a portion of the service or products is to be shipped. The lookup button displays a listing from the PRISM database. This information can be edited for this purchase order and will not change the PRISM database.


	OCI: Ship To locations are equivalent to Locations in Oracle and must be selected from the list.


· Mark For
Displays the code used to identify the ultimate location where the service or products should be delivered once they have been received at the Ship To location. The lookup button displays a listing from the PRISM database. This information can be edited for this purchase order and will not change the PRISM database.

· Quantity / Amount
Enter the quantity or amount for this ship to location. The line item qualifier determines the active field.

· Delivery Date / Days After Award
Enter either the delivery date or the number of days after contract award for delivery of the item, or use the calendar button. Use the Notifications icon to add Reminder of Action Notifications to the Delivery Date.

The Accounting section of the Delivery Location / Accounting Detail page contains a summary of items entered and Add, Edit, and Delete buttons. Click Delete to delete the selected item.
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Figure 164 – Purchase Orders – Item – Accounting Information Detail

Click Add or Edit to open the Accounting Detail page. The following fields display: 

· Accounting Data Method


	If Project Accounting has been installed for use by a financial interface by your agency, these radio buttons will display and allow the user to select whether they would like to generate the accounting data using project information, or whether they would like to enter accounting data directly in the account code segments. If Project Accounting is not set up by your agency, only the Accounting Information section will display.


When set to Account Code Segments, the lower portion of the page will only contain the Accounting Information section. This section always displays, even if Project Accounting is not installed.


	When set to Project Accounting, the lower portion of the page will also contain a Project Data section and the account code segment fields will be read-only. This section will only be available when Project Accounting has been installed.


· Accounting Information

· Accounting Code
Enter the Accounting Code for this line item or click the lookup button to select a code. On a new Accounting Information Detail page, when a User Product Code is assigned to the item, the account codes or segments set up in User Product Code Setup will fill the appropriate fields automatically, following the rules of whatever type of accounting information is being used.


	For OCI, a valid Account code in PRISM must match a valid combination in Oracle. Defaults can be specified based on A/C Combo or Alias. To facilitate the selection of a valid combination, A/C Combo has been added to provide a list of all valid Account Combinations in Oracle. To assist in Account Combination selection, a second button, Alias, provides a list of all the preset Alias combinations in Oracle. Click either button and select from the list provided.


· Percent
If the Calculate by Percent field was selected previously then a percent must be entered. The Amount and Quantity fields will be disabled.

· Quantity / Amount
Enter the quantity and amount covered under this accounting code in this purchase order.

· Obligated Amount
Displays money obligated / encumbered by this purchase.


· Uninvoiced
Displays that portion of the obligated / encumbered money not yet invoiced.

· Subject to Availability of Funds
Select this checkbox if the agency does not currently have the funding for the amount assigned to the accounting string. If selected, the value of this item will not obligate or encumber funds at the time of the award. This may be changed later on the award or by an amendment.

· Payment Office

Enter the code for the office where payment will be made, or click the lookup button and select from the list provided. Select Edit to make changes in the address. Changes made here will only affect this document and will not change the database.


When using Account Code Segments, if all information has been entered, click Calculate to calculate the amount to be charged to the accounting code. Clicking Submit will also calculate the code and return you to the Delivery / Location page.
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Figure 165 – Accounting Information Detail – Project Accounting

	· Project Data

· Project
Select a code using the lookup button. The code entered must match a valid Project code in the corresponding table. This is a required field.

· Task
Select a code using the lookup button. The code entered must match a valid Task code in the corresponding table. This is a required field.

· Expenditure Organization

Select an organization using the lookup button. The organization entered must match a valid Expenditure Organization in the corresponding table. This is a required field.


· Expenditure Type
Select an expenditure type using the lookup button. The type entered must match a valid Expenditure Type in the corresponding table. This is a required field.


· Expenditure Date
Enter an expenditure date using the calendar icon. If this is a requisition created from an APP, the date is pulled from the APP. Otherwise the default is the current date. This is a required field.


· Fund Override
Select from the Fund Override selection list given using the lookup button. The contents entered must match a valid value in the corresponding table. This field is agency specific and may not display. This is a required field when visible.


· BLI / Program Element

Select from the BLI / Program Element selection list given using the lookup button. The contents entered must match a valid value in the corresponding table. This field is agency specific and may not display. This is a required field when visible.


	When Project Accounting is selected, a new button displays, Generate and Clear. When Generate is selected, all (up to 30) account code segments are validated and if valid, generated. If no error is returned and the segments are generated, all fields in the Project Data section of the page become read-only. This button is only available when the document is In Progress. Once generated, the account code segments must be cleared before they can be generated again. Select Clear to clear the account code segments after they have been generated. All fields in the Project Data section return to read-write. This button is only available when the document is In Progress and the account code segments have been generated previously.

If the Accounting Data Method is changed after information has been entered, all data will be cleared. A warning will display giving you the option of continuing or canceling.

The Project Accounting account code segments are generated when the user leaves the Accounting Information Detail page provided all data entered is valid. Once generated, leaving the page again will not regenerate the code segments. Project Data cannot be changed on a Modification or a Requisition for Modification. To make changes, the item account record must be zeroed out and a new item account record created.

The Project Accounting account code segment will be brought forward to the Ship To page as a concatenated string in the Account Code column of the Accounting section. The code, in this format, will also display on the Item Summary page, and on all other pages where Account Code Segments previously displayed.

The Project Accounting Project Data fields will be brought forward to the Ship To  page as a concatenated string in the Project Data column. Project data will print, as a concatenated string, on all forms where accounting data prints, preceded by a ‘Project Data’ field label. Wherever possible, Project data will print with the accounting data in the Account Code block of the form. Where space does not permit or where there is no Account Code block on the form, Project data will print with each item in the form schedule. 

When Account Override is turned on for the Accounting and Appropriation Data block of a form Fill In, data entered by the user in the Account Override block will replace the concatenated account segments and concatenated project data elements in the printed form.
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Figure 166 – Purchase Orders – Item - Payment

Payment 

The information displayed in the Payment Terms section will be automatically generated from an originating document if entered, and can be edited. The following fields display:


· Percent / Days / Terms
Enter the requested information.


· Economic Price Adjust
If the item is subject to an Economic Price Adjustment (ECO), select this checkbox.


· Trade Discount
If a trade discount is available enter the amount here.

· Credit Amount
If there is a credit with the vendor enter the amount.

· Cost Avoidance
Enter the amount saved by using these terms.

· Variation Percent
Enter the percent the actual cost can vary from the estimated cost included in this document.
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Figure 167 – Purchase Orders – Item – Payment  - OCI

	OCI: Payment terms must match a set of payment terms in Oracle. Select from the list. The description and terms will be automatically generated.

· Name
Enter the name assigned to the payment terms to be used or use the lookup button to make a selection.


· Description
Enter a brief description of the payment terms. If you have made a selection from the Name list, the description will be automatically generated.
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Figure 168 – Purchase Orders – Item – Funding 

Funding

This page is used to enter funding amounts for line items that are incrementally funded. PRISM defaults with the Fully Funded checkbox selected, and amount automatically generated in Obligation Amount field. If this is true, nothing else is required.

If the line item is incrementally funded, select the Incrementally Funded Through checkbox and enter a date or use the calendar button. Use the Notification icon to add Reminder of Action Notifications to this date. 

In the Line Item section select the account code and enter the Incrementally Funded Amount. The additional fields are system-generated and cannot be edited.
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Figure 169 – Purchase Orders – Item – Discount 

Discount

The discount information will be automatically generated from the originating document if created from a solicitation and if the information was recorded on the bid for this vendor. You can edit this information as necessary. If an additional discount has been received from the vendor, click Add above the Discount section to open the Discount page. The following fields are available:

· Volume discount (by Price) / 
Amount discount (by Price) / 
Volume discount (by Percentage) / 
Amount discount (by Percentage)

Select the appropriate option button.

· From / To / Discount

Enter the minimum quantity in the From field, the maximum quantity in the To field. Enter the price discount in the Discount field.

· Notes
Any comments or notes about the discount can be entered here.

NOTE: The option buttons for discount type and the data entry fields will vary depending on the type of discount recorded earlier. If the vendor originally provided a discount by price and then offered a discount by quantity, you will have to modify the original purchase order and record the new discount.
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Figure 170 – Purchase Orders – Item – Warranty 

Warranty

The Warranty section of the Line Summary page will be automatically generated from the originating document if available. Click Add above the Warranty section in order to add or edit warranty information. The following fields display:

· Start Date
Enter the date the warranty begins, or use the calendar icon.

· No of Intervals
Enter how often the interval is to occur. For example, a copy machine will receive monthly cleanings for a year. The number of intervals will be 12, one for each month.

· Interval Type
From the example above, the interval type would be month. Select from the drop-down list. Interval types include: Day, Month, Year

· End Date
Automatically calculated based on start date and number of intervals.

· Type of Warranty
Select from the drop-down list.

· Description
Enter any additional information about the warranty.

When all information has been entered, click Calculate to calculate the End Date above. 
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Figure 171 – Purchase Orders – Item – Text

Text

Any existing information from the originating document will be automatically generated, except for Notes. This information can be edited or new information added. 

· Header Text
Enter any text that is to print above the item description.

· Footer Text
Enter any text that is to print after the line item description.

· Notes
Enter any general notes about the item. This information will not print.

· Inspection Text
Enter any unique information that will be carried forward and viewed at time of inspection.

Each item above contains a Statements… button that lists standard statements that may be used. Select from the list, or add new text.
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Figure 172 – Purchase Orders – Items – Suspense Items

Suspense Items

This section provides a complete list of all Suspense Items added at the Item Level for this item. This page is read-only for all but Full Access users. Multiple Suspense Items can be added to track activities associated with this line item. The following is an explanation of the column headings: 

· Select
Used to select an item for further action.


· Type
Indicates the type of Suspense Item, Deliverable (D), Task List (T), or Other (O). Suspense Items marked Task List will be automatically assigned to the Task List of the Responsible Party.


· Description
This is a description of the Suspense Item.


· Responsible Party
Displays the user selected as the Responsible Party.


· Due Date
Displays the date the Suspense Item is due.


· Actual Date
Displays the Actual date the Suspense was completed.
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Figure 173 – Purchase Orders – Items – Suspense Item Detail

Select Add Suspense Item to add a new suspense item at the Item Level. The pages that display when adding or editing a suspense item at the Item Level are identical to the pages that display when adding or editing suspense items at the Header Level. 

The following is an explanation of the available fields: 

· Type
Select the type of Suspense Item, Deliverable (D), Task List (T), or Other (O). Suspense Items marked Task List will be automatically assigned to the Task List of the Responsible Party.


· Description
Enter a description of the Suspense Item.


· Responsible Party
Use the lookup button to select the Responsible Party. The Name will be automatically generated.


· Due Date
Enter the date the Suspense Item is due. The calendar icon may be used. Click the Notification icon to add a notification for this date.


· Actual Date
Displays the Actual date the Suspense was completed. This date is automatically generated.

Suspense Items not marked Complete will remain read-write for a Full Access User through all stages of the award.
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Figure 174 – Purchase Orders – Item – Summary 

Summary

The Item Summary page displays all the information entered to date for this item. Each section can be edited by scrolling down the page and clicking Edit beside the section title, or by selecting the section on the Menu.

If Notification icons display on the Summary page, they can be used to add Reminder of Action Notifications to the date associated with the icon.

Validations

This option now appears on the Item menu as well as the Main menu. The functionality is the same. The purpose of adding the option here is to remind you to validate after each item. This system will keep your document validated each step of the way so you will not have many errors, if any, at each point of validation.

Vendor
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Figure 175 – Purchase Orders – Vendor 

Click Vendor to open the Vendor main page. Several new options will now display below Vendor on the Menu, Award, History, and for released documents, Performance.

The information on the Vendor main page is system-generated from the vendor database. The address information can be edited, but will apply only to this award and will not change the information in the PRISM vendor database.


	OCI: Only the fourth line of the Vendor Address can be edited.


If you have entered and saved separate addresses for the vendor, such as mailing, purchase order, and remit to, select an address and click Edit to display the Vendor Address page for editing, or click the hyperlink in the Address Code column. The Address Code indicates the particular address location selected for the Type of address displayed. More than one address location can be entered for each Type of address. The selected code can be changed on the Vendor Address page, as can the Contact Name to be used for this Address Code.

The vendor information in the other columns (Name, DUNS) is system-generated and cannot be edited on the Vendor Address page. 
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Figure 176 – Purchase Orders – Vendor Award

Click Award to display the Award-Vendor Information page. Additional information about the vendor receiving this award is displayed, including EDI and contact information. This information cannot be edited here.

Click History to display the history of this award. Print appears on the blue toolbar.

Vendor Performance
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Figure 177 – Purchase Orders – Vendor Performance

After a Purchase Order has been released, you can enter information about the performance of the selected vendor. A new selection, Performance will now display on the Menu beneath Vendor. The Vendor Performance page will display any existing entries. You can Add a new entry, Edit an existing entry, or Delete an existing entry. 

Select the Version, Quality and Timeliness from the drop-down lists. Enter any descriptive notes in the Notes field. All performance entries for this award will be displayed in the lower portion of the window.

Other Menu Options and Document Actions

This chapter includes the Menu options that are found only on purchase orders, or that differ in some way for purchase orders. For an explanation of Menu options not included here, please refer to the Common Operations section of this guide.

In addition, actions performed on documents, (printing, canceling, deleting, etc.) which do not differ for different document types, are also found in the Common Operations chapter of this guide.

 6 Blanket Purchase Agreements

Creating a BPA Setup
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Figure 178 – BPA Setup – Welcome 

A Blanket Purchase Agreement (BPA) Setup must be created before a BPA Call can be made against it. 

NOTE: Throughout this page, options on all drop-down lists can be made by tabbing to, or selecting the field, then clicking the first letter of the desired selection. If more than one selection starts with the same letter, continue clicking the letter until the correct option displays.

· Document Type
Select BPA. 

· Create From
Select from the list provided. Options include:
· New
Create an entirely new standalone BPA Setup.

· Existing BPA 
Opens the BPA Setup Selection page. Used to duplicate an existing BPA Setup where all or most information is the same.

· Reconstruct
Reconstruct a BPA Setup created outside PRISM.


· Requisition
Opens the Create BPA from Requisition page. You can enter specific Search Criteria in the appropriate text fields or you can conduct a general search by clicking Display. Available Requisitions will appear in the lower section. Select the document you want to use by clicking the hyperlink.

· BPA Order Numbering Options
Select the appropriate numbering option. The above figure would indicate either numbering setup #2 is in force, or that no mask has been created for this type of document.


· Mandatory System Generated Numbering 
Agencies can require a system-generated number. If this is true, only the System Generated checkbox will display and you must select a Mask from the drop-down list. A mask is a way your agency can control the formatting of document numbers. It saves you time and ensures consistency and accuracy for the agency. Your System Administrator sets up masks.

· Mandatory-Manual Numbering 
Agencies can require a manual number. If this is true, only the Manual Entry box will display. You must type in a number and click OK.

· Optional Numbering 
Agencies can allow both options. In this case, PRISM defaults with the System Generated checkbox selected. If a manual number is desired, you must select Manual Entry and type the number in the Manual Entry field.

· Auto Numbering 
PRISM will automatically number the document based on your agency rules. The numbering page will never be seen.

· Section Template
Select from the drop-down list. The availability of this option, and the selections available will change according to selections made for Create From. If Create From is New, APP, Reconstruct or Requisition, None or Select New are available. When Solicitation is selected, a third option, From Solicitation, is available. When Existing Purchase Order is selected, this option will not display, as the templates will be copied from the original document.

If Select New is chosen, the Clause Template Selection page will display. 

Select Continue to create the new document, or Cancel to return to the Main menu. The appropriate page for the selected document type will open.

NOTE: There are no line items on a BPA Setup, only on a BPA Call.

If From Requisition is selected, you can search by Requisition Number, Requisitioner or Release Date Range. The following fields also display:

· Buyer
If the currently logged in User has the role of Buyer in their profile, their User ID will default into Buyer. You can use the lookup button to select from the Buyer selection list. If populated, only requisitions assigned to the specific buyer will be retrieved.

· Originating Office
You can enter an Originating Office or use the lookup button to select from the list provided. A blank equates to all Originating Offices.

· Site and Site Filter
You can select a Site and a Site Filter. The Site will default to the currently logged-in user’s site. You can enter a different site or use the lookup button to select from the list. You can further choose to include documents from the Current Site, Related Sites, or All Sites. The Current Site is the default. The Site selected is considered the Current Site. In this way the two fields work together, Site controlling which site is Current or which are Related.

Make a selection by clicking the hyperlink in the Select column.

Main
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Figure 179 – BPA Setup – Main – General 

The BPA Setup main page will be displayed with General selected. The BPA Setup main page contains four sections, a Menu to the left, a blue toolbar at the top, the BPA Setup Information section below the toolbar, and a lower section that changes according to the selection made on the Menu. 

The BPA Setup Information section is automatically generated and cannot be edited. It contains the following fields: 

· BPA Setup Number

The previously assigned number identifying this BPA setup.
· Stage
The present stage of development.

· Version
The version of the award presently displayed. The drop-down list can be used to select another version if available.

· Net View
If this checkbox is selected, information from all versions of the award will be displayed.

General

The General Information section consists of the following fields. Any information available from a requisition or duplication will be automatically generated. Manually fill in any missing data or edit existing data as appropriate. 

· Owner
This is a system-generated field displaying the owner of the document.


· Requisition Number

If created from a requisition, the number of that requisition.

· GSA Contract Number
Enter the GSA Contract Number if applicable.

· Award Date / Effective Date
These fields will automatically fill with the current date. To change, click the calendar button and select the proper date.

· Admin Office / Issuing Office
These fields will automatically fill from the originating document if available. If not available and default addresses have been set up for your user ID, these addresses will be used. Use the look up button to select, or Edit to edit. 


NOTE: Any changes to the Admin Office or Issuing Office address will only change it for this BPA. It does not affect the PRISM database.

· Vendor
Use the lookup button to select a vendor.

· Buyer
The buyer will automatically fill from the originating document if available. Click the lookup button to change or select as necessary.

· Contracting Officer

Click the lookup button and select from the listing provided.

· Contracting Officer Representative
Click the lookup button and select from the list provided.

· Administrative Contracting Officer
Click the lookup button and select from the list provided.

· Period of Performance
If required enter the starting and ending dates in the appropriate fields, or click the calendar buttons to select. Use the Notification icon to add Reminder of Action Notifications to this date.

· Security Classification
Select an item from the drop-down list. Visibility and requirement are based on a system switch.

Depending upon the document status and your access rights, the blue toolbar may include:

· Route
Click to create or select a route. Refer to Routing Lists section of Inbox, Preferences, and Documents manual for further information.

· Release
Click to release the award.

· View Form
Click to display the form so that you can see it as it will be printed. You cannot edit any information.

· Delete
Awards that are still In Progress can be deleted. Open the award and click Delete.

· Modify
Displays after BPA is released. Used to make changes by creating a modification.

· Closeout
Available after a BPA is released.

· Cancel
Displays after a BPA is released. Refer to Canceling an Award.

· Approve / Disapprove

Allows approver on routing list to approve or disapprove documents.

· Reopen
Allows an approved or disapproved document to be reopened. The document is returned to the Pending status. Comments can be added as to why the document was reopened. These comments are required for approved documents, not required for disapproved documents.

· FPDS
Opens the FPDS Report Selection page where you can begin the FPDS reporting process. See the FPDS module of this workbook for further information.
· Renumber
Opens a page where the document can be renumbered.

· Mark As Completed
Appears only on released documents. Select to change the status of the base document and all its versions from Released to Complete. Changing the status of the document will prevent any further actions to that document while the contract specialist prepares the document for Closeout.
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Figure 180 – BPA Setup – Main – Additional Info

Additional Information

The Additional Info section contains the following fields, some of which may be edited:

· Site
Defaults with the site the originator is assigned to, can be edited if necessary.

· BPA Expiration Date

Enter the expiration date or use the calendar button.

· NTP / Vendor Signed On
Enter the Notice to Proceed (NTP) date, or the date the vendor signed the contract either manually or using the calendar provided.

· Project ID / Project Title
If a project is associated with this award enter the ID and Title as appropriate.

· Confirmed With
If the BPA Setup was verbally confirmed with the vendor, enter the name of the vendor contact. If this field is used, the statement “Confirming Order Do Not Duplicate” will be printed at the top of the BPA Setup.

· Subsistence
If the award is for subsistence, select this checkbox.

· Ref Your Text
If a quote or other information needs to be referenced, enter it in this field. This information will print on the purchase order form.

· NAICS Code
Enter the NAICS code or click the lookup button and make a selection.

· Size Standard
Read-only field that displays the size standard for the NAICS code selected above.
· Originating Office
Enter the originating office or use the lookup button to make a selection. 

· Is this an IT-related purchase?
Select Yes or No from the drop-down list.

The Preferences section contains:

· SBA Contract Number
If appropriate, enter the SBA Contract Number.


· Custom Fields
A total of 40 custom fields can be setup at the Header level. Use the lookup button to make selections for each field. See your System Administrator for more information.
NOTE: Depending on your agency setup, a Payment Office field may be displayed. If so, click the lookup button and select the appropriate office from the list provided.
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Figure 181 – BPA Setup – Main – Text 

Text

The Text section contains the following fields:

· Description
A general description of the award may be entered. This information will not print on the award form.

· Header Text
This information will print as a header on the form.
· Footer Text
This will print as a footer on the form.

· Notes
Enter text that will not print on any form.

Enter text directly into the field shown. Each type of text has a Statements… button that will display standard choices for the item. A listed option may be selected, or original text may be added in the box provided. Make a selection on the menu or toolbar to save your data.
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Figure 182 – BPA Setup – Main – Limits 

Limits

Spending limits can be set for a BPA and the calls against the BPA. 

The Limits section displays the following, which may be edited:

· Minimum Amount per Call / Maximum Amount per Call
If there is a minimum or maximum amount for the call, enter them in the Minimum amount Per Call and Maximum Amount Per Call fields. If an amount is not entered, there is no limit on the calls 

· Total Amount of Calls Not to Exceed
Enter the value of the BPA Setup in the Total Amount of Calls Not To Exceed field.

NOTE: Depending on your agency setup, additional fields may be displayed. Contact your System Administrator for details on these fields.
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Figure 183 – BPA Setup – Main – Summary 

Summary

The General Summary section displays all the information entered to date. Each subsection can be opened by clicking Edit beside the section name, or by selecting the section on the menu.

Vendor
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Figure 184 – BPA Setup – Vendor 

This tab provides general information about the vendor, and pre-fills from the vendor database. Depending on your agency settings, the information provided may or may not be edited. Edited information will apply only to this award and will not change the information in the PRISM vendor database. You may enter and save multiple addresses for the vendor. Select an Address Code and click Edit, or click the hyperlink in the Address Code column to make changes.

Creating a BPA Call
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Figure 185 – BPA Calls – Creation Options

Once a BPA Setup has been created and released, Calls can be issued against it. Select Create Document on the Welcome page menu to open the Document Create page. 

· Document Type
Select BPA Call. 


· BPA Number
Use the lookup button to select the BPA this Call will be against.

· Create From
Select from the list provided. Options include:
· New
Create an entirely new standalone BPA Call.

· Existing BPA 
Opens the BPA Call Selection page. Used to duplicate an existing BPA Call where all or most information is the same.

· Reconstruct
Reconstruct a BPA Call created outside PRISM.


· Requisition
Opens the Create BPA Call from Requisition page. You can enter specific Search Criteria in the appropriate text fields or you can conduct a general search by clicking Display. Available Requisitions will appear in the lower section. Select the document you want to use by clicking the hyperlink.

· BPA Call Numbering Options
Select the appropriate numbering option. See Purchase Orders above for a discussion of Numbering Options.

· Section Template
Select from the drop-down list. The availability of this option, and the selections available will change according to selections made for Create From. If Create From is New, Reconstruct or Requisition, None or Select New are available. When Existing BPA Call is selected, this option will not display, as the templates will be copied from the original document.

If Select New is chosen, the Clause Template Selection page will display. 

Select Continue to create the new document, or Cancel to return to the Main menu. The appropriate page for the selected document type will open.

Creating a BPA Call from a Requisition

When selecting From Requisition, you can search for a specific requisition by entering its requisition number, the requisitioner, buyer, or the site in the appropriate field. You can further refine your search by searching between certain dates. The following fields also display to refine your search:

· Buyer
If the currently logged in User has the role of Buyer in their profile, their User ID will default into Buyer. You can use the lookup button to select from the Buyer selection list. If populated, only requisitions assigned to the specific buyer will be retrieved.

· Originating Office
You can enter an Originating Office or use the lookup button to select from the list provided. A blank equates to all Originating Offices.

· Site and Site Filter
You can select a Site and a Site Filter. The Site will default to the currently logged-in user’s site. You can enter a different site or use the lookup button to select from the list. You can further choose to include documents from the Current Site, Related Sites, or All Sites. The Current Site is the default. The Site selected is considered the Current Site. In this way the two fields work together, Site controlling which site is Current or which are Related.

Once the information you desire to use has been entered, click Display. 

All valid documents available in PRISM will appear, with the following hyperlinks. 

· Selected Line Items 
Click to display all line items in the selected document in the Line Item Selection section at the bottom of the page. Select the checkbox to the right of the desired items and click Create to create the call, or Cancel to return to the Welcome page. 

Select All will select all line items in the Line Item Selection section. The action button will then become Deselect All and will perform the opposite action. Click Create to create the call.

Click Create without selecting any line items to create a call associated with the requisition, but without any line items coming forward.

Whether you have chosen to create a BPA Call from a requisition, or duplication of a prior BPA Call, or selected New on the Create BPA Call page, the Create BPA Setup page will now display. What is displayed on this page is dependent on your agency setup. Please refer to BPA Setup Numbering earlier in this chapter.
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Figure 186 – BPA Calls – Main – General 

The BPA Call Information section of the BPA Call General Information page contains basic information about the setup. For a new BPA Call the Status will be In Progress, the Procurement Stage will be Award, the Version will be Base. The Number of Items, Total Amount, and Obligation fields are system-generated. None of these items can be edited here.

The lower General Information section consists of the same fields found in the Creating a BPA Setup. Any information available from a requisition or duplication will be automatically generated. Manually fill in any missing data or edit existing data as appropriate. 

The vendor information on a Call is automatically generated from the BPA Setup, and cannot be changed except by modification to the BPA Setup. All other information may be edited as necessary, and is developed the same way as a BPA Setup.

Make a selection on the menu or toolbar to save your data. PRISM runs validation checks on the data you are submitting and warns of any errors or missing information. All errors must be corrected before the information can be submitted to PRISM. When completed, the BPA Call main page will display.

Items
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Figure 187 – BPA Calls – Items 

There are only two differences between options found on a BPA Setup and a BPA Call. A BPA Setup does not include Items, and after releasing the award, Performance will display under Vendor on the Menu.  Click Items to open the Items page. If the Call was created from a requisition or duplication, all line items included will be displayed in the Items section. 
The blue toolbar may include:

· Add
Click to add a line item.

· Edit
Select an item and click to edit.

· Delete
Select an item and click to delete.

· Copy
Select an item and click to copy. Useful when adding a line item very similar to another already added.

· Renumber
Used to renumber the selected item.

· Change Status
Select an item and click to change its status (Active or Canceled).

· View Form
Click to view the form selected under Form-Info. The form, or information on the form cannot be changed here.

The following column headings display in the Items section:

· Select
Click to select the item for further action.

· Item Number
A hyperlink, and a system-generated number. Use to go directly to Edit.

· Description
A brief description of the item.

· Option Item
Indicates whether the item or service will be exercised in future fiscal years. If not, it will be blank.

· Status
Indicates if the item is Active or Cancelled.

· Quantity
The quantity awarded under this Call.

· Amount
The amount awarded under this Call.

· Version
The version of the call under which this item was added.
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Figure 188 – BPA Calls – Line Item Creation Options

Click Add to add line items to the BPA Call. The page that opens includes the following options:

· From Requisition
Opens the Create BPA Call Item from Requisition page where available requisitions may be viewed and selected by line item or as a whole. Refer to Creating a BPA Call from a Requisition above.

· New
Creates an entirely new item. The Item General page will display.

General
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Figure 189 – BPA Calls – Item – General 

If New is selected, the Item General page displays. The following fields appear and must be completed:

· Item Number
Displays an automatically generated sequential number that may be edited. This field is required.

· Sub Item Number / Sequence for Sub Number
A sub item number or a sequence for the sub number can be entered as needed. These items are not required.

· Requisition Number / Solicitation Number
Automatically generated fields from the originating document. It can be edited if necessary.

· Product / Service Code
Enter the code for the product or service or click the lookup button to make a selection. Product / Service codes are the four character codes used to report to the Federal Procurement Data System (FPDS). PRISM is delivered with a database of current FPDS product codes.

· Product Service Code Description
The description will be automatically generated based on the selection made in the Product / Service Code field.

· User Product Code / User Product Code Description
Enter the appropriate code or click the lookup button to select a user product / service code. These codes are agency built for internal tracking and reporting. If Show User Product Code was checked during Agency Setup, this field will display. When a Code is selected, the User Product Code Description will be generated by PRISM, along with the Line Item Description and Unit of Issue if entered during System Setup. PRISM will not overwrite data previously entered in these fields.


· Description
A description of the item.

· Item is Priced / Unpriced
Select the proper option.

· Contractor Proposal Amount
If the award is created from a bid, this field will automatically fill with the amount of the bid.

· Qualifier
Enter the qualifier for this item. If the item does not have a price, enter Not Separately Priced.

· Unit of Issue
Enter the Unit of Issue or click the lookup button to make a selection.

· Quantity / Unit Price / Amount
Automatically generated from the originating document. These fields will vary depending on the type of award being created. 

· Line Item Type
Select the line item type, Travel, Material, Labor, Freight or Not Specified from the drop-down list.

· Calculate by Percentage
If the accounting codes are to be calculated by percentage select this checkbox.

· Period of Performance
Automatically generated from the originating document and can be edited as necessary or click the calendar buttons to make a selection. Use the Notification icon to add Reminder of Action Notifications to this date.

Tool Bar

There are seven command buttons located on the toolbar when adding or editing line items. These buttons will appear on all pages. Which buttons are active is dependent on the status of the document and the number of line items.

· First
In a multiple line item document, this button will take you directly to the first line item

· Previous
Will take you to the line item just before the one you are viewing

· Next
Will take you to the next sequential line item

· Last
Will take you directly to the last line item 

· Add
Will add a new line item 

· Copy
Will copy the line item currently being viewed.
· Delete
Will remove the line item currently being viewed

· Modify
Used when modifying a document, allows you to modify the line item

‘Go To’ Line Item Locator

When a user is in any Item page, a specific item in the document can be selected for review or editing. In Item Information, enter the desired Item Number, followed by the Sub Item Number if applicable. Click Go To. PRISM will display the requested Line Item.

A search cannot be based on a sub number alone. 
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Figure 190 – BPA Calls – Item – Additional Info

Additional Information

The Additional Info section contains the following fields, some of which may be edited:

· Special Handling
If the item or service requires any special handling instructions click the lookup button and select from the list provided.

· Priority
Select the delivery priority by clicking the arrow and selecting from the list.

· Invoice Matching
Select from the list provided. Options include, None, 2-Way, 3-Way or 4-Way.

· GFP
If the item or service is Government Furnished Property (GFP) select this checkbox.

· Inspection Required
Select this checkbox if an inspection is required for the item or service being ordered.

· Accountable Property
If your agency has an interface with an external financial tracking program, this checkbox is used to mark the line item for export to that program. If you do not have an interface, selecting the checkbox has no effect.

· Option Line Item
Select this checkbox if the item or service will be exercised in future fiscal years. This selection does not obligate or encumber money.

· Anticipated Exercise Date / Number Days After Award
Select the appropriate option and enter the information. Use the Notification icon to add Reminder of Action Notifications to the Anticipated Exercise Date.

· Option Exercise Date
When the option is exercised, this field will activate and display the effective date of the line item.

· FOB
Enter the Free On Board (FOB) information. FOB Destination indicates the originator pays the costs. FOB Origin indicates the recipient pays the costs.

· Origin City / Origin State
If FOB Origin is selected, the city and state must be entered.


· Security Classification
Select an item from the drop-down list. Visibility and requirement are based on a system switch.

· USSGL Trans Code
At the Federal level, this code may be mandatory.

· Custom Fields
A total of 40 custom fields can be setup at the Item level. Use the lookup button to make selections for each field. See your System Administrator for more information.
Ship To

The Ship To option also includes the Accounting section. Both sections are identical to Purchase Orders. Please refer to the Purchase Order chapter of this guide.

Payment

The Payment option is identical to Purchase Orders. Please refer to the Purchase Order chapter of this guide.

Funding

The Funding option is identical to Purchase Orders. Please refer to the Purchase Order chapter of this guide.

Discount

The Discount option is identical to Purchase Orders. Please refer to the Purchase Order chapter of this guide.

Warranty

The Warranty option is identical to Purchase Orders. Please refer to the Purchase Order chapter of this guide.

Text

The Text option is identical to Purchase Orders. Please refer to the Purchase Order chapter of this guide.

Summary

The Summary option is identical to Purchase Orders. Please refer to the Purchase Order chapter of this guide.

Validations

The Validations option at the Item level provides a summary of errors and warnings PRISM discovers for the open item. Error messages must be corrected before the document can be routed. Warnings are informational only and can be corrected at your discretion. To correct either, click the hyperlink in the Location column. PRISM will return you to the page where the error is located. After correcting the error or warning, click Validations again to correct the next one or to test that your change fixed the problem. 

Correcting validation warnings at the item level as the document is created will shorten the validation process and make final release of the document much easier.

Suspense Items

Adding or editing Suspense Items at the Item level is identical to adding or editing Suspense Items at the Header level. Please refer to the Purchase Order or the Common Operations chapter of this guide.

Other Menu Options and Document Actions

This chapter includes the Menu options that are found only on BPAs, or that differ in some way for BPAs. For an explanation of Menu options not included here, please refer to the Common Operations chapter of this guide. In addition, actions performed on documents, (printing, canceling, deleting, etc.) that do not differ for different document types are also found in the Common Operations chapter of this guide.

 7 Delivery / Task Orders

Creating a Delivery / Task Order

Delivery Orders / Task Orders are purchases of supplies or services made against large contracts.


	Delivery/Task Orders are created in PRISM and sent to Oracle. If the order is created against a contract in PRISM, it is sent to Oracle as a release. The order number must be numeric. Order Number 9999 is a reserved order number.

Delivery/Task Orders created in PRISM against an external contract are sent to Oracle as a standard purchase order against a Contract Purchase Agreement (CPA). The order number is the PO number and the contract number appears in the Contract field. The order number must be unique with PRISM, not just unique within the parent contract.
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Figure 191 – DO / TO – Creation Options

· Document Type
Select Deliver / Task Order. 


· Contract Number
A Delivery / Task Order can be created based on a PRISM contract, or to support a non-PRISM contract such as a GSA contract. Check the External Contract box and enter a number in the field below, or use the lookup button provided to select a PRISM Contract Number. If External Contract is checked, the lookup button will not display.


· Create From
Select from the drop-down list. Options include:


· New
Creates an entirely new delivery / task order.


· APP
Creates a delivery / task order based on an APP. The APP Selection page will display.

· Existing Delivery / Task Order
This option is used to duplicate an existing delivery / task order and save data entry time.  All data carried forward can be edited.  It is useful when you create a recurring contract.  If this option is selected, the Delivery / Task Order Selection page will display.

· Reconstruct
This option is used to reconstruct an existing delivery / task order.


· Requisition
Opens the Create Delivery Task Order from Requisition page. 

· Requisition for Delivery / Task Order

Opens the Create Delivery Task Order from Req for DO page.

· Solicitation
Opens the Create Delivery Task Order from Solicitation page.

The primary difference between using an existing requisition, solicitation, or existing delivery / task order or requisition for delivery / task order and a new delivery / task order is that line items from the existing documents can be used in the new delivery / task order, whereas in a new delivery / task they must be added individually.

· Delivery / Task Order Numbering Options
Select the appropriate numbering option. See Purchase Orders above for a discussion of Numbering Options.


	OCI: NOTE: If the order is created against a contract in PRISM, the order number must be numeric. Order Number 9999 is a reserved order number.

If the order is created against an external contract the order number is the PO number and the contract number appears in the Contract field. The order number must be unique with PRISM, not just unique within the parent contract.


· Section Template
Select from the drop-down list. The availability of this option, and the selections available will change according to selections made for Create From. If Create From is New, APP, Reconstruct, Requisition or Requisition for Delivery / Task Order, None, Select New, and From Contract are available. When Solicitation is selected, None, Select New, From Contract, and From Solicitation are available. When Existing Delivery / Task Order is selected, this option will not display, as the templates will be copied from the original document.

If Select New is chosen, the Clause Template Selection page will display. 

Select Continue to create the new document, or Cancel to return to the Main menu. The appropriate page for the selected document type will open.

Creating a Delivery / Task Order From a Requisition, or Requisition for Delivery / Task Order

When creating a document from an existing Requisition or a Requisition for a Delivery / Task Order, you can search for a specific requisition, or delivery / task order by entering its requisition number, the requisitioner, or the site in the appropriate field. You can further refine your search by searching between certain dates. If Requisition is selected, a search can also be made on one or more of the following additional fields:

· Buyer
If the currently logged in User has the role of Buyer in their profile, their User ID will default as Buyer. You can use the lookup button to select from the Buyer selection list. If populated, only requisitions assigned to the specific buyer will be retrieved.

· Originating Office
You can enter an Originating Office or use the lookup button to select from the list provided. A blank equates to all Originating Offices.

· Site and Site Filter
You can select a Site and a Site Filter. The Site will default to the currently logged-in user’s site. You can enter a different site or use the lookup button to select from the list. You can further choose to include documents from the Current Site, Related Sites, or All Sites. The Current Site is the default. The Site selected is considered the Current Site. In this way the two fields work together, Site controlling which site is Current or which are Related.

Once the information you desire to use has been entered, click Display. 

All valid documents available in PRISM will appear, with the following hyperlinks. 

· Select Line Items 
Click to display all line items in the selected document in the Line Item Selection section at the bottom of the page. Select the checkbox to the right of the desired items, or Select All to select all items, and click Create to create the Delivery / Task Order. Whenever Select All is selected, the button becomes Deselect All and is available to reverse the selection procedure if necessary. Click Cancel to return to the Welcome page without creating a Delivery / Task Order. 
	OCI: A requisition line item may only be used on one award line. After the first award of the line, the requisition line is decommitted.


Whether you have chosen to create a delivery / task From a Requisition, Requisition for Delivery / Task Order, or an Existing Delivery / Task Order, or selected New on the New Delivery / Task Order Creation Options page, the Create New Delivery / Task Order page will now display. What is displayed on this page is dependent on your agency setup. Please refer to Purchase Order Numbering in the Purchase Order chapter of this guide.

	OCI: NOTE: If the order is created against a contract in PRISM, the order number must be numeric. Order Number 9999 is a reserved order number.

If the order is created against an external contract the order number is the PO number and the contract number appears in the Contract field. The order number must be unique with PRISM, not just unique within the parent contract.


Creating a Delivery / Task Order From a Solicitation

When selecting a Solicitation to use to create a Delivery / Task Order, the following search tools are available. 

· Solicitation Number
If you know the number of the solicitation you want, enter it here. 


· Site
Enter the Site Code for the site desired. The default is the site the user is logged into. The selection here affects the Include Documents From filter as the site specified is the Current Site and Related Sites become those related to the specified site.


· Buyer
Enter the buyer code if you know it, or use the lookup button provided.


· Issue Date Range
If you know approximately when the solicitation was issued, enter it here. Dates can be entered directly or selected by clicking the Calendar icon. 


· Sort by
Specify how the results should be sorted. Options include Solicitation Number, Buyer (Name) and Issue Date. 


· Max Results
To speed the search, you can limit the number of results returned to a maximum. Options include 100, 200, 300, 400 and 500.


· Results per Page
Specify here how many delivery/task orders per page should be displayed. Options include 5, 10, 15 and 20. 


To display a selection list, set the search criteria and click Display. All valid documents available will appear with the following hyperlinks:

· SOL Line Item
Click the Y to view all line items from the solicitation in the Line Item Selection section below. Prices given will be the estimated prices entered on the solicitation. In the Line Item Selection section, select the items you wish to include or click Select All, then Create to create the award. When Select All is selected, the button immediately becomes Deselect All and is available to reverse the selection procedure.


· Bid Line Item
Click the Y in this column to display the solicitation line items by bidder. The Line Item Selection section will include a Choose Bidder drop-down list. Select the desired bidder and all line items that he bid will be displayed. Prices displayed will be those bid. In the Line Item Selection section, select the items you wish to include or click Select All, then Create to create the award. When Select All is selected, the button immediately becomes Deselect All and is available to reverse the selection procedure.

Main

The Delivery / Task Order main page contains four sections, a Menu to the left, a blue tool bar at the top, the Delivery / Task Order Information section below the tool bar, and a lower section that changes according to the selection made on the Menu. 
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Figure 192 – DO / TO – Main – General     

The Delivery / Task Order Information section is automatically generated and cannot be edited. It contains the following fields: 

· Order Number
The previously assigned number identifying this delivery / task order.

· Number of Items
The number of items included in the delivery / task order.

· Contract Number
The number of the contract under which this delivery / task order is written.

· Stage
The present stage of development of the order.

· Total Amount
The total value of this order

· Version
The version of the order presently displayed. The drop-down list can be used to select another version if available.

· Net View
If more than one version of the document exists, PRISM can combine the results and offer a Net View. This means that if Net View is turned On, the Number of Items and the Total Amount fields will be based on all versions of the document. If Net View is turned off, only the data related to the current open document will display. Net View can be turned on or off by clicking Net View On on the General page. If there are not multiple versions of the document, the Net View button will not be displayed and the setting will be Off.
· Obligation
The total funds that will be obligated / encumbered for this order.

General

PRISM Web defaults with General selected on the Menu. The bottom portion of this page is called the General Information section.  It provides specific information about the award and the line items associated with it.

· Owner
This is a system-generated field displaying the owner of the document.


· Requisition Number

System-generated with the associated requisition number. If line items are added to this award from multiple requisitions, this list will contain all of the requisition numbers.

· Award Date
Pre-fills with the current date. You can manually change the date or use the lookup calendar to select a new date.

· Admin Office / Issuing Office
System-generated from the originating document if available. If incorrect for the purposes of this award, click Edit and make the necessary changes, or click the lookup button and select from the list. This does not change the database, only this award.

· Invoice Office
Enter the office where the invoice should be sent or click the lookup button to select from the list.

· Vendor
If created from an external contract, click the lookup button to select from the list. The vendor will fill from the contract if created from a PRISM contract, and cannot be changed unless the contract is modified. 

· Buyer
Pre-fills from the originating document. Can be edited by clicking the lookup button. This is the person who will make purchases later on in the procurement cycle.  Depending upon your access / authority rights, you may or may not have the ability to edit this field.

· Contracting Officer

Click the lookup button and select the contracting officer for this award. 


	OCI: This must be an active Oracle user and must also be a valid agent in Oracle.


· Contracting Officer Representative
This item may fill with the Technical Point of Contact from the requisition, solicitation or contract if available. Use the lookup button to enter or change.


· Administrative Contracting Officer
Click the lookup button and select the administrative contracting officer for this award. 


· Primary Product / Service Code
Enter the Primary Product / Service Code or use the lookup button to select. Product / Service codes are the four character codes used to report to the Federal Procurement Data System (FPDS). PRISM is delivered with a database of current FPDS product codes.


	OCI: This code is required and must match a category in Oracle Master Inventory.


· Period of Performance
If a period of performance is required for this award, you can manually enter the dates or use the appropriate lookup button to select a date from the calendar. Use the Notifications icon to add Reminder of Action Notifications to this date.


· Security Classification
Select an item from the drop-down list. Visibility and requirement are based on a system switch.


Depending upon the document status and your access rights, the blue toolbar may include:

· Route
Routes the document for review / approval. Prompts will guide you through the process of creating a route list, entering notes, etc. The Change Route button does not display when this button is present. Refer to Routing Lists section of the Inbox, Preferences, and Documents Module for further information.

· Change Route
Allows you to change the current document route. The originator of the route can add, delete or change the order of receipt for any user who has not yet received the document. Reviewers / approvers can add people to the route, adjust the order of receipt, or delete themselves. The Route button does not display when this button is present.

· Self Approve
Allows the user to self approve the document without routing, if you have this right in your user profile. 

· Release
Releasing the document makes it available to move to the next stage of procurement. 

Note: Once the document is released, the Status in the Delivery / task Order Information area will change to Released. No changes can be made to a released document. If changes are required, create a modification. If you have questions about how to handle a delivery / task order that may have been released in error, see your System Administrator.

· View Form
Displays the data on the agency's actual contract form. The document can also be printed from this area. 

· Mark Reviewed
If you to mark the document reviewed it can continue its route. It does not indicate that the document was either approved or disapproved. 

· Modify
Displays after a Delivery / Task Order is released. Click to create a modification.

· Closeout
Displays after a Delivery / Task Order is released. Click to close out the Delivery / Task Order.

· Cancel
Displays after a Delivery / Task Order is released. Click to cancel the award.

· Delete
Click to delete the Delivery / Task Order.

· Approve / Disapprove
Allows approver on routing list to approve or disapprove documents.

· Reopen
Allows an approved / disapproved document to be reopened. The document is returned to the Pending status. Comments can be added as to why the document was reopened. These comments are required for approved documents, not required for disapproved documents.


· FPDS
Opens the FPDS Report Selection page where you can begin the FPDS reporting process. See the FPDS module of this workbook for further information.


· Renumber
Opens a page where the document number can be changed.


· Mark As Completed

Appears only on released documents. Select to change the status of the base document and all its versions from Released to Complete. Changing the status of the document will prevent any further actions to that document while the contract specialist prepares the document for Closeout.
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Figure 193 – DO / TO – Main – Additional Info

Additional Information

The Additional Info section contains the following fields:

· Site
Fills with the originating document’s site. Fills with the site the current user is assigned to if the originating document is external.  Use the lookup button to edit if necessary.

· NTP / Vendor Signed On
Enter either the date the Notice to Proceed (NTP) was signed or the date the vendor signed the award

· Confirmed With
If the award was verbally confirmed with the vendor, enter the name of the contact. If used, the statement “Confirming Order Do Not Duplicate” will be printed at the top of the delivery / task order form

· Subsistence
If this award is for subsistence, select this checkbox

· Reference Your Text

Enter if a quote or other information needs to be referenced for this award. This information will print on the order form after the statement “Reference”

· NAICS Code
Enter the NAICS code or click the lookup button and make a selection.


· Size Standard
Read-only field that displays the size standard for the NAICS code selected above.

· Payment Office / Originating Office
Use the lookup button to select the appropriate office for each field.

· Is this an IT-related purchase?
Select Yes or No from the drop-down list.

· Preferences
If appropriate, enter the SBA Contract Number.

· Custom Fields
A total of 40 custom fields can be setup at the Header level. Use the lookup button to make selections for each field. See your System Administrator for more information.
	OCI: 

· Inventory Org
	This must be a valid Inventory Organization in Oracle and is required. Select from the list provided.


NOTE: Additional agency defined fields may appear on this page. Contact your System Administrator for definition of these fields.
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Figure 194 – DO / TO – Main – Text 

Text

The Text section contains the following fields. Each field has its own Statements… button that can be used to select from a list of pre-determined statements. These statements can be edited.

· Description
If a description was entered on the originating document, it will fill. Select Edit to add or change. This description does not print on forms.

· Header Text
Click Edit to enter any header text. This text will print before the line items on the award form.

· Footer Text
Click Edit to enter any footer text. This text will print after the line items on the award form.

· Notes
Click Edit to enter any notes for this line item. These notes do not print on the form.
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Figure 195 – DO / TO – Main – Summary 

Summary

The Summary option displays all the information entered to date for the document. Click Edit beside any section title to open that section for further editing, or select the section from the menu. 

Items
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Figure 196 – DO / TO – Items 

The Items page is comprised of two sections, the Delivery / Task Order Information section (or Header), and the Items section that lists all line items that were selected when the delivery / task order was created or edited. The following column headings appear:

· Select
A blue box with an arrow indicates the item selected. Click on this box to select an item for editing.

· Item Number
Click on this hyperlink to select an item.

· Description
A description of the item.

· Option Item
Indicates whether the item / service will be exercised in the future. If not, it will be blank.

· Status
Status indicates if the item is active or cancelled.

· Quantity
The quantity of the item included in this Delivery / Task Order.

· Amount
The total dollar amount for this item included in this Delivery / Task Order.

· Version
The version of the Delivery / Task Order under which that item was added.

Depending upon the document status and your access rights, the blue toolbar may include:

· Add
Opens the Line Item Detail page where you can create a line item

· Edit
Opens the Line Item Detail page where you can edit the selected line item. 

· Open
Displays after a Delivery / Task Order has been released. Information cannot be edited.

· Delete
Deletes the selected line item.

· Copy
Copies the selected line item. Helpful for speeding the process of entering line items with similar characteristics. After the line item has been copied, it can be edited as needed.

· Renumber
Opens a page where line items can be renumbered. 

· Change Status
Changes the status of the selected line item. Status designations include:

Item Active: Indicates that item is available for further procurement action.

Suspended: Indicates that the item is suspended from further procurement action. Does not affect funds commitment or encumbrance.

Canceled: Decommits or unencumbers funds associated with the line item and prevents further procurement action.

Note: Suspended or canceled line items can be unsuspended or uncanceled by selecting the line item and clicking Change Status on the toolbar.

· View Form
Displays the data on the agency's actual contract form. The document can also be printed from this area. 
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Figure 197 – DO / TO – New Item Source Options

Click Add to add line items to the Delivery / Task order. The options available are:

· Requisition
Opens the Create Delivery / Task Order Item from Requisition page where available requisitions may be viewed and selected by line item or as a whole. Refer to Creating a Delivery / Task Order From a Requisition, Requisition for Delivery / Task Order, or an Existing Delivery / Task Order above.


	OCI: If an award line item is associated with a requisition line item then the requisition and requisition line must be an active requisition in Oracle. In addition, the account code segments on the award must match the account code segments on the requisition. A requisition line item may only be used on one award line. After the first award of the line, the requisition line is decomitted.


· Requisition for Delivery / Task Order
Opens the Create Delivery / Task Order Item from Requisition for DO page where available items may be viewed and selected by line item or as a whole. Refer to Creating a Delivery / Task Order From a Requisition, Requisition for Delivery / Task Order, or an Existing Delivery / Task Order above.

· Contract
Opens the identified Contract page where the associated contract’s line items may be viewed and selected by line item. 

· Solicitation
Opens the Create Delivery / Task Order Item from Solicitation page where available solicitations may be viewed and selected by line item or as a whole. Refer to Creating a Delivery / Task Order From a Requisition, Requisition for Delivery / Task Order, or an Existing Delivery / Task Order above.

· New
Creates an entirely new item. The Item General page will display.
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Figure 198 – DO / TO – Item – General 

If New is selected, the Item General page displays. The following fields appear:

· Item Number
Displays an automatically generated sequential number that may be edited. This field is required.


	OCI: Item (Line) numbers may be skipped in PRISM but will appear as $0 line items in Oracle.


· Sub Item Number / Sequence for Sub Number
A sub item number or a sequence for the sub number can be entered as needed. These items are not required.


	OCI: Sub Item Numbers are not supported.


· Award Type
Will be automatically generated and cannot be edited.


· User Product Code / User Product Code Description
Enter the appropriate code or click the lookup button to select a user product / service code. These codes are agency built for internal tracking and reporting. If Show User Product Code was checked during Agency Setup, this field will display. When a Code is selected, the User Product Code Description will be generated by PRISM, along with the Line Item Description and Unit of Issue if entered during System Setup. PRISM will not overwrite data previously entered in these fields.


	OCI: Product Codes are required and must match a Category in Oracle.


· Description
A description of the item.


	OCI: The same item cannot appear more than once on an award.


· Requisition Number

Automatically generated field from the originating document number depending on the type used. It can be edited if necessary.

· Contract Item Number
Use lookup button to select item from contract.

· Product / Service Code
Enter the code for the product / service or click the lookup button to make a selection. Product / Service codes are the four character codes used to report to the Federal Procurement Data System (FPDS). PRISM is delivered with a database of current FPDS product codes.


	OCI: If entered, this code must match an Item in Oracle and be a valid code for the Inventory Organization on this award. The associated Product code must also match the category for this item in Oracle. In addition, the unit of issue must be the one specified on the item master table for this item, and the vendor and vendor site must be on the approved list for this item. The same item cannot appear more than once on a contract.


· Product / Service Code Description
Will be automatically generated and cannot be edited.


· Contract Proposal Amount
If the award was created from a bid, this field will be automatically-generated.

· Qualifier
Enter the qualifier for this item. If the item is included in another line item’s price, enter Not Separately Priced.


	OCI: Both line item types are supported by OCI. Dollar type line items are sent as ‘1 Each’ where the unit price is the total dollar amount.


· Calculate by Percentage
If multiple accounting codes are to be calculated by percentage select this checkbox. Otherwise they will be calculated by amount or quantity. The default is checked. Uncheck this box if you wish to manually distribute to accounting codes.

· Print Detail
Select this checkbox to print all the funding details for the line item such as minimum / maximum quantity, and minimum / maximum amount.

· Line Item Type
Select the Line Item Type from the drop-down list. This list may include Freight, Materials, Time, and Labor.

· Period of Performance
Click the calendar buttons to make a selection if this line item has a different period of performance then that at the General Header level. Use the Notification icon to add Reminder of Action Notifications to this date.


· Quantity / Unit Price / Amount
These fields will vary depending on the type of award being created. 


	OCI: Negative line items are not sent to Oracle.


· Unit of Issue
Enter the Unit of Issue or click the lookup button to make a selection.


	OCI: The Unit of Issue must match a Unit of Measure in Oracle and must be acceptable for the Product / Service Code selected. Select from the list provided.


Tool Bar

There are seven command buttons located on the toolbar when adding or editing line items. These buttons will appear on all pages. Which buttons are active is dependent on the status of the document and the number of line items.

· First
In a multiple line item document, this button will take you directly to the first line item

· Previous
Will take you to the line item just before the one you are viewing

· Next
Will take you to the next sequential line item

· Last
Will take you directly to the last line item 

· Add
Will add a new line item 

· Copy
Will copy the line item currently being viewed

· Delete
Will remove the line item currently being viewed

· Modify
Used when modifying a document, allows you to modify the line item

‘Go To’ Line Item Locator

When a user is in any Item page, a specific item in the document can be selected for review or editing. In Item Information, enter the desired Item Number, followed by the Sub Item Number if applicable. Click Go To. PRISM will display the requested Line Item.

A search cannot be based on a sub number alone. 
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Figure 199 – DO / TO – Item – Additional Info

Additional Information

The Additional Info section contains the following fields, some of which may be edited:

· Special Handling
If the item / service requires any special handling instructions and you know the code, enter it manually or click the lookup button and select from the list provided.

· Priority
Select the delivery priority by clicking the arrow and selecting from the list.


· Invoice Matching
Select from the list provided. Options include, None, 2-Way, 3-Way or 4-Way.

· GFP
If the item is government furnished property select this checkbox.


	OCI: If checked, the line item will not be sent to Oracle.


· Inspection Required

Select this checkbox if an inspection is required for the item / service being ordered.

· Accountable Property
If your agency has an interface with an external inventory tracking program, this checkbox is used to mark the line item for export to that program. If you do not have an interface, selecting the checkbox has no effect.

· Option Line Item
Select this checkbox if the item / service will be exercised in the future. This selection does not obligate / encumber money.


	OCI: If checked, the line item will not be sent to Oracle until the option is exercised.


· Anticipated Exercise Date / Days After Award
Select the appropriate option and enter the information. Use the Notification icon to add a Reminder of Action Notification to this date.

· Option Exercise Date
When the option is exercised, this field will activate and display the effective date of the line item.

· FOB
Enter the Free On Board (FOB) information. FOB Destination indicates the originator pays the costs. FOB Origin indicates the recipient pays the costs.

· Origin City / Origin State
If FOB Origin is selected, the city and state must be entered.

· Security Classification
Select an item from the drop-down list. Visibility and requirement are based on a system switch.


· USSGL Trans Code

At the Federal level, this code may be mandatory.

· Custom Fields
A total of 40 custom fields can be setup at the Item level. Use the lookup button to make selections for each field. See your System Administrator for more information.
Ship To

The Ship To option also includes the Accounting section. The Ship To page functions the same for all types of documents. On Delivery / Task Orders, the Delivery Location / Accounting Detail pages change according to which document obligates, the Contract or the Delivery / Task Order. 

Select a Ship To location to open the Delivery Location / Accounting Detail page.

Dividing Obligation of Funds Between the Contract and the Delivery Order (Delivery Order Obligates)

When creating the Delivery Order
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Figure 200 – Delivery Location / Accounting Detail – Delivery Order Obligates

On the Delivery Location/Accounting Detail page, select Add at the top of the Accounting section. The Delivery Location / Accounting Detail page will open. To use funds from a contract, select Contract.

[image: image210.jpg]Click Submit
to save
your data.

Order Nurnher DO-BRF-01 Description: itera 1
Version: BASE Parent Contract. CON-BR-0!

1y Location  Accourting Detail
Add Accounting from:

@ contract

© New

Quantiy: 0
Unit Price: $2200
Amount: $0.00





Figure 201 – Selecting Accounting Detail Type
When a user chooses to add a line of accounting from the Contract Line Item, all available lines of accounting for the associated Contract Line Item having obligated funds remaining for use will display. 
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Figure 202 – Selecting Accounting Line Item
Select the line you want to use and select Create.
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Figure 203 – Accounting Information Detail – Delivery Order Obligates

Once the Contract line of accounting is selected, the Accounting Information Detail page will display. Three fields are available to assist in specifying the amount of funding you wish to use from the Contract, and the amount you wish to obligate on the Delivery Order:


· Amount Remaining on Contract - Displays the obligated amount remaining on the Contract and available for use. This field is read-only. If there is no link between this item account and a contract item account, this field will display ‘None’.

NOTE: When the currency differs between the Contract and the Delivery Order, this field will display zero. A Delivery Order having a different currency from the contract cannot be released IF the DO is trying to use money from the contract.


· Amount to Use on DO/TO - Allows the user to enter the portion of Contract funding they would like to use on this DO. This field is read-write when the item account is linked to a contract item account. It will be read-only when no link exists.

On a Modification, the new Amount to Use on DO / TO should be entered, not the changed amount. Example: On base, the user entered $1000. On the Mod, they want to increase by $50. Enter $1050 in this field.


· Obligated Amount - Displays the remainder of the Fully Funded Amount for this line of accounting less any contract funding used on this line of accounting. 


· A Detail button is available to show the user any portions of the Contract funding that have been used by other released Delivery Orders. This button is only available when a DO item is linked to a contract item account.
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Figure 204 – Fully Funded Detail

When Detail is selected, the box shown above will display the details concerning the use of the Fully Funded amount from the Contract. 

When a Delivery Order item account has been added from a Contract item account, a link exists between the two. Under certain conditions, the user has the ability to Link and Unlink Delivery Order lines of accounting to / from Contract lines of accounting. 

Example 1: On a DO a user might have added a line of accounting from New, and later decide that they would like to link it to a contract line of accounting in order to use the obligated funds remaining on the contract.

Example 2: On a DO, a user might have added a line of accounting from the Contract, and later decide that they do no wish the two to be linked.

To remove the Contract link, select Remove Contract Link. The following rules apply to Link / Remove Contract Link toggles.

· Link
A selection list lookup button to the right of Amount Remaining on Contract. Selecting this button will open the Add Accounting From Contract page where the user can link the DO item account to a Contract item account. When Link is used, the accounting data from the Contract item account will be copied to the DO item account.


· Remove Contract Link
A contract link will be present for an item account when it is associated to a contract item account. This situation occurs when an item account has been added ‘From Contract’, or when an existing item account has been linked back to a contract item account using the Link button. Using Remove Contract Link removes the association to the Contract Item and returns any Amount to Use on DO / TO entered to the available Fully Funded Amount on the Contract.
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Figure 205 – Accounting Information Detail – Delivery Order Obligates
Enter the Amount to Use on DO / TO from the linked contract and select Calculate, then Submit, to carry this information forward to the Delivery Location / Accounting Detail page. 

[image: image215.jpg]Click Submit
to save
your data.

der Information
Order Nurnher DO-BRF-01
Version: BASE

Description: itera 1
Parent Contract. CON-BR-0!

Ship To

shipTo: [FHIPTOOFID o] | markFor

Quantity: 500
Unit Price: $2200
Amount. $11,00000

Quantty. [50 Fully Funded Amount. [1100.

Delivery Date: G £ OR Days After Award

Accounting

Select  Accounling Code  aoofield1  sosifield2  acclield3  Froject Number  Task Numbar  Fully Funded Amount  Uninvoiced  Ameurt To Use

TMQOS101

FDF1234 1234 2003 100

oo /To

200 $1,100.00 $1,00000 $100.00





Figure 206 – Delivery Location / Accounting Detail – Delivery Order Obligates
Example: If $100 were entered in Amount to Use on DO / TO, the Delivery Location / Accounting Detail page would display as above. Note the column, Amount To Use on DO / TO.

Obligating All Funds on the Contract

When creating the Delivery Order

· When Delivery Orders are issued against the Contract Line Item, any amounts on the Delivery / Task Order will be drawn from the funds that were obligated on the Contract. The Delivery Order will show an obligation of zero.

Obligating All Funds on the Delivery Order

When creating the Delivery Order

· On the Delivery Location / Accounting Detail page, the user only has the ability to add lines of accounting from New. The full amount on the Delivery Order Line Item will be obligated, excluding Option Items, GFP Items, and SAF Items. 

Payment

The Payment option is identical to Purchase Orders. Please refer to the Purchase Order chapter of this guide.

Funding

The Funding option is identical to Purchase Orders. Please refer to the Purchase Order chapter of this guide.
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Figure 207 – DO / TO – Item – Limits 

Limits

The Limits section indicates whether the Contract or the Delivery / Task Order Obligates. It also displays a summary of limits per order and by period as set up under the contract. These items are system generated and are read-only.

Discount

The Discount option is identical to Purchase Orders. Please refer to the Purchase Order chapter of this guide.

Warranty

The Warranty option is identical to Purchase Orders. Please refer to the Purchase Order chapter of this guide.

Text

The Text option is identical to Purchase Orders. Please refer to the Purchase Order chapter of this guide.

Suspense Items

The Suspense Items option is identical to Purchase Orders. Please refer to the Purchase Order chapter of this guide.

Summary

The Summary option is identical to Purchase Orders. Please refer to the Purchase Order chapter of this guide.

Validations

The Validations option is identical to Purchase Orders. Please refer to the Purchase Order chapter of this guide.

Vendor

[image: image217.jpg]OrderInformation
DeliveryiTask Order Number. DO-0001 Status: In Progress Number of tems: 1
Order Contract Number. CON-0001 Stage: Award

Total Amount: $0.00
Version BASE Net View. OFf

Obligation_$15.84
Main

ltems Select Address Code  Type Name

o Mailing ~ Best & Company Jane Dos

e Rermit To Best & Company Jane Doe
History

Currency

ContactName Phone City State Zip DUNS





Figure 208 – DO / TO – Vendor 

Click Vendor to open the Vendor main page. Several new options will now display below Vendor on the Menu: Award, History, and for released documents, Performance.

The information on the Vendor main page is system-generated from the vendor database. The address information can be edited, but will apply only to this award and will not change the information in the PRISM vendor database.

Select an Address Code and click Edit to display the Vendor Address page for editing. 

Click Award to display the Award-Vendor Information page. Additional information about the vendor receiving this award is displayed, including EDI and contact information. This information cannot be edited here.

Click History to display the history of this award. Print appears on the blue tool bar.

Vendor Performance

After a Delivery / Task Order has been released, you can enter information about the performance of the selected vendor. A new selection, Performance will now display on the Menu beneath Vendor. The Vendor Performance page will display any existing entries. You can Add a new entry, Edit an existing entry, or Delete an existing entry. 

Select the Version, Quality and Timeliness from the drop-down lists. Enter any descriptive notes in the Notes field. All performance entries for this award will be displayed in the lower portion of the window. When complete, click Submit.

Other Menu Options and Document Actions

This chapter includes the Menu options that are found only on delivery / task orders, or that differ in some way for delivery / task orders. For an explanation of Menu options not included here, please refer to the Common Operations chapter of this guide.

In addition, actions performed on documents, (printing, canceling, deleting, etc.) that do not differ for different document types, are also found in the Common Operations chapter of this guide.

 8 Large Contracts

Introduction

There are a variety of contracts available to provide flexibility in acquiring supplies and services. The complexity of the requirement, urgency, competition, and adequacy of the contractor’s accounting system are just a few factors involved in selecting a contract type. Large contracts fall into two main categories, fixed price and cost reimbursement. A fixed price contract provides for a firm price, or in some cases, an adjustable price. Fixed price contracts place full responsibility on the contractor.


	Contracts are created in PRISM and sent to Oracle as BPAs. If there is any obligation on the contract, a funding release, numbered 9999 is sent to Oracle as well. If either the BPA or funding release is rejected, the contract is disapproved in PRISM. Reconstructed contracts are not sent to Oracle.


Types of Contracts


Contract Type
Description

· Firm Fixed Price
Provides for a price that is not subject to any adjustment on the basis of the contractors’ cost experience in performing the contract. This contract type places maximum risk and full responsibility for all costs and resulting profit or loss upon the contractor. It provides maximum incentives for the contractor to control costs and perform effectively and imposes a minimum administrative burden upon the contracting parties.

· Fixed Price with Economic Price Adjustment

Provides for upward and downward revision of the stated contract price upon the occurrence of specified contingencies. Usually adjusted between 3% and 10%, based on established prices, actual costs of labor or material, or cost indexes of labor or material.

· Fixed Price Incentive
The agency and the contractor agree on a fixed price or ceiling. If the contractor is able to do it cheaper or ahead of time, the contractor and the agency share in the savings. If the contractor exceeds the fixed price, there is no compensation.

· Fixed Price with Price Redetermination

Two types, prospective price redetermination, and retroactive price redetermination both provide for a fixed ceiling price.

· Definite Quantity
Used when the agency knows the quantity needed during a specific time frame but the delivery times are not known at contract award.

· Indefinite Quantity
Used only when a recurring need is anticipated, and should state a minimum quantity of supplies or services as well as a stated realistic maximum.

· Requirements Contract
Used when the agency establishes an estimated quantity but it is not bound by the estimate. Repair of agency furnished property is an example.

· Time and Materials
This type sets a fixed price in labor hours and materials but the quantity is not definite at contract award. There is no incentive to keep cost control or labor efficiency. Must include a price ceiling. The contractor exceeds the ceiling at his own risk.

· Labor Hour
A variation of time and materials where the contractor supplies no materials.

· Cost
Used mainly for research and development work, the agency has maximum risk for costs. The contractor will only receive their cost in the project with no fee.

· Cost Sharing
The contractor receives no fee and is reimbursed only for an agreed upon portion of its allowable costs. Used primarily for research and development.

· Cost plus Incentive Fee
Cost plus fee with the contractor getting a larger fee if there are fewer costs.

· Cost plus Award Fee
The contractor receives costs plus a base fee, and may receive an award fee on top of the base fee depending on how well they performed.

· Cost plus Fixed Fee
Costs plus a fixed negotiated fee at the inception of the contract.

· Basic Agreement
A written understanding negotiated between an agency and a contractor. It is not a contract and does not encumber / obligate funds.

· Basic Ordering Agreements
Similar to a basic agreement. Does not commit the agency to place future contracts or orders with the contractor.

Creating a Fixed Price Contract

The following describes the creation of a basic, fixed-price contract. Differences in creating other types of contracts will be discussed later in this module.
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Figure 209 – Create Contract

Select Create Document on the Welcome page menu to open the Document Create page. 

NOTE: Throughout this page, options on all drop-down lists can be made by tabbing to, or selecting the field, then clicking the first letter of the desired selection. If more than one selection starts with the same letter, continue clicking the letter until the correct option displays.

· Document Type
Select Contract. 


· MAS Number
If this is a contract against a MAS, enter the MAS Number or use the lookup button provided.


· Create From
Select from the drop-down list. Options include:


· New
Creates an entirely new contract.


· APP
Creates a contract based on an APP. The APP Selection page will display.

· Existing Contract
This option is used to duplicate an existing contract and save data entry time.  All data carried forward can be edited.  It is useful when you create a recurring contract.  If this option is selected, the Contract Selection page will display.

· Reconstruct
This option is used to reconstruct an existing contract.


	OCI: Reconstructed contracts are not sent to Oracle.


· Requisition
Opens the Create Contract from Requisition page.

· Solicitation
Opens the Create Contract from Solicitation page.

The primary difference between using an existing requisition, solicitation or existing contract and a new contract is line items from the existing documents can be used in the contract, whereas in a new contract they must be added.

· Contract Numbering Options
Select the appropriate numbering option. This functionality has not changed.


 Contract numbering can be setup in four ways.

1. Mandatory System Generated Numbering - Agencies can require a system-generated number. If this is true, only the System Generated checkbox will display and you must select a Mask from the drop-down list. A mask is a format that helps PRISM identify the document types available and allows autonumbering. Your System Administrator sets up masks.

2. Mandatory-Manual Numbering - Agencies can require a manual number. If this is true, only the Manual Entry field will display. You must type in a number and click OK.

3. Optional Numbering - Agencies can allow both options. In this case, PRISM defaults with the System Generated checkbox selected. If a manual number is desired, you must select Manual Entry and type the number in the Manual Entry field.

4. Auto Numbering – PRISM will automatically number the document. The numbering box will never be seen.

· Section Template
Select from the drop-down list. The availability of this option, and the selections available will change according to selections made for Create From. If Create From is New, APP, Reconstruct or Requisition, None or Select New are available. When Solicitation is selected, a third option, From Solicitation, is available. When Existing Contract is selected, this option will not display, as the templates will be copied from the original document.

If Select New is chosen, the Clause Template Selection page will display. 

Select Continue to create the new document, or Cancel to return to the Main menu. The appropriate page for the selected document type will open.

Creating a Contract From a Requisition

When creating a contract from a requisition, you can search for a specific requisition by entering its Requisition Number, the Requisitioner, in the appropriate field. You can further refine your search by searching between certain dates. A search can also be made on one or more of the following additional fields:

· Buyer
If the currently logged in User has the role of Buyer in their profile, their User ID will default into Buyer. You can use the lookup button to select from the Buyer selection list. If populated, only requisitions assigned to the specific buyer will be retrieved.

· Originating Office
You can enter an Originating Office or use the lookup button to select from the list provided. A blank equates to all Originating Offices.

· Site and Site Filter
You can select a Site and a Site Filter. The Site will default to the currently logged-in user’s site. You can enter a different site or use the lookup button to select from the list. You can further choose to include documents from the Current Site, Related Sites, or All Sites. The Current Site is the default. The Site selected is considered the Current Site. In this way the two fields work together, Site controlling which site is Current or which are related.

· Sort By
The displayed requisitions can be sorted by Requisition Number, Requisitioner (Name) or Released Date. Select from the drop-down list provided.


· Max Results
Select the maximum results PRISM should report. Options include 100, 200, 300, 400 or 500.


· Results per Page
Select the number of results displayed per page from the list provided.


Once the information you desire to use has been entered, click Display. 

All valid documents available in PRISM will appear, with the following hyperlink. 

· Select Line Items
Click to display all line items in the selected document in the Line Item Selection section at the bottom of the page. Select the checkbox in the Select column of the desired items and click Create to create the contract. If all line items should be used, click Select All, and then click Create. Whenever Select All is selected, the button becomes Deselect All and is available to reverse the selection procedure if necessary. 

	OCI: A requisition line item can only be used on one award line item. After the first award of the line item, the requisition line is decommitted.


Template Selection
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When Section Template is set to Select New or From Solicitation, the Clause Template Selection page will display.

Search Criteria


This section provides you with tools to refine your search. Enter some or all of the following to help limit your search.

· Template Name
Enter as much criteria as you can in For field.


· Site / Site Filter
If desired, use the lookup button to select a specific site. Then select the Site Filter from the drop-down list.


· Include Public
Select to display all Public Clause Templates.

The search can then be limited to from 100 to 500 items in the Max Results field, and Results per Page can be set for 5 to 20 documents.


After defining your search criteria, click Display and PRISM will return the Clause Templates that match. 

Clause Template Name
All templates that match the search criteria you have set will display here. If there are too many templates to display on the page, use the Next and Previous buttons to navigate through the templates. The following column headings display:

· Select Sections
Click the hyperlink in this column to display all sections included in the selected template in the Section Selection section at the bottom of the page.


· Clause Template Name

The name of the Clause Template.


· Site
The site code, Public or specific for the Clause Template.

Section Selection
This section displays all sections included in the selected template. All sections do not have to be included when the template is selected, but can be limited as described below. The following columns display:

· Select
Click the box in this column to select a section to be included in the template. Use Select All at the bottom of the page to select all sections of the template. The button will then read Deselect All. When all selections have been made, click Continue to add the selected sections to the Clause Template.


· Section Number
The Section Number assigned to this section.


· Section Title
The Title assigned to this section.


· Section Type
The Type assigned to this section.

NOTE: If the template is in UCF format, and you only select Section A, Sections A-M will copy to your template.

Main
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Figure 210 – Large Contracts – Main – General 

The Contract Information section contains basic information about the contract and is automatically generated. It cannot be edited. It contains the following fields: 

· Contract Number
This is the number of the document currently open. 

· Stage
This will display where the document is in the procurement process. Examples of stages include requisition, solicitation, award, closed, etc. 

· Number of Items
Displays the total number of line items entered.

· Net View
If more than one version of the document exists, PRISM can combine the results and offer a Net View. This means that if Net View is turned On, the Number of Items and the Total Amount fields will be based on all versions of the document. If Net View is turned off, only the data related to the current open document will display. Net View can be turned on or off by clicking Net View On on the General page. If there are not multiple versions of the document, the Net View button will not be displayed and the setting will be Off.
· Total Amount
Displays the total dollar value of the items entered.

· Obligation
Displays the total amount obligated or encumbered.

· Version (includes Status)
There can be multiple versions of a document. A designation of Base indicates that this is the original document. If modifications have been created, then the modification number would appear. The drop-down list can be used to select another version if available.

· Status (included in Version)
The document status is determined by where the document is in the creation and approval process. Status designations include:

In Progress
Documents that have been created or are in the process of being created and have not been routed or released, or that have been reopened.

Pending 
Documents that have been routed for approval and have not yet completed the route.

Pending Financial Approval
Agencies with interfaces to Financial Systems will display this status when the document has completed the approval route and is awaiting commitment by the Financial System.

	OCI: On final approval in PRISM, based on the routing list, contracts are automatically sent to Oracle for funding verification and insertion into the Oracle database, and are marked ‘Pending Financial Approval’ until Oracle returns its approval information. The status in PRISM will then reflect Approve / Release or Disapprove as appropriate. .


Approved 
Documents that have successfully completed the route and were approved, or had funds committed by the Financial System.

Disapproved
Documents that have been routed for approval and disapproved.

Released 
Documents that have been approved, or had funds committed by the Financial System, and released to the next stage of procurement.

Closed 
Documents that have been closed out and are no longer available. Closed documents may be reopened.

General

The lower General Information section consists of the following fields. Some will be automatically generated, and others must be edited.

· Owner
This is a system-generated field displaying the owner of the document.

· Award Type
Select the type of award you want to create from the drop-down list. The type selected will be the default for all line items associated with this award, and will also provide the information required for FPDS reporting. The award type can be changed at the line item level for each line item. The Award Type selected here does not change the other fields in this section, but will affect the fields displayed as defaults for Line Items. Refer to Introduction, Types of Contracts and also to Creating a Contract, Items, Contract Fields. 

· Award Date / Effective Date
These fields will automatically fill with the current date. To change, enter manually or click the calendar button and select the proper date.

· Completion Date
If the award has a completion date enter manually or click the calendar button and select the proper date. Use the Notification icon to add Reminder of Action Notifications to this date.

· Admin Office / Issuing Office / Invoice Office
These fields will automatically fill from the originating document if available. If not available and default addresses have been set up for your user ID, these addresses will be used. Enter the code manually, or use the look up button to select, or click Edit to edit the address.

· Vendor
Enter the vendor code or use the lookup button to select a vendor.

· Buyer
The buyer will automatically fill from the originating document if available. Enter the buyer code or click the lookup button to select. 

· Contracting Officer
Enter the contracting officer code or click the lookup button and select from the listing provided.


	OCI: The Contracting Officer must be an active Oracle user and must also be a valid agent in Oracle. The Contracting Officer sent from PRISM must have sufficient authority to approve the contract amount without further approval routing.


· Contracting Officer Representative
Enter the name of the contracting officer representative, or select from the list provided. If this contract was created from another document, this information may default from that document, if entered.


· Administrative Contracting Officer
Enter the administrative contracting officer code or click the lookup button and select from the list provided.
· Primary Product / Service Code
If a code was entered on the originating document this field will automatically fill. If blank or incorrect, click the lookup button to select a code from the listing provided or enter directly.


	OCI: This code is required and must match a Category in Oracle Master Inventory.


· Period of Performance
If required enter the starting and ending dates in the appropriate fields, or click the calendar buttons to select. Use the Notification icon to add Reminder of Action Notifications to this date.

Depending upon the document status and your access rights, the blue toolbar may include:

· Route
Routes the document for review / approval. Prompts will guide you through the process of creating a route list, entering notes, etc. The Change Route button does not display when this button is present. Refer to Routing Lists section of the Inbox, Preferences, and Documents Module for further information.

· Change Route
Allows you to change the current document route. The originator of the route can add, delete or change the order of receipt for any user who has not yet received the document. Reviewers / approvers can add people to the route, adjust the order of receipt, or delete themselves. The Route button does not display when this button is present.

· Self Approve
Allows the user to self approve the document without routing, if you are the document owner and have this right in your user profile. 

· Release
Releasing the document makes it available to move to the next stage of procurement. 

Note: Once the document is released, the Status in the Contract Information area will change to Released. No changes can be made to a released document. If changes are required, create a modification. If you have questions about how to handle a contract that may have been released in error, see your System Administrator.

· View Form
Displays the data on the agency's actual contract form. The document can also be printed from this area. 

· Mark Reviewed
Allows you to mark the document reviewed so that it will continue its route. It does not indicate that the document was either approved or disapproved. 

· Modify
Begins the modification process.

· Closeout
Begins the Closeout process.

· Cancel
Cancels the document, deobligates or unencumbers the funds and makes the contract unavailable for further procurement action.

· Hold
Places a hold on the contract.

· Remove Hold
Removes a hold on the contract.

· Approve / Disapprove
Allows approver on routing list to approve or disapprove documents.

· Reopen
Allows an approved / disapproved document to be reopened. The document is returned to the Pending status. Comments can be added as to why the document was reopened. These comments are required for approved documents, not required for disapproved documents.

· Delete
Deletes the document and permanently removes it from the PRISM database. Only documents with a status of In Progress can be deleted. 

· FPDS
Opens the FPDS Report Selection page where you can start the FPDS reporting process. See the FPDS module of this workbook for further information.

· Renumber
Opens a page where the document can be renumbered.


· Mark As Completed
Appears only on released documents. Select to change the status of the base document and all its versions from Released to Complete. Changing the status of the document will prevent any further actions to that document while the contract specialist prepares the document for Closeout.
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Figure 211 – Large Contracts – Main – Additional Info 

Additional Information

The Additional Info section contains the following fields, some of which can be edited:

· Site
Defaults to originator’s site if created from New. If created from requisition or solicitation, takes site from the original document.

· Requisition Number
Displays the requisition number associated with this contract. This number cannot be edited here.

· Solicitation Number
Displays the solicitation number associated with this contract. This item cannot be edited here.

· NTP / Vendor Signed On
Enter the Notice to Proceed (NTP) date, or the date the vendor signed the contract either manually or using the calendar provided.

· Project ID / Project Title
If a project is associated with this award enter the ID and Title as appropriate.

· Confirmed With
If the contract was verbally confirmed with the vendor, enter the name of the vendor contact. If this field is used, the statement “Confirming Order Do Not Duplicate” will be printed at the top of the contract.

· Subsistence
If the award is for subsistence select this checkbox.

· DO / DPAS Rating
Only appropriated Department of Defense agencies are required to complete the DO / DPAS Rating field.

· NAICS Code
Enter the NAICS Code that will be used for most of the line items on this contract. Use the lookup button to make a selection from the list provided.

· Size Standard
Read-only field that displays the size standard for the NAICS code selected above.

· Payment Office
Enter the payment office or use the lookup button to make a selection.

· Originating Office
Enter the originating office or use the lookup button to make a selection.


· Keep Item Numbers Constant on DO / TO
Is this box is checked, item numbers will be carried forward when a DO / TO is created.
· Is this an IT-related purchase?
Select Yes or No from the drop-down list.

· Preferences
If appropriate, enter the SBA Contract Number.

· Custom Fields
A total of 40 custom fields can be setup at the Header level. Use the lookup button to make selections for each field. See your System Administrator for more information.

	OCI: If Inventory Org displays, the item selected must be a valid Inventory Organization in Oracle and an entry is required. Select from the list provided.


NOTE: Depending upon your agency’s setup, additional fields may be displayed. Contact your system Administrator for information concerning these fields.
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Figure 212 – Large Contracts – Main – Text

Text

The Text section contains the following fields:

· Description
A general description of the award can be entered. This information will not print on the award form. 

· Header Text
This information will print as a header for all line items.

· Footer Text
This will print as a footer for all line items.

· Notes
Additional information can be entered in Notes Text. This will not print on any form.

When selecting any of the choices above, the Statements… button next to the text field will display standard choices for the item. A listed option can be selected, or original text can be added in the box provided. When all information has been added or edited, make another selection on the menu or toolbar to save your data.
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Figure 213 – Header Payments

Payments

	OCI: Payment Terms may be set to display at the Header level. The information displayed will be automatically generated from an originating document if entered, and can be edited.

Payment terms must match a set of payment terms in Oracle. Select from the list. The description and terms will be automatically generated.

· Name
Use the lookup button to make a selection.


· Description
If you have made a selection from the Name list, the description will be automatically generated.
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Figure 214 – Large Contracts – Main – Limits

Limits

The Limits section displays the following, which can be edited:

· Per Delivery Order / Task Order Limits
Permits limits to be set for Delivery Orders / Task Orders.

· Minimum Order Amount
Enter the minimum order amount allowed per delivery order / task order.

· Maximum Order Amount
Enter the maximum order amount allowed per delivery order / task order.

· Contract Limits
Permits limits to be set for the total contract.

· Minimum Amount
Enter the minimum overall contract amount allowed.

· Contract Ceiling
Enter the maximum overall contract amount allowed.

· Guaranteed Minimum
For Indefinite Delivery contracts with a minimum that is guaranteed, select this checkbox.

· Print Limits
If you want the limits printed on the award form, select this checkbox.
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Figure 215 – Large Contracts – Main – Summary

Summary

The General Summary section displays all the information entered to date for this award. Each section can be edited by scrolling down the page and selecting Edit beside the section title, or by selecting the section on the Menu.

When Notification icons display beside date fields, they can be used to add Reminder of Action Notifications to this date without returning to the original page.

Items
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Figure 216 – Large Contracts – Items

The Items page is comprised of two sections, the Contract Information section discussed above, and the Items section that lists all line items that were selected when the contract was created or edited. The following column headings appear:

· Select
Designates an item as selected for action. For example, to delete an item, you would first click the box in this column next to the item and then click Delete on the toolbar.

· Item Number
Reflects the order in which the items will be printed on the form and the number that will appear beside them. If items were entered out of order, clicking Renumber on the toolbar can renumber them.

· Description
This is the description of the line item. 


	OCI: The same item cannot appear more than once on a contract.


· Option Item
Indicates whether the item / service will be exercised in future fiscal years. If not, it will be blank.

· Status
This is the current status of the line item. To change the status of a line item, select it and then click Change Status. Status designations include:

Item Active: 
Indicates that item is available for further procurement action.
Suspended:
Indicates that the item is suspended from further procurement action. Does not affect funds obligation or encumbrance.
Canceled:
Deobligates or unencumbers funds associated with the line item and prevents further procurement action.
· Quantity
The quantity of the item included in this contract.

· Amount
The total dollar amount for this item included in this contract.

· Version
There can be multiple versions of a document. A designation of Base indicates that this is the original document. If amendments have been created, then the amendment number would appear. 

Depending upon the document status and your access rights, the blue toolbar may include:
· Add
Opens the Line Item Detail page where you can create a line item

· Edit
Opens the Line Item Detail page where you can edit the selected line item. 

· Open
Opens the Line Item Detail page in a read-only format. This button displays when the document is on a Route or the user has read only access rights.
 
· Delete
Deletes the selected line item

· Copy
Copies the selected line item. Helpful for speeding the process of entering line items with similar characteristics. After the line item has been copied, it can be edited as needed.

· Renumber
Opens a page where line items can be renumbered. 

· Change Status
Changes the status of the selected line item. Status designations include:

· Item Active
Indicates that item is available for further procurement action.


· Canceled
Deobligates or unencumbers funds associated with the line item and prevents further procurement action.


Note: Canceled line items can be uncanceled by selecting the line item and clicking Change Status on the toolbar.

· View Form
Displays the data on the agency's actual contract form. The document can also be printed from this area. 

· Net View On / Off
Toggles between Net View On and Net View Off on modified contracts.
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Figure 217 – Large Contracts – Item Creation Source Options

Click Add to add line items to the contract. The page that opens includes the following options:

· From Requisition
Opens the Create Contract Item from Requisition page where available requisitions can be viewed and selected by line item or as a whole. Refer to Creating a Contract From a Requisition.


	OCI: If an award item is associated with a requisition line item, then the requisition and requisition line item must be an active requisition in Oracle. In addition, the account code segments on the award must match the account code segments on the requisition. A requisition line item may only be used on one award line. After the first award of the line item the requisition line item is decomitted.


· From Solicitation
Opens the Create Contract Item from Solicitation page where available solicitations can be viewed and selected by line item or as a whole. Refer to Creating a Contract From a Solicitation.

· New
Creates an entirely new item. The Item General page will display.

· Duplicate Existing Contract
Opens the Contract Selection page where available existing contracts can be viewed and selected by line item or as a whole. Refer to Duplicating a Contract.


	OCI: The same item cannot appear more than once on a contract.
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Figure 218 – Large Contracts – Item – General

General

The Item General page displays. The following fields may appear:

· Item Number
Displays an automatically generated sequential number that can be edited. This field is required.


	OCI: Item (Line) numbers may be skipped in PRISM but will appear as $0 line items in Oracle.


· Sub Item Number / Sequence for Sub Number
A sub item number or a sequence for the sub number can be entered as needed. These items are not required.


	OCI: Sub Item Numbers are not available.


· User Product Code / User Product Code Description
Enter the appropriate code or click the lookup button to select a user product / service code. These codes are agency built for internal tracking and reporting. If Show User Product Code was checked during Agency Setup, this field will display. When a Code is selected, the User Product Code Description will be generated by PRISM, along with the Line Item Description and Unit of Issue if entered during System Setup. PRISM will not overwrite data previously entered in these fields.


	OCI: If entered, this code must match an Item in Oracle and be a valid code for the Inventory Organization on the award. The associated Product code must also match the Category for this item in Oracle. In addition, the Unit of Issue must be the one specified on the Item Master table for this item, and the Vendor and Vendor Site must be on the approved list for this item.


· Description
A description of the item. This can be automatically generated from the originating document and can be edited if necessary.


	OCI: The same item cannot appear more than once on a contract.


· Requisition Number / Solicitation Number
Automatically generated fields from the originating document number depending on the type used. They can be edited if necessary.

· User Product Code
An agency specific code that can automatically be generated from the Product Service Code / Product Service Code Description
Enter the code for the product / service or click the lookup button to make a selection. Can be automatically generated from the originating document. This may be the FPDS code or the NIGP code if this is a federal or state agency. The Product Service Code Description will automatically generate from the PRISM database.


	OCI: This item is required and must match a Category in Oracle.


· Period of Performance
Automatically generated from the originating document and can be edited as necessary or click the calendar buttons to make a selection. Use the Notification icon to add Reminder of Action Notifications to this date.

· Calculate by Percentage
If multiple accounting codes are to be calculated by percentage rather than by quantity or amount, select this checkbox.

· Print Detail
Used with indefinite delivery / indefinite quantity line items. Select this checkbox to print all the funding details for the line item such as minimum / maximum quantity, and minimum / maximum amount that were set for the limits.

· Line Item Type
Select the Line Item Type from the drop-down list.

· Contractor Proposal Amount
If the award was created from a bid, this field will be automatically-generated.

· Qualifier
Enter the qualifier for this item, By Quantity, By Dollars, or Not Separately Priced. If the item does not have a price, enter Not Separately Priced. Can be automatically generated from the originating document.


	OCI: Both line item types are supported by OCI. Dollar type line items are sent as ‘1 Each’ where the unit price is the total dollar amount.


· Award Type
Defaults to previous selection made in creation of the contract and can be edited if necessary. Refer to Contract Fields.

· Unit of Issue
Enter the Unit of Issue or click the lookup button to make a selection. Can be automatically generated from the originating document.


	OCI: The Unit of Issue must match a Unit of Measure in Oracle, and must be acceptable for the Product / Service Code selected. Select from the list provided.


· Quantity / Unit Price / Amount
These fields will vary depending on the type of award being created. Some may be edited and some may be automatically generated. Refer to Contract Fields.

Contract Fields


Contract Type
Fields Available

· Fixed Price
Unit, Quantity, Unit Price, Amount

· Fixed Price Incentive
Unit, Quantity, Target Unit Cost, Target Cost, Target Profit, Price Ceiling, Profit Adjustment Formula

· Definite Quantity
Unit, Quantity, Unit Price, Amount

· Indefinite quantity
Unit, Unit Price, Min Quantity, Max Quantity, Min Amount, Max Amount, Min. Guaranteed?

· Requirements
Unit, Unit Price, Est. Quantity, Est. Max Quantity, Est. Amount, Est. Max. Amount

· Cost
Unit, Quantity, Est. Unit Cost, Est. Total Cost

· Cost Sharing
Unit, Quantity, Estimated Unit Cost, Total Est. Cost, Government Share is __ Percent of Cost, Estimated Government Cost

· Cost plus Fixed Fee
Unit, Quantity, Estimated Unit Cost, Total Est. Cost, Fixed Fee, Completion Form / Term Form

· Cost plus Incentive Fee
Unit, Est. Unit Cost, Quantity, Total Est. Cost, Target Fee, Maximum Fee, Minimum Fee, Fee Adjustment Formula

· Cost plus Award Fee

Unit, Quantity, Estimated Unit Cost, Total Est. Cost, Award Fee, Base Fee

· Time and Materials
Unit, Quantity, Unit Price, Amount

· Labor Hour
Unit, Quantity, Unit Price, Amount

· Basic Ordering Agreement
Unit, Quantity, Unit Price, Amount

· Fixed Price plus Award Fee
Unit, Quantity, Unit Price, Amount, Award Fee

When all information has been entered and all selections made, move to a new selection on the Menu or toolbar to save your data.

Tool Bar

There are seven command buttons located on the toolbar when adding or editing line items. These buttons will appear on all pages. Which buttons are active is dependent on the status of the document and the number of line items.

· First
In a multiple line item document, this button will take you directly to the first line item

· Previous
Will take you to the line item just before the one you are viewing

· Next
Will take you to the next sequential line item

· Last
Will take you directly to the last line item 

· Add
Will add a new line item 

· Copy
Will copy the line item currently being viewed

· Delete
Will remove the line item currently being viewed

· Modify
Used when modifying a document, allows you to modify the line item

‘Go To’ Line Item Locator

When a user is in any Item page, a specific item in the document can be selected for review or editing. In Item Information, enter the desired Item Number, followed by the Sub Item Number if applicable. Click Go To. PRISM will display the requested Line Item.

A search cannot be based on a sub number alone. 
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Figure 219 – Large Contracts – Item – Additional Info

Additional Information

The Additional Info section may contain the following fields, some of which can be edited:

· Special Handling
If the item / service requires any special handling instructions click the lookup button and select from the list provided.

· Priority
You can specify the delivery Priority by clicking the arrow and selecting from the list. Priority designations are defined by your agency.

· Invoice Matching
Select from the list provided. Options include, None, 2-Way, 3-Way or 4-Way.


· GFP
When selected, this field indicates that the item is government furnished property. Money is not obligated on GFP line items.


	OCI: If GFP is checked, the contract line item will not be sent to Oracle.


· Inspection Required
Select this checkbox if an inspection is required for the item / service being ordered.

· Accountable Property
If your agency has an interface with an external financial tracking program, this checkbox is used to mark the line item for export to that program. If you do not have an interface, selecting the checkbox has no effect.

· Option Line Item
Select this checkbox if the item / service will be exercised in future fiscal years. This selection does not obligate / encumber money.


	OCI: If checked, the contract line item will not be sent to Oracle until the option is exercised.


· Anticipated Exercise Date / Days After Award
Select the appropriate option and enter the information. Use the Notification icon to add Reminder of Action Notifications to the Anticipated Exercise Date.

· Option Exercise Date
When the option is exercised, this field will activate and display the effective date of the line item.

· FOB
Enter the Free On Board (FOB) information. FOB Destination indicates the originator pays the costs. FOB Origin indicates the recipient pays the costs.

· Security Classification
Select an item from the drop-down list. Visibility and requirement are based on a system switch.

· Origin City / Origin State
If FOB Origin is selected, the city and state must be entered.

· USSGL Trans Code
At the Federal level, this code may be mandatory.

· Custom Fields
A total of 40 custom fields can be setup at the Item level. Use the lookup button to make selections for each field. See your System Administrator for more information.

NOTE: Depending on your agency setup, additional fields may display. Contact your System Administrator for definition of these fields.
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Figure 220 – Large Contracts – Item – Orders 

Orders

NOTE: If your agency preferences are setup to not allow delivery / task orders against Fixed-Price contracts, this selection will not appear.

Select either Yes or No. The Allow Delivery / Task Orders field is used to determine whether this item can have delivery / task orders written against it. If No is selected, the Contract Obligates option will be selected and all fields will be disabled. If Yes is selected, you can select which document will obligate / encumber the money. This option is not available for Indefinite Quantity Line Items.

Per Order Limits:

Enter either the By Quantity Minimum Order and Maximum Order, or the By Amount Minimum Order and Maximum Order.

Per Period Limits:

Enter the Maximum Order amount and the During Period of Time text.

Ship To

The Ship To option also includes the Accounting section. Both sections are identical to Purchase Orders. Please refer to the Purchase Order chapter of this guide.

[image: image231.jpg]itract nformation
Contract Number: BRE-CON-SOL-DUP  Description: Software
Version: BASE Unit Price: $2500
Amount: $0.00
Click Submit

to save
your data.

e Ship To

ship To: JEW o] | markFor

Fully Funded Amount: [ 00
Delivery Date: [0811712002 <% (1 OR Days Afer Award.

Accounting  Add| it oelets

Select | Accounting Code  Cost Cenfer | Tumber  Sufix | CAN  Dbjest Class  PMS Code  Project lumber  Task Numbar . Fully Funded Amount

(None)  (None)  (None) (None) (None) (Nong)  (None) (None) $0.00





Figure 221 – Delivery Location / Accounting Detail – Contract Obligates

Obligating All Funds on the Contract

Click Add or Edit to display the Delivery Location / Accounting Detail page. The following fields are included in the Ship To section when Delivery / Task Orders are not allowed against the contract, or they are allowed but Contract obligates:

· Ship To
Displays the code used to identify the address where the service / products are to be delivered. The lookup button displays a listing from the PRISM database. This information can be edited for this contract and will not change the PRISM database.


	OCI: Ship To locations are equivalent to Locations in Oracle and must be selected from the list.


· Mark For
If the final destination of the item is different from the Ship To address, specify it here. If there is no difference, leave this field blank. Click the lookup button and choose an address from the list. This information can be edited for this contract and will not change the PRISM database.

· Quantity / Amount
Enter the quantity or amount for this Ship To or Mark For location. The line item qualifier determines the active field.

· Fully Funded Amount
The Fully Funded Amount of this shipment to this location will be automatically generated. This field is only available for “by dollars” line item.


· Delivery Date / Days After Award
Enter either the Delivery Date or the number of Days After Award for delivery of the item, or use the calendar button. Use the Notification icon to add a Reminder of Action notification to the Delivery Date.

The Accounting section of the Delivery Location / Accounting Detail page contains a summary of items entered and Add, Edit, and Delete buttons. Click Delete to delete the selected item.
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Figure 222 – Accounting Information Detail – Contract Obligates

Click Add or Edit to open the Accounting Detail page. The following fields display: 

Accounting Information

· Select Accounting Code
Enter the Accounting Code for this line item or click the lookup button to select a code. On a new Accounting Information Detail page, when a User Product Code is assigned to the item, the account codes or segments set up in User Product Code Setup will fill the appropriate fields automatically, following the rules of whatever type of accounting information is being used.


	For OCI, a valid Account code in PRISM must match a valid combination in Oracle. Defaults can be specified based on A/C Combo or Alias. To facilitate the selection of a valid combination, A/C Combo has been added to provide a list of all valid Account Combinations in Oracle. To assist in Account Combination selection, a second button, Alias, provides a list of all the preset Alias combinations in Oracle. Click either button and select from the list provided.


· Percent
If the Calculate by Percent field was selected previously then a percent must be entered. The Amount and Quantity fields will be disabled.

· Quantity / Amount
Enter the quantity and amount covered under this accounting code in this purchase order.


· Fully Funded Amount
Displays the fully funded amount of this contract. This amount is automatically generated.

· Obligated Amount
Displays money obligated / encumbered by this purchase.


· Uninvoiced
Displays that portion of the obligated / encumbered money not yet invoiced.

· Subject to Availability of Funds
Select this checkbox if the agency does not currently have the funding for the amount assigned to the accounting string. If selected, the value of this item will not obligate or encumber funds at the time of the award. This may be changed later on the award or by an amendment.

· Project Number / Task Number
Enter the Project and Task Number or use the lookup buttons to make your selections.


Click Calculate to calculate the amount to be charged to the accounting code. Clicking Submit will also calculate the code and return you to the Delivery / Location Detail page.

When all data has been entered on the Delivery Location / Accounting Detail page, click Submit to continue.
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Figure 223 – Delivery Location / Accounting Detail – Contract Obligates

Dividing Obligation of Funds Between the Contract and the Delivery Order

Click Add or Edit to display the Delivery Location / Accounting Detail page. The following fields are included in the Ship To section when Delivery / Task Orders are not allowed against the contract, or they are allowed but Contract obligates:

· Ship To
Displays the code used to identify the address where the service / products are to be delivered. The lookup button displays a listing from the PRISM database. This information can be edited for this contract and will not change the PRISM database.


	OCI: Ship To locations are equivalent to Locations in Oracle and must be selected from the list.


· Mark For
If the final destination of the item is different from the Ship To address, specify it here. If there is no difference, leave this field blank. Click the lookup button and choose an address from the list. This information can be edited for this contract and will not change the PRISM database.

· Fully Funded Amount
This field is now read-write to allow the user to specify the exact amount they would like to obligate on this contract line item. When creating a Delivery Order against the contract line item, the user will be able to specify the portion of this obligation, if any, to use on the DO. Enter the amount to be obligated on this line item.


· Delivery Date / Days After Award
Enter either the Delivery Date or the number of Days After Award for delivery of the item, or use the calendar button. Use the Notification icon to add a Reminder of Action notification to the Delivery Date.

The Accounting section of the Delivery Location / Accounting Detail page contains a summary of items entered and Add, Edit, and Delete buttons. Click Delete to delete the selected item.
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Figure 224 – Accounting Information Detail

Click Add or Edit to open the Accounting Detail page. The following fields display: 

Accounting Information

· Select Accounting Code
Enter the Accounting Code for this line item or click the lookup button to select a code. On a new Accounting Information Detail page, when a User Product Code is assigned to the item, the account codes or segments set up in User Product Code Setup will fill the appropriate fields automatically, following the rules of whatever type of accounting information is being used.


	For OCI, a valid Account code in PRISM must match a valid combination in Oracle. Defaults can be specified based on A/C Combo or Alias. To facilitate the selection of a valid combination, A/C Combo has been added to provide a list of all valid Account Combinations in Oracle. To assist in Account Combination selection, a second button, Alias, provides a list of all the preset Alias combinations in Oracle. Click either button and select from the list provided.


· Percent
Enter the percent of the cost to be allocated to this account code.

· Fully Funded Amount
Displays the fully funded amount of this contract. This amount is automatically generated by selecting Calculate.

· Obligated Amount
Displays money obligated / encumbered by this purchase.


· Uninvoiced
Displays that portion of the obligated / encumbered money not yet invoiced.

· Subject to Availability of Funds
Select this checkbox if the agency does not currently have the funding for the amount assigned to the accounting string. If selected, the value of this item will not obligate or encumber funds at the time of the award. This may be changed later on the award or by an amendment.

· Project Number / Task Number
Enter the Project and Task Number or use the lookup buttons to make your selections.


Click Calculate to calculate the amount to be charged to this accounting code. Clicking Submit will also calculate the code and return you to the Delivery / Location Detail page.

When all data has been entered on the Delivery Location / Accounting Detail page, click Submit to continue.

Payment

The Payment option is identical to Purchase Orders. Please refer to the Purchase Order chapter of this guide.

Funding

The Funding option is identical to Purchase Orders. Please refer to the Purchase Order chapter of this guide.

Discount

The Discount option is identical to Purchase Orders. Please refer to the Purchase Order chapter of this guide.

Warranty

The Warranty option is identical to Purchase Orders. Please refer to the Purchase Order chapter of this guide.

Text

The Text option is identical to Purchase Orders. Please refer to the Purchase Order chapter of this guide.
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Figure 225 – Large Contracts – Items – Suspense Items

Suspense Items

This section provides a complete list of all Suspense Items added at the Item Level. This page is read-only for all but Full Access users. Multiple Suspense Items can be added to track activities associated with this line item. The following is an explanation of the column headings: 

· Select
Used to select an item for further action.


· Type
Indicates the type of Suspense Item, Deliverable (D), Task List (T), or Other (O). Suspense Items marked Task List will be automatically assigned to the Task List of the Responsible Party.


· Description
This is a description of the Suspense Item.


· Responsible Party
Displays the user selected as the Responsible Party.


· Due Date
Displays the date the Suspense Item is due.


· Actual Date
Displays the Actual date the Suspense was completed.
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Figure 226 – Large Contracts – Items – Suspense Item Detail

Select Add Suspense Item to add a new suspense item at the Item Level. The pages that display when adding or editing a suspense item at the Item Level are identical to the pages that display when adding or editing suspense items at the Header Level. 

The following is an explanation of the available fields: 

· Type
Select the type of Suspense Item, Deliverable (D), Task List (T), or Other (O). Suspense Items marked Task List will be automatically assigned to the Task List of the Responsible Party.


· Description
Enter a description of the Suspense Item.


· Responsible Party
Use the lookup button to select the Responsible Party. The Name will be automatically generated.


· Due Date
Enter the date the Suspense Item is due. The calendar icon may be used. Click the Notification icon to add a notification for this date.


· Actual Date
Displays the Actual date the Suspense was completed. This date is automatically generated.

Suspense Items not marked Complete will remain read-write for a Full Access User through all stages of the award.
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Figure 227 – Large Contracts – Item – Summary 

Summary

The Item Summary page will now display. This page is divided into nine sections. Each section displays information entered previously. Each section can be reached by clicking the section name on the Menu or scrolling down the page to the section title. Information can be added or edited by clicking the Add or Edit button at the right of the section title.

If a Notification icon displays beside a date field, it can be used to add a Reminder of Action Notification to the date without returning to the original page.
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Figure 228 – Large Contracts – Item Validation

Validations

The Validations option at the Item level provides a summary of errors and warnings PRISM discovers for the open item. Error messages must be corrected before the document can be routed. Warnings are informational only and can be corrected at your discretion. To correct either, click the hyperlink in the Location column. PRISM will return you to the page where the error is located. After correcting the error or warning, click Validations again to correct the next one or to test that your change fixed the problem. The following is an explanation of the column headings. 

· Location: Designates where the problem is located. To move to the section, click the hyperlink under the location in this column.

· Message: The message describes the problem. 

Correcting validation warnings at the item level as the document is created will shorten the validation process and make final release of the document much easier.

Vendor
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Figure 229 – Large Contracts – Vendor 

Click Vendor on the main page to open the Vendor page. The information on the Vendor page is system-generated from the vendor database. The address information may be edited, depending on your agency’s setup, but changes will apply only to this award and will not change the information in the PRISM vendor database. 


	OCI: Only the fourth line of each Vendor Address can be edited.


Select an Address Code and click Edit to display the Address Code page for editing, or click the hyperlink to make your selection. 

Vendor Performance

After a contract has been released, you can enter information about the performance of the selected vendor. A new selection, Performance will now display on the Menu beneath Vendor. The Vendor Performance page will display any existing entries. You can Add a new entry, Edit an existing entry, or Delete an existing entry. 

Select the Version, Quality and Timeliness from the drop-down lists. Enter any descriptive notes in the Notes field. When complete, click Submit.

Form Info

Click Form Info to select or edit a form to be printed. In this section, you can select the agency form you'd like to use for the contract and complete any additional fields that may be required. Once a form has been selected, only that form will display when you print. If you want to change forms, you must return to this page.

Depending upon the document status and your access rights, the blue toolbar may include:
· Edit
Click to make changes to the information on the form.

· View Form
Displays the data on the actual form. The document can also be printed from this area. 

· Change Form
Click to select a different form from the list of available forms.

Other Menu Options and Document Actions

This chapter includes the Menu options that are found only on contracts, or that differ in some way for contracts. For an explanation of Menu options not included here, please refer to the Common Operations chapter of this workbook.

In addition, actions performed on documents, (printing, canceling, deleting, etc.) that do not differ according to document type are also found in the Common Operations chapter of this workbook.

Creating Other Types of Contracts

Cost Plus Award Fee

A Cost plus Award Fee contract should be used when the contractor receives his costs plus a base fee, and may receive an award on top of the base fee depending on how well they performed.

Create a contract and number it in accordance with your agencies procedures. The General Information page will display. Select Cost plus award fee from the drop-down list at Award Type. This will create the default for all line items associated with this award, and will provide the information required for FPDS reporting.

Fill in the rest of the fields as described in Creating a Large Contract. When complete, click Submit to create the contract. Select Items from the Menu. Select an item and click Edit, or click Add to add a new item. 

The Item General page will display. The following fields will display:

Qualifier = By Quantity

The following fields are available:

· Unit of Issue
Enter the unit of issue abbreviation if known, or click the lookup button and select from the list.

· Quantity
Enter the total number of items being procured.

· Estimated Unit Cost
Enter the estimated cost per unit being procured.

· Total Estimated Cost
This amount fills automatically and is calculated from the quantity multiplied by the estimated unit cost.

· Award Fee
Enter the amount of the award fee. This fee is a negotiated amount that is paid only if certain performance criteria have been met that have been agreed upon by the agency and vendor.

· Base Fee
Enter the contracted base fee for the contract.

Qualifier = By Dollars

Notice that the fields to be filled have changed. Only the following fields are available:

· Total Estimated Cost
Enter the total estimated cost.

· Award Fee
Enter the amount of the award fee. This fee is a negotiated amount that is paid only if certain performance criteria have been met that have been agreed upon by the agency and vendor.

· Base Fee
Enter the contracted base fee for the contract.

Cost Plus Fixed Fee

A Cost plus Fixed Fee contract should be used when the cost plus a negotiated fee are fixed at the inception of the contract.

Create a contract and number it in accordance with your agencies procedures. The General Information page will display. Select Cost plus fixed fee from the drop-down list at Award Type. This will create the default for all line items associated with this award, and will provide the information required for FPDS reporting.

Fill in the rest of the fields as described in Creating a Contract. When complete, click Submit to create the contract. Select Items from the Menu. Select an item and click Edit, or click Add to add a new item. 

The Item General page will display. The fields displayed for this type of contract are below:

Qualifier = By Quantity

The following fields are available:

· Unit of Issue
Enter the unit of issue abbreviation if known, or click the lookup button and select from the list.

· Quantity
Enter the total number of items being procured.

· Estimated Unit Cost
Enter the estimated cost per unit being procured.

· Total Estimated Cost
This amount fills automatically and is calculated from the quantity multiplied by the estimated unit cost.

· Fixed Fee
Enter the amount of the negotiated fixed fee. 

· Completion Form / Term Form
Identifies which form of evaluation the Government will use to evaluate the vendor’s performance, at the completion of the contract or at some designated period during the performance of the contract.

Qualifier = By Dollars

Notice that the fields to be filled have changed. Only the following fields are available:

· Total Estimated Cost
Enter the total estimated cost.

· Award Fee
Enter the amount of the negotiated fixed fee. 

· Completion Form / Term Form
Identifies which form of evaluation the Government will use to evaluate the vendor’s performance, at the completion of the contract or at some designated period during the performance of the contract.

Definite Quantity Contract

A definite Quantity contract should be used when you know the quantity of an item needed during a specific time from, but the exact delivery times are not known the time the contract is awarded.

Create a contract and number it in accordance with your agencies procedures. The General Information page will display. Select Definite-quantity from the drop-down list at Award Type. This will create the default for all line items associated with this award, and will provide the information required for FPDS reporting.

Fill in the rest of the fields as described in Creating a Large Contract. When complete, click Submit to create the contract. Select Items from the Menu. Select an item and click Edit, or click Add to add a new item. 

The Item General page will display. The fields displayed for this type of contract are below:

Qualifier = By Quantity

The following fields are available:

· Unit of Issue
Enter the unit of issue abbreviation if known, or click the lookup button and select from the list.

· Quantity
Enter the total number of items being procured.

· Unit Price
Enter the unit price of the item being procured.

· Amount
This amount fills automatically and is calculated from the quantity multiplied by the unit price.

Qualifier = By Dollars

Notice that the fields to be filled have changed. Only the following field is available:

· Amount
Enter the total dollar amount of the items being purchased.

When all information has been entered, click Submit to save your date. Continue creating the item as discussed in Adding Line Items.

Indefinite Delivery / Indefinite Quantity (IDIQ) Contract

An IDIQ contract should be used when a recurring need is anticipated but the delivery times are not know at contract award. The award should state a minimum quantity of supplies or services as well as a stated realistic maximum.

Create a contract and number it in accordance with your agencies procedures. The General Information page will display. Select Indefinite-quantity from the drop-down list at Award Type. This will create the default for all line items associated with this award, and will provide the information required for FPDS reporting.

Fill in the rest of the fields as described in Creating a Large Contract. When complete, click Submit to create the contract. Select Items from the Menu. Select an item and click Edit, or click Add to add a new item. 

NOTE: The primary difference between an IDIQ and a straight Indefinite-quantity contract is the IDIQ will not have a delivery date, only a period of performance. IDIQs are usually used for service procurements, such as snow removal or repair type contracts where the dates of performance and the number of deliveries are unknown at the time of award.

The Item General page will display. The fields displayed for this type of contract are shown below:

Qualifier = By Quantity

The following fields are available:

· Unit of Issue
Enter the unit of issue abbreviation if known, or click the lookup button and select from the list.

· Unit Price
Enter the cost of the product by unit.

· Minimum Quantity
Enter the minimum number of units to be purchased.

· Min. Amount
The product of minimum quantity and unit price will fill automatically.

· Max. Amount
The product of maximum quantity and unit price will fill automatically.

· Minimum Guaranteed?
Select this checkbox if the agency will guarantee they will purchase the minimum amount. If selected the minimum amount will be obligated.

Qualifier = By Dollars

Notice that the fields to be filled have changed. Only the following fields are available:

· Min. Amount
The product of minimum quantity and unit price will fill automatically.

· Max. Amount
The product of maximum quantity and unit price will fill automatically.

· Minimum Guaranteed?
Select this checkbox if the agency will guarantee they will purchase the minimum amount. If selected the minimum amount will be obligated.

Requirements Contract

A Requirements contract should be used when the government establishes an estimated quantity but it is not bound by the estimate. Repair of Government Furnished Property (GFP) or agency furnished property is an example.

Create a contract and number it in accordance with your agencies procedures. The General Information page will display. Select Requirements from the drop-down list at Award Type. This will create the default for all line items associated with this award, and will provide the information required for FPDS reporting.

Fill in the rest of the fields as described in Creating a Large Contract. When complete, click Submit to create the contract. Select Items from the Menu. Select an item and click Edit, or click Add to add a new item. 

The Item General page will display. The fields displayed for this type of contract are below:

Qualifier = By Quantity

The following fields are available:

· Unit of Issue
Enter the unit of issue abbreviation if known, or click the lookup button and select from the list.

· Unit Price
Enter the cost of the product per unit.

· Estimated Quantity
Enter the estimated number of items being procured.

· Estimated Max. Quantity
Enter the estimated maximum number of items that will be procured.

· Estimated Amount
This is the product of the Est. Quantity field and the Unit Price field and will fill automatically.

· Est. Max. Amount
This is the product of the Est. Max. Quantity field and the Unit Price field and will fill automatically.

Qualifier = By Dollars

Notice that the fields to be filled have changed. Only the following fields are available:

· Est. Amount
Enter the estimated dollar amount of the items to be purchased.

· Est. Max. Amount
Enter the estimated maximum dollar amount of the items to be purchased.

 9 Multiple Award Setups 

Multiple Award Setups are very large awards that can have multiple Contracts, awarded to different vendors, placed against them. 

Creating a Multiple Award Setup 
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To create a new solicitation, logon to PRISM and click Create Document on the Menu. The Document Create page will open.  

Select MAS as the Document Type. The Document Create page will refresh to display as above. Complete the fields as follows:

· Create From
Select from the following:

· New
Creates an entirely new solicitation. 


· Existing MAS
Opens the Solicitation Selection page where available solicitations may be viewed and selected. This option is used when pulling data from a similar solicitation. Refer to Duplicating a Solicitation.

· Reconstruct
This option is used to reconstruct an existing contract.


	OCI: Reconstructed contracts are not sent to Oracle.


· Requisition
Opens the Create Contract from Requisition page.

· Solicitation
Opens the Create Contract from Solicitation page.


· MAS Numbering Options
Document numbering rules are defined by an agency when PRISM is initially installed. Refer to the Contract Numbering Options earlier in this chapter.

· Section Template
Select from the drop-down list. The availability of this option, and the selections available will change according to selections made for Create From. For Create From selections New or Requisition, None or Select New are available. When Solicitation is selected, a third option, From Solicitation, is available. When Existing MAS is selected, this option will not display as the templates will be copied from the original document.

If Select New is chosen, the Clause Template Selection page will display. 

Click the option button desired, and then click Continue to continue or Cancel to return to the Welcome page.

Main Page
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Figure 230 – Multiple Award Setup – Main General

The pages opened from the Main submenu generally follow Contract functionality. One exception, above, is the Vendor field. This field is a read-only drop-down list that includes those vendors associated with Contracts that have been awarded against this MAS. 

Vendors will be associated with each item as Contracts are associated with the Multiple Award Setup. The user has the ability to view the list of Vendors associated with a given item on the Multiple Award Setup, both on the Main General page and in the Report Summary.

Until the Setup has been released and contracts have been awarded against it, no vendors will appear on the list.

Items
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Figure 231 – Multiple Award Setup – Item General

The user has the ability to add multiple items to this award type. 

Note that there are no Quantity or Cost fields on the Item General page. The Multiple Award Setup will not obligate any funds. It will not require the user to enter unit prices or amounts in order to be released. 
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Figure 232 – Multiple Award Setup – Item Limits 

Item Limits

The user can specify the Contract Ceiling and the Minimum Guaranteed for each item, as well as for the overall award.

Summary Report
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Figure 233 – Multiple Award Setup – Summary Report

The Multiple Award Setup Summary Report differs slightly from other Summary Reports. There are four checkboxes, covering inclusion of all versions, unreleased contracts, orders and invoices. The Summary Report section presents a general summary of the Setup based on the options checked above. The lower section displays a list of Vendors associated with each listed item, also based on the options checked above.

 10 Common Options

The following options are found on the Menu of most modules. The functionality is the same whatever module is open. Refer to the module Menu for information as to which options are available, and then refer to the descriptions in this module of the Workbook for functionality of the specific option.

Common Menu Options

Currency

If your agency is set up for multiple currencies, the Currency option will appear on Requisition, Solicitation and Award Menus. If use of multiple currencies has not been authorized, this option will not be present.

[image: image245.jpg]: Order Nurnber Status: InFrogress Nurnber of terns: 1
Delivery/Task

Drder Contract Nurnber: CONFORDOFROMREQFRMAP Stage: Award Total Amount: $0.00
Version: BASE Net View: OFf Obligation: $0.00

Main

ur

I
g Base Curtency: USD-US Dollar
COHi Print Base in Schedule: No

Print Currency: USD-US Dollar

Synopsis

Exchange Rates

Package
Select  Code Mame  Exchange Rate  Pri

Supporting Docs
Surmmary Report
Protests

Clairms

Validations

Route History




Figure 234 – Common Operations – Currency 
Currency displays the current Base Currency information for the contract. If the contract is created from New, the Base Currency would come from the user’s site as set up by the System Administrator. If a contract is created by duplication or modification the Base Currency is brought forward from the original document.

According to the agency and your user profile you may be able to change currency information here.
Setting Base Currency 
Click Set Currency to make changes to the currency information. The following fields may be available:

· Base Currency
Enter or use the lookup button and select from the list provided.

· Print Base Currency in Schedule?
Select the checkbox to print the base currency in schedules.

· Print Currency
Enter or use the lookup button to select from the list provided if other than the base currency is to be printed. The selections for Print Currency are limited to the document’s Base Currency and any Target Currencies that have been added with Exchange Rates.

Adding or Editing Exchange Rates

Click Add to display the Document Exchange Rate page to change or add information. The following fields appear:

· Base Currency
The default currency will display. 

· Target Currency
Click the lookup button to change the currency used. Select from the list.

· Exchange Rate
Any exchange rate entered here will only be applicable to this document. It does not affect any rates entered by the System Administrator.

· Print In Schedule
Click the checkbox if you want the currency information to print.

Synopsis
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Figure 235 – Common Operations – Synopsis 

This option will appear on the Solicitation Menu and most award menus. If the document has been synopsized, the details will be displayed here. If not, the report will be ‘No Synopsis found’.

The following options may appear on the blue toolbar:

· Add
Click to add new synopsis information.

· Edit
Click to change information on an existing synopsis if the synopsis has not been transmitted. If the synopsis has been transmitted, the information will be displayed as view only. No information can be changed and the synopsis cannot be deleted.

· Delete
Click to remove a synopsis. Once a synopsis has been transmitted it cannot be deleted.
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Figure 236 – Common Operations – Add / Edit Synopsis 

Click Add to add synopsis information to the contract. When it is completed, you can transmit it electronically. The following fields will display:

· Action Code
Use the drop-down list to select the type of action for this synopsis. 

· Submission / Transmission Date
A read-only field that is set when the synopsis is submitted for transmission / transmitted.

· Response Date
If Sources Sought, Presol Notice, or Mod to Presol Notice is selected under Action Code, enter the date responses are due from the contractor (will fill from document if entered).

· Classification Code
Enter the classification code or use the lookup button and make a selection. (will be automatically generated  from document if entered) A description of the items will then display.

· Subject
Enter a brief subject for the synopsis. This is a required field.

· Solicitation Number
Enter the solicitation number if necessary. If this is an award created from a solicitation, the number will be automatically generated.

· Contact Points
Enter the name, phone number, and email address for the primary point of contact for the document. If the buyer and contracting officers’ information is filled in on the document, this field will fill with that information. You can edit the field if necessary.

· Contracting Office Address
Enter the Contracting Office or use the lookup button to select from the list. If a selection is made, the address will be automatically generated. Changes can be made for this contract and will not affect the PRISM database.

· Contractor Address
Will only be active if the Action Code selected was Award Notice. You can manually enter the address or click the lookup button and select from the list provided.

Web Link:

· URL
Enter the URL. This item is required.

· Description
Enter the name or description of the page displayed by the URL.

Email:

· Address
Enter the email address of the primary point of contact for any questions regarding the synopsis. If an email address is entered a description is required.

· Description
Enter a description or name or the owner of the email address.

Contract Information:
This section is only active if Award Notice is selected.

· Award Number
The award number will be automatically generated after the contract is awarded.

· Award Amount
The total amount of the award will be automatically generated after the contract is awarded.

· Line Item Number
The number of the line item being synopsized.

· Award Date
Enter the award date.

· Description
Enter a description of the item. This information is required.

Attachments

All attachments that have been associated with this synopsis will display here. To add a new attachment, click Add. The Add Attachment page will display.

Enter a Description and a URL. When the synopsis is transmitted, the URL will be posted to EPS. When a bidder goes to EPS, the URL will be available for viewing the attachment. 

Click Submit to complete this action, or Cancel to cancel. You will return to the Synopsis page.

Click Submit to submit the synopsis for transmission, or Cancel to save the synopsis without transmitting it at this time.

If all required fields are complete and you clicked Submit, the Synopsis confirmation window will display. If you are ready to transmit the synopsis, click Yes, if not, click No.

The Posting Account Code field and Password field will be automatically generated from the Posting Options selected under Site Setup. The user can change these as necessary. If Transmit Now is selected, the synopsis will be queued for transmission and the Submission Date field on the Synopsis page will be set to the current system date. If Transmit Later is selected the information entered will be saved and the user will return to the Synopsis of Contract page.

The Synopsis page will now display the synopsis, regardless as to whether or not it was transmitted. Until submission, it can be edited or deleted. 

  Package

Click Package to create or edit the Cover Page, Body or Attachments included in the Package.
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Figure 237 – Package – Cover Page

Cover Page

PRISM defaults by selecting Cover Page on the submenu. In this section, you can select the agency form to be used for the document and complete any additional fields that may be required. Once a form has been selected, only that form will display when you print. If you want to change forms, you must return here.

Refer to the Forms module for information about filling out each form.


Depending upon the document status and your access rights, the blue toolbar may include:
· Edit
Click to make changes to the information on the form.

· View Form
Displays the data on the actual form. The document can also be printed from this area. This option requires that Adobe Acrobat Reader be installed on your hard drive. Acrobat reader is available free from www.adobe.com. If you have questions about whether it is installed or how to install it, see your System Administrator.

· Change Form
Opens a selection list of available forms. Make a selection to change the form.
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Figure 238 – Package – Body 

Body

The Document Body page displays all Sections contained in the document, and allows the user to complete numerous actions. The top section includes the following fields:

· Document Format
This is a read-only field, displaying the document format presently selected. To change the Document Format, select Change Format on the toolbar.


· Clause Grouping
Select how clauses should be grouped when the document is generated from the drop-down list.  Choices are All Reference then all Full Text, All Reference then Full Text per database, or Do not separate Reference from Full Text. Your selection only controls how the clauses will be grouped in the generated document. Clauses will always display on this page in the order in which they were added.

The lower part of the page includes a table listing each section included in the document by Section, Menu Name, and Section Title. Click a hyperlink in the Section Title column to open the Clause Summary page for the selected section.

The following buttons may appear on the toolbar:

· Load Template
This option is available when the Package has not yet been generated and the document is in progress. It opens the Template Selection page.


· Attach
Available when the Package has not yet been generated and the document is in progress. It opens the Detail page.


· Change Format
Available when the Package has not yet been generated and the document is in progress. It opens the Document Format Selection page.


· Validate
This option validates the package information. 

· Generate
Available when the Package has not yet been generated and the document is in progress. This option runs the validation routine and generates the package.


· Configure
Available when the Package has not yet been generated and the document is in progress. It opens the Configure page. This option allows the adding, editing, deletion and sequencing of sections.


· Remove UCF
Available when the Package has not yet been generated, the document is In Progress, and the document is in UCF format. This action cannot be reversed. You will be prompted for a confirmation.


· Save As Template
Available when the Package has not yet been generated and the document is in progress. It opens the Save Template page where a new Clause Template can be named and created from the setup on your document.
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Figure 239 – Clause Summary Section

This section displays the clauses included in the selected Package Section. Two columns, Include, and Full Text are read-write checkboxes. These boxes can be selected and deselected as necessary. 

Select the hyperlink in the Clause Number column to open the clause in a separate browser. If a Fill In is associated with the selected clause the Fill In column will display Yes as a hyperlink. Select the hyperlink to open the Fill In Detail page.

Select Add on the toolbar to add a new clause to this Package Section. The Clause Selection page will display. 

Select a clause in the Select column and click Delete to delete the selected section. 

Select Return on the menu to return to the Section Summary page.

The following options will display on the Toolbar.

· Add
Opens the page where a new clause can be added.


· Delete
Deletes the selected clause.

· Save
Saves the section as it is.


· First 
In a multiple section document, this button will take you directly to the first section.
 

· Previous 
In a multiple section document, this button will take you to the section just before the one you are viewing. 


· Next 
In a multiple section document, this button will take you to the next sequential section. 


· Last 
In a multiple section document, this button will take you to the last section. 
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Figure 240 – Clause Fill In

If a Fill In is associated with the selected clause, the Fill In column will display Yes as a hyperlink. Select the hyperlink to open the Fill In Detail page.

Text can be added within each Text Box. In addition, fields can be added to this text that will pull the proper information from the document to the clause when the document is generated. To add a field, select a field from the drop-down list next to Insert Field. Place your cursor in the Text Box, and click Insert Field. Only fields listed on the drop-down list can be inserted, but any number of those fields can be inserted, before, after, or within other text. The text added will be printed in the generated document as added with field information from the document inserted as indicated.

If the template has been set to require a Fill In field for Solicitations, Awards, or both, the Required in checkboxes will be grayed out. If not, check to require the inclusion of the field. If Required is not checked, fields not completed will be included, but the fill-in will be empty.
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Figure 241 – Clause Selection

If desired, enter search criteria and click Display on the toolbar. Select individual clauses by clicking in the box in the Select column, or use Select All to select all of the listed clauses. Then click Continue to add the clauses to the Clause Section.

[image: image253.jpg]Search Criteri

Database
A Database

Clause Number

e

Clause Title

paste

SortBy
Clause Number

T Gelsct Clausebumber  ClauseTils Lossl Database
Prasaription

¥ CLAUSE1*AALT1 ClaueTile Yes ADatabase

Seict a1 | _Cortinie

CLAUSE 1 *AALT 1 - Microsoft

Text for Clause: CLAUSE 1 *AALT 1

[This s the local Prescription and agency specifc help =]





Figure 242 – Clause Selection – Local Prescription

When a Yes hyperlink in the Local Prescription column is selected, the Local Prescription text will display in a separate browser window. Click Close to close the Local Prescription text window.
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Figure 243 – Clause Inclusion Opions

Select the Inclusion Options for each clause by clicking in the box for those options desired. Selecting Include will indicate if the clause will be included. If Full Text is not checked, the clause will be listed by Reference, not Full Text. 
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Figure 244 – Clause Conflict Options

If there are conflicts in clauses the Clause Conflict Options page will display. Above, the message indicates that the clause already exists and will not be duplicated in this section. Complete all options and select Continue.
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Figure 245 – Template Selection

Load Template

Search Criteria


This section provides you with tools to refine your search. Enter some or all of the following to help limit your search.

· Include Public
Select to display all Public Clause Templates.


· Site / Site Filter
If desired, use the lookup button to select a specific site. Then select the Site Filter from the drop-down list.


· Search
Select the field to search. Options include Template Name. Then enter as much criteria as you can in For field.


The search can then be limited to from 100 to 500 items in the Max Results field, and Results per Page can be set for 5 to 20 documents.


After defining your search criteria, click Display and PRISM will return the Clause Templates that match. 

Clause Template Name
All templates that match the search criteria you have set will display here. If there are too many templates to display on the page, use the Next and Previous buttons to navigate through the templates. The following column headings display:

· Select Sections
Click the hyperlink in this column to display all sections included in the selected template in the Section Selection section at the bottom of the page.


· Clause Template Name

The name of the Clause Template.


· Site
The site code, Public or specific for the Clause Template.


Section Selection
This section displays all sections included in the selected template. All sections do not have to be included when the template is selected, but can be limited as described below. The following columns display:

· Select
Click the box in this column to select a section to be included in the template. Use Select All at the bottom of the page to select all sections of the template. The button will then read Deselect All. When all selections have been made, click Continue to add the selected sections to the Clause Template.


· Section Number
The Section Number assigned to this section.


· Section Title
The Title assigned to this section.


· Section Type
The Type assigned to this section.

NOTE: If the template is in UCF format, and you only select Section A, Sections A-M will copy to your template.
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Figure 246 – Document Format Selection

Change Format

Search Criteria


This section provides you with tools to refine your search. Enter some or all of the following to help limit your search.

· Search
Select the field to search. Options include Name and Description. Then enter as much criteria as you can in For field.


The search can then be limited to from 100 to 500 items in the Max Results field, and Results per Page can be set for 5 to 20 documents.


After defining your search criteria, click Display and PRISM will return the Document Formats that match. 

The Document Format table that displays includes the following columns:

· Name
The name of the format shown as a hyperlink. Select a hyperlink to chose the format and return to the previous page.


· Details
Select the Yes hyperlink in this column to display the Document Format Details in the section at the bottom of the page.


· Description
The description given the Document Format.
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Figure 247 – Package Validation

Validate

When PRISM validates the package, any problem found is displayed on this page. Click the Clause Number hyperlink to view the clause in your browser. Make all selections from any drop-down lists, or other options available. When each problem has been addressed, select Submit to continue.

To print the report, select Print on the toolbar. The report will display in a separate browser and can be printed from the browser toolbar.
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Figure 248 – Section Summary - Configure

Configure

The Section Summary page displays all sections included in the package. If available, select Add on the toolbar to add a new section. If the template is a UCF template and all sections A-M are included, Add will not display. 

Select a section in the Select column and click Edit, or click the hyperlink in the Title column to open the section for editing. In either case the Section General page will display.

Select a section in the Select column and click Delete to delete a section from the package.

The order shown will control the order sections are listed when the document is generated. To resequence the sections, select the box in the Select column and click Move Up or Move Down on the toolbar. The selected section will be resequenced. When a document is generated using clauses from more than one section, the clauses will be ordered according to the section order. Move Up and Move Down will not display if this is a UCF template.
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Figure 249 – Section - General

The General page displays when adding or editing sections from the Section Summary page. The following fields are available:

· Section
The name of the section.


· Title
The title of the section.


· Menu Title
The title as it will appear on menus.


· Section Type
A read-only field denoting the section type.


· Required
Select Yes or No from the drop-down list.

The toolbar options have standard functionality. They allow the user to move from section to section as selected.
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Figure 250- Save As Template

Save As Template

The Save Template page is used to save the Package Body as a new template. The following fields are available:

· Public / Site
Select the option desired. If Site is selected, use the lookup button to select the site associated with this template.


· Clause Template Name
Enter a new and unique name for this clause template.


· Description
Enter a description for this clause template.
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Figure 251 – Package – Body - Generated

Generate

When all information is complete, select Generate to create the generated document. Validations will be completed, and if passed, the document will be generated. 

Note the new table at the top of the Body section of the page. This table lists the generated documents for the solicitation or award. Select the hyperlink in the File Name field to view the generated document.

The buttons on the toolbar follow normal functionality for Attachments and Supporting Docs.

Reopen

The Reopen button is available on the toolbar when the document is In Progress and the package has been generated. Click Reopen to remove the generated package and restore the sections to their original read-write status. Generate will reappear on the toolbar after the package is reopened.

[image: image263.jpg]uniosk |

Contract Information

Contrant Contract Number: BRF-CON-01 Status: InPogess  Number oftems: 0
_ Version: BASE Stage: Awerd Total Amount: $0.00
Main Netview: OFf Obligation: $000
terns

Vendor e e T

Curtency O ociossay no No
synopsis

File Name / Exception  Version | Securty Classifioation

Glossan.do BASE  Top Secret

Patkage

Caver Page
BBody

B attachments

Supporting Docs,
Sumrmary Report
Profests
Claims





Figure 252 – Package – Attachments 

Attachments

This section lists all the attachments and/or appendices that are associated with the current document and that will be printed as part of the current document. They can include documents such as a graphics, blueprints, spreadsheets, etc. Refer to the Getting Started module for more information.


Depending upon the stage and status of the procurement document and your access and authority level, the following buttons may appear in the toolbar in addition to the Add button.  When present, they offer the following functionality:

· Check In
Overwrites the previously stored copy of the supporting document in the PRISM database. Enter the location and file name where the changed document is stored on your computer. The user can add comments to display in the document history. The supporting document is unlocked and a notation is added to the document’s history.

· Check Out
Opens and displays a copy of the selected supporting document or attachment.  PRISM does not allow changes to be made directly to the attachments or supporting documents stored in the database.  If a change is required, the document must first be checked out. NOTE: When checking out a document, be SURE it is saved to your hard-drive immediately. This action will ensure you can find the document when it is time to check it in again. Once any change is made to the checked out version, you will be prompted to Save As… Enter the location and / or file name where the document should be saved on your computer. When all changes are final, the file must be checked in.  Only one person at a time can check out a document.  When a document is checked out, it is put into a locked state. That means another user can view it, but they can't check it out and make changes until you check it back in again.

· Add
Launches the Details page where a new Attachment can be added.


· View
Launches the application that created the attachment or supporting document so that it can be viewed or printed.  For example, if the supporting document is a MS Word file, PRISM will launch MS Word and open the file. The document can also be printed at this time.  If the associated application is not available on your computer, you will not be able to view it

· Delete
Deletes the selected file and removes all record of it from the database

· Detail
Opens the document detail page where information such as the document description, whether it's required or not, exceptions, etc., can be viewed or edited

· Approval
Opens the Approve Document page where the selected document can be marked as approved

· Sequence
Opens the Document Re-sequence page where you can edit or review the sequencing of attachments.  Supporting documents are not sequenced

· Unlock
Unlocks a document that is checked out and makes it available to other users for editing


· Convert
Use to convert the Attachment to a Supporting Doc.

Supporting Docs
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Figure 253 – Common Operations – Supporting Docs 

Click Supporting Docs to display a list of all supporting documents. Supporting documents included in this section are non-PRISM files that are associated with the current document but that would not be sent to the vendors. These documents are usually attached to help reviewers and approvers understand the request.

	For OCI, no Supporting Documents or Attachments are sent to Oracle.


Summary Report
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Figure 254 – Summary Report

Summary Report has been added to the menu of all awards except Catalog Orders and Purchase Card Orders. The Summary Report was formerly found only on Contracts and BPA Setups. 

This section includes a summary of all information entered on the award. To control how much information is included, check one or all of the Contract Information checkboxes and click Refresh. If none of the boxes are checked, the information displayed includes up to the last released version. 

To include all versions currently In Progress but not Released, select Include All Pre-released Versions. To include all Invoices In Progress but not currently released, select Include Pre-released Invoices. 

The Contract Summary Report has been used in this illustration because it is identical to the BPA Setup Summary Report. These two reports include one selection in the Contract Information section that is not included in other types of awards. Select Include Pre-Released Delivery Orders / Calls to include those Delivery Orders or Calls against the Contract or BPA Setup that have not yet been released.
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Figure 255 – Summary Report (cont.)

The Line Item Type Summary at the bottom of the page summarizes the document by Line Item Type. The dollar value for Contract Ceiling, Fully Funded Amount and Obligated Amount are shown for each Line Item Type and in Total in the document’s currency. 

Protests
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Figure 256 – Common Operations – Protests 

This section provides a complete list of all Protests made against this award. The following is an explanation of the column headings: 

· Select
 Used to select an item for further action.


· Protestor
 Displays the Protestor's name.


· Date of Filing
 Displays the date the Protest was filed.


· Agency Where Filed 
Displays the agency where the protest was filed.
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Figure 257 – Common Operations – Adding Protests

Adding or Editing Protests

When adding or editing a Protest, complete each field below. Select Supporting Docs on the menu to add any supporting documentation you may have. Then select Return on the menu to return to the Protests page.

· Protestor Name
Enter the Protestor's name. This field is required.

· Contact Name
Enter the Contact Name representing the party or organization filing the protest.


· Address 1-4 / City / State / Zip / County / Phone / Fax / Email

Enter the requested information for the Protestor.


· Date of Filing
Enter the date the Protest was filed. This is a required field.


· Agency Where Filed
Select Contracting Agency or GAO from the drop-down list.


· Summary of Legal and Factual Grounds for Protest
Enter a description of the legal and factual grounds for the protest.


· Summary of Form of Relief Requested
Enter a description of the form of relief requested by the protestor.


· Contracting Officer Actions
Enter a description of the Contracting Officers' actions in response to the protest.


· Final Dispositions of Protest
Enter a description of the final disposition of the protest.

Claims
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Figure 258 – Common Operations – Claims 

This section provides a complete list of all Claims made against this award. The following is an explanation of the column headings:

· Select
Used to select an item for further action.


· Type of Claim
Displays Contractor or Government.


· Date of Submission
Displays the date the claim was filed.


· Brief Description
Displays a brief description of the claim.
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Figure 259 – Common Operations – Claims

Adding or Editing Claims

When adding or editing a Claim, complete each field below. Select Supporting Docs on the menu to add any supporting documentation you may have. Then select Return on the menu to return to the Claims page.

· Type of Claim
Select Contractor or Government from the drop-down list.


· Date of Submission
Enter the date the claim was filed. This is a required field.


· Brief Description
Enter a brief description of the claim.


· Monetary Relief Requested
Enter a description of the monetary relief requested by the party submitting the claim.
 

· Certification of Claim
Check if the claim has been certified by the contractor. 


· Contracting Officer Actions
Enter a description of the Contracting Officer's actions in response to the claim.
 

· Final Disposition of Claim
Enter a Description of the final disposition of the claim.

Validations
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Figure 260 – Common Operations – Validations 

The Validations option provides a summary of errors and warnings PRISM discovers in the document. Error messages must be corrected before the document can be routed. Warnings are informational only and can be corrected at your discretion. To correct either, click the hyperlink in the Location column. PRISM will return you to the page where the error is located. After correcting the error or warning, click Validations again to correct the next one or to test that your change fixed the problem. The following is an explanation of the column headings. 

· Location: Designates where the problem is located. To move to the section, click the hyperlink under the location in this column.

· Message: The message describes the problem. 

Releasing a Validated Document

If your agency does not require a contract to be routed and approved, or does not require FPDSA data to be entered prior to release, your document is now ready to release. Releasing the document will lock it so that no additional changes can be made. If any changes are required, an amendment must be created. To release the document click Release on the General page. A confirmation window will display. Click Yes to continue the release or No to cancel.

Document Information Tools

Each document menu contains the following options that display history or information about the open document. These options are the same for all documents.

Route History
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Figure 261 – Common Operations – Route History 

This section provides a complete history of a routed document. If a document has not been routed, this section will appear blank. The following is an explanation of the column headings. 

· To 
The person the document is routed to. The User Code appears as a hyperlink. Click the hyperlink to open your e-mail program with a message addressed to this person displayed.


· In Date
This is the date the document was routed to this user.


· Out Date
This is the date the document was sent to the next user on the route.


· Comments A "Y" in this column indicates that comments were included. To view the comments for a particular person, click the "Y." The comments will be displayed in the Comments section below.

· Status 
This designation documents the reviewer or approvers action. For example, if the person approved the document, the status would be "Approved."


· Version
Indicates what version of the document is displayed.

· Phone
The phone number of the person completing the listed action.

· Site
The site of the person completing the listed action.

· Routing Symbol
The Routing Symbol of the person listed in the To column.
Depending on the stage and status of a document, the following buttons will display on the Toolbar. Their functionality is the same as when seen on the Main-General page of a document.

· Route
Routes the document for review and approval. Prompts will guide you through the process of creating a route list, entering notes, etc. The Change Route button does not display when this button is present. Refer to Routing Lists section of the Getting Started Module for further information.

· Change Route
Allows you to change the current document route. The originator of the route can add, delete or change the order of receipt for any user who has not yet received the document. Reviewers and approvers can add people to the route, adjust the order of receipt, or delete themselves. The Route button does not display when this button is present.

· Approve / Disapprove
Allows approver on routing list to approve or disapprove documents.

· Review
Allows you to mark the document reviewed so that it will continue its route. It does not indicate that the document was either approved or disapproved. 


· Self Approve
Allows the user to self approve the document without routing, if you are the document owner and have this right in your user profile. 

· Release
Releasing the document makes it available to move to the next stage of procurement. Documents can be released by their owner or by the last user on the route list provided the last user has been given that right in the User Setup.

· Reopen
Allows an approved or disapproved document to be reopened. The document is returned to the Pending status. Comments can be added as to why the document was reopened. These comments are required for approved documents, not required for disapproved documents.

· View Form
Displays the data on the agency's actual contract form. The document can also be printed from this area. Refer to Printing From PRISM Web in the Getting Started Module of this workbook. This button will not appear in the Acquisition Package.

Status History 
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Figure 262 – Common Operations – Status History 

As a document progresses through the various stages of In Progress, Pending, Approved, etc., the Status History page will record the activity, the dates, and who was involved. From here you can tell when a document originated, when it was approved, or even if it was ever reopened. The following is an explanation of the column headings. 

· Status: 
The document status is determined by where the document is in the creation and approval process. Status designations include: 

In Progress: Documents that have been created or are in the process of being created and have not been routed or released, or that have been reopened.

Pending: Documents that have been routed for approval and have not yet completed the route.

Pending Financial Approval: Agencies with interfaces to Financial Systems will display this status when the document has completed the approval route and is awaiting Approval / Disapproval by the Financial Office.

	For OCI, on final approval in PRISM, based on the routing list, requisitions are automatically sent to Oracle for funding verification and insertion into the Oracle database, and are marked ‘Pending Financial Approval’ until Oracle returns its approval information. The status in PRISM will then reflect Approved / Released or Disapproved as appropriate.


Approved: Documents that have successfully completed the route and were approved.

Disapproved: Documents that have been routed for approval and disapproved.

Released: Documents that have been approved and released to the next stage of procurement.

Closed: Documents that have been closed out and are no longer available.

· Version: 
There can be multiple versions of a document. A designation of Base indicates that it is the original document. If amendments have been created, then the amendment number would appear. 

· Status Date: 
This is the date of the status change.

· User ID: 
This identifies the user that affected the change in status.
· Reason:
If a document has been reopened after being approved or disapproved, a reason may be documented. If the document was approved a reason is required. The reason given will display here.
Notifications 

[image: image274.jpg]Pending
Suspense ltems

niract Information

Cantract Nurber: CON-0007 Status: In Progress Nurnber of tems: 1
Version: 000001 Stage: Modified Avward Total Amount: $26,00000
NetView: OFf Obligation: $26,000.00

Notfication Hi
Fram T Emsil  Oate Tipe fLosation  Netfication Message

Betty Smith. Rebecca Hamilton PRISM 0412472002 11:57 AM (Nong) BECKY was assigned as Contracting Offcer to documente.
Betty Srmith Rehecca Hamilton PRISM 0412472002 11:57 AM. (Nong) AwardiCantract CON-0007 was released by BETTY on 0412





Figure 263 – Common Operations – Notifications History

History

PRISM automatically sends notification messages each time an event occurs. A complete record of all notifications related to this document is kept in this section. The following is an explanation of the column headings. 

	OCI will include notifications to and from the external financial system and any actions taken by Oracle on the document.


· From
Displays the name of the person who sent the notification. 

· To
Displays the name of the person who received the notification.


· Email
Indicates the way the notification was sent, VPO PRISM or Oracle.
· Date 
Displays the date the notification was sent. 


· Type / Location
If the notification was attached to a date, such as a Reminder of Action, Notification of Completed Action, or Notification of Missed Due Date, the type and location of the date field is displayed in this column.
· Notification Message 
Displays the message included in the notification.
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Figure 264 – Common Operations – Notifications  Pending 

Pending

This option displays any Notification set up by the user that are still pending. All information is read-only.

Suspense Items
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Figure 265 – Common Operations – Suspense Items

This section provides a complete list of all Suspense Items added at the Header level. This page is read-only for all but Full Access users. Multiple Suspense Items can be added to track activities associated with this document. The following is an explanation of the column headings: 

· Select
Used to select an item for further action.


· Type
Indicates the type of Suspense Item, Deliverable (D), Task List (T), or Other (O). Suspense Items marked Task List will be automatically assigned to the Task List of the Responsible Party and will display in their Inbox.


· Description
This is a description of the Suspense Item.


· Responsible Party
Displays the user selected as the Responsible Party.


· Due Date
Displays the date the Suspense Item is due.


· Actual Date
Displays the Actual date the Suspense was completed.
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Figure 266 – Common Operations – Items – Suspense Item Detail

Select Add Suspense Item to add a new suspense item at the Header Level. 

The following is an explanation of the available fields: 

· Type
Select the type of Suspense Item, Deliverable (D), Task List (T), or Other (O). Suspense Items marked Task List will be automatically assigned to the Task List of the Responsible Party.


· Description
Enter a description of the Suspense Item.


· Responsible Party
Use the lookup button to select the Responsible Party. The Name will be automatically generated.


· Due Date
Enter the date the Suspense Item is due. The calendar icon may be used. Click the Notification icon to add a notification for this date.


· Actual Date
Displays the Actual date the Suspense was completed. This date is automatically generated.

Suspense Items not marked Complete will remain read-write for a Full Access User through all stages of the award.

Ownership
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Figure 267 – Ownership 

This section provides a summary of the access rights to this document. If no users have been designated as having access rights, this section would be blank. The following is an explanation of the fields and column headings. 

· Public Document Privilege 
This setting designates how much access other system users have to this document. When a document is created, PRISM defaults the public access to Not Public. That means no one other than the creator and those individuals with whom he or she has shared rights can access the document. Other public document privilege settings include Full Access and Read Only. 

· Shared User 
A specific user with whom you have shared access rights. 

· Access 
The level of access granted to a shared user. Access levels include Full Access and Read Only. 


Depending upon the document status and your access rights, the blue toolbar may include:

· Edit
Opens the Document Shared Users page where you can modify the public access setting as well as add, edit or delete shared users.

Navigator
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Figure 268 – Common Operations – Navigator 

Navigator displays a complete record of all documents related to the current document. Examples of related documents include advance procurement plans (APP), milestone plans, solicitations, awards, modifications and invoices. The actual documents can also be accessed through this section by clicking the hyperlink listed.

If the base version of the open document has been released, the Navigator page will include a Create button on the toolbar. This option will not be available if any version of the document is closed or cancelled. If a modification or amendment is not released, Create will not be available for that version. For APPs, Create will not display if the current date is greater than the APP Expiration Date. The presence of Create is also controlled by the user’s security.

When Create is selected, a Create from (Type of Open Document) will open displaying all types of documents that can be created from this type of document. Select the type of document to be created and click Submit. The Create New (New Type of Document) page will display. The new document will inherit information and line items from the original document.
Common Actions

Printing or Saving a Document

To print or save an open document, click View Form from any selection under Main, Items, or Form Info on the Menu. The View Form page will display. Select the Copy Type from the list.
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Figure 269 – Common Operations – View Form
The selection available relate to the footer printer on each form. No Text will cause a blank footer at the bottom of the page. Click View Form to view this copy of the form. 

Click Use Distribution List to display all available selections included in the Distribution List setup by your administrator. Click the hyperlink in the Form column to view a copy with the Footer Text at the bottom of the form. 

Working Copy displays the form with ‘Working Copy’ at the bottom of the page. Click View Form to view this copy of the form. 
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Figure 270 – Common Operations – Printing or Saving a Document
A viewer will launch and a new browser window will open displaying the form.

Use the scroll bars to view the entire page. In a multiple page document, click the Next Page icon to see the next page or the Previous Page icon to return to the previous page. 

When ready, select the printer icon from the viewer toolbar.  The Print dialog box will display. Select the range of pages you wish to print, then click OK. To return to PRISM, close the viewer and the other browser window.

To save the document to your hard drive for later viewing, click the Save icon on the toolbar. You will be prompted for the location to save the file. 

Print View Consolidated

This option allows the user to print the Item information for modified and non-modified award items on forms. If selected, all Item information from released versions will be printed on the selected form. This allows the user to get a current view through the latest version of the award.
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Figure 271 – View Consolidated

View Consolidated allows the user to print forms with the most current award data. Header level award information will be the net view version of the data. Line Item information will consist of the current item information that is being modified and all other Line Item information that was not modified. All active and inactive Line Items will print. The printed form will reflect all changes made on all released versions of the award. Ship To information on View Consolidated will always print with the line items.

When View Consolidated is selected, a Form Selection page will display. Select the appropriated form. The pages that display follow normal functionality.

Routing a Document

After you have finished adding all of the information to the document, and if your agency requires it, you can route the document for review and / or approval. To route the document, click Route on the toolbar that displays when any option under Main is selected on the Menu.

PRISM will transfer you to the Create Route List page from which you can either select a Route List from an existing list of Approvers and Reviewers or you can create a new list especially for the current document.

For further information on creating a route list for your document please see the Getting Started Module of this workbook.

After the document has been approved it is ready to release. Once released, the document is locked so that no additional changes can be made. If changes are required, an amendment must be created. If you are the document owner, or if you are the final user on the route list and have been given the right to release, click Release to release the document.

	For OCI, when the last approver on the route list approves the requisition, it is sent to Oracle for financial approval and recording. The last approver of the requisition must be an active user in Oracle with sufficient approval authority to cover the requisition. If the last approver does not have sufficient approval authority, then the requisition will be routed in Oracle to a user who does have authority. While awaiting approval from Oracle, the document status will be ‘Pending Financial Approval’. Once Approved in Oracle it will be returned to PRISM with a status of ‘Released’.


Placing a Hold on an Award

If a protest is placed against an award, the agency can place a hold on the award. While on hold no modifications or delivery orders can be placed against the award. Only a released award can have a hold placed against it.

To place a hold, open the released document and click Hold on the General Summary page. The Hold on Award page will display. Click Yes to confirm the hold or No to cancel.

Clearing a Hold on an Award

Once a protest is resolved, the hold can be taken off. To clear the hold, click Remove Hold on the General Summary page. PRISM will confirm the release. Click Yes to clear the hold or No to cancel.

Deleting a Document

Only documents that are In Progress can be deleted. They must be open before you can delete them. With the document open, click Delete. PRISM will confirm the deletion. Click Yes to delete and No to cancel.

Amending Requisitions or Solicitations

If a released requisition or solicitation needs to be deleted, copied, suspended, canceled, or changed in any way, an amendment must be created. The document number will remain the same, but the version will change. Once the amendment is created, information can be changed and line items can be added or edited. A Fully Awarded Requisition can be amended and new line items added. Line Items marked Fully Awarded cannot be deleted or modified.

To amend a requisition or solicitation, open the appropriate released document. Click Amend on the toolbar to display the Create Amendment page.
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Figure 272 – Common Operations – Amendment Numbering 

PRISM automatically assigns version numbers in sequential order. This number can be edited. To continue the amendment click Create. To stop the amendment click Cancel.

NOTE: When an amendment is created and the Document page displays, PRISM defaults with the Net View checkbox selected. All of the original information will be displayed. If it was not selected the original information would not be displayed.

Note that the Version field now shows the amendment number and the status of In Progress. Whenever there is more than one version of a document, PRISM will default to the latest version, including all previous versions, and display Net View On. To view a previous version of the document, select the drop-down arrow in the Version field and select from the versions listed.
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Figure 273 – Change Text

Edit the amendment as required. When complete, select Change Text on the menu. The Change Text page will display with Header / Item Changes selected. Click Generate. PRISM will automatically create text, indicating changes made in this amendment. This text can be edited if necessary.

Once created, route the document for review or approval if required and release. If additional changes are required after release, another amendment must be created.

Modifying Award Documents

Once an award is completed, the document is released. Any changes that are required must be done through a modification. Just like a contract the modification must be released when completed. 


	OCI: Modifications can be made at the Header, Line or Accounting level. The information for the entire award is then transferred to Oracle where the original award is unencumbered and the new information is then processed, approved and funds encumbered based on the new information.


To create a modification, open the document to be modified and click Modify on the Main General page. The Create New Modification page will display. After assigning a Modification Number, all pages and fields are the same as when creating a new contract with the exceptions of Line Items and Change Text.

	Modification names must be numeric.


If changes are required to the line items, click Items on the Menu on the modifications main page. Select the item that requires change and click Edit to view the Item Summary. Click Modify to make changes and Submit when done. To add a new line item, click Add. When data entry is complete, click Modify to record your changes. A user cannot Modify a requisition line item that is marked as Fully Awarded.

Select Return on the Menu to return to the Main page.

On Amended or Modified documents, Change Text has been moved from the Text option on the Main menu to a separate option, Change Text, still on the Main menu.

Select Header / Item Text from the drop-down list at the top of the section and then click Generate on the toolbar. The changes made to Header and Item options will be displayed in the List of Changes field.
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Figure 274 – Award – Change Text

Select Clause Text from the drop-down list at the top of the section and then click Generate on the toolbar. The changes made to Clause text will be listed by clause. Select a clause by clicking in the Select column to display the changes in the lower section of the page. 

Select Edit beside the Clause Text field to edit the change text for the selected clause. The clause can be viewed by selecting the Clause: hyperlink on the Change Text page.

Make a selection on the Menu or Toolbar to record the data.

Canceling a Document

Canceling a Line Item on an In Progress Document

A complete document or individual line items can be canceled depending on the document status. For In Progress documents, only line items can be canceled. Entire In Progress documents must be deleted. For Released documents, the entire document can be canceled, but you must create a modification to cancel it. A requisition cannot be cancelled if one or more of its line items are Fully Awarded. In this case the Cancel button will not display on the toolbar.

	Under OCI, cancellations can be made to a document as a whole, or to a line item. Requisitions that have been sent to PRISM or originated in PRISM can only be cancelled in PRISM. PRISM initiates award cancellations. Cancellations can be at the Header or Line Item level. Upon cancellation all accounting accruals are reversed. Cancellation of an Award does not cancel the associated requisition.


To cancel an item on an In Progress document, open the appropriate document and click Item on the Menu. Select the item and click Change Status on the toolbar. The Change Item Status page will open with the Cancel option selected. Click Submit to continue. PRISM will reconfirm your action and then return to the Items page where the status of the item will now be ‘Canceled’. 

If you want to reverse the cancellation, click Change Status. The option on the Change Item Status page will now change to Uncancel. Click Submit, PRISM will confirm, and then return to the Items page.

Canceling an Entire Released Document

Once a document has been released, it can be canceled if necessary. To cancel a released document, click Cancel on the toolbar. The Cancel Document page will display.

A warning message is displayed stating all funds will be deobligated. If you are positive you want to cancel the document, click Yes. Click No to stop the cancellation process.

Renumbering a Document

A Renumber button appears on the Main Toolbar for In-Progress documents. Click to open the Renumber page. 

Enter the new number according to your agency rules and click Renumber to change the document’s number to the new number. Click Cancel to return to the Main-General page without renumbering the document.

Reconstructing an Award

Reconstructed awards are used when the agency has existing active awards prior to installation of PRISM. The purpose is to re-build the award, indicating the quantity and dollars left and the last modification that was created. Once reconstructed and entered into the PRISM database, they can be routed for approval and released. They do not require FPDS reporting.


	OCI: Reconstructed awards are not sent to Oracle. 


NOTE: The method of reconstructing an award is the same for all types of awards.

To reconstruct an award, click Create Award on the Award main page. Then select Reconstruct and click Submit. Enter the Document Number and click Create. 

All pages and fields are the same as those seen when creating a new award, with two additions.

To add a reconstructed line item to the contract click Add on the toolbar, then Reconstruct on the resulting Menu. Enter Initial Quantity, Used Quantity, Initial Amount, and Used Amount in the respective fields. Select a new item on the Menu or toolbar to save your data.

The Menu on the Award main page now contains a new selection, Reconstruct. If any modifications were made to this contract, click Reconstruct on the Menu and select a Mask from the drop-down list. Then enter the number in the Last Modification Number field. Enter the Initial Amount of the award, the Guaranteed Amount, and Used Amount to date in the respective fields. 

 11 Post Award

Acceptance

	OCI: Information on receiving sent from Oracle to PRISM is stored and displayed under Acceptance.
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Figure 275 – Acceptance 

After a contract has been released, line items will be received and accepted by the agency. Open the award and click Acceptance to display a list of all line items included in this contract. The following headings display:

· Select
Used to select an item for further action. Ship To and Accounting Information for the selected item displays in the section at the bottom of the page.


· Item Number
The assigned number of this line item.

· Description
A brief description of this line item.

· Awarded

The total quantity of this line item awarded on this contract.

· Accepted
The total quantity of this line item that has been accepted.

· Remaining
The remaining quantity of this line item that has not been accepted.


· Accept by Account Code
Select the lookup button to accept at the Accounting Code level, or to record negative values.
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Figure 276 – Acceptance – Partial Acceptance

If only part of the listed line items are to be accepted, click Accept on the toolbar to open the Acceptance Information page. Each line item will display in the following columns.

· Item Number
The assigned number for the Line Item.


· Description
The description entered for this Line Item.


· Awarded
The total quantity of this Line Item awarded.


· Accepted To Date
This is a system-calculated, read-only column that displays the total number of this item accepted to date.


· Remaining
A read-only column that will display the value of this Line Item that has not yet been accepted.


· Accepting Now
This field is read-write. Enter the quantity of the line item to be accepted. Negative numbers cannot be entered at this level, and the Accepting Now quantity cannot be larger than the quantity in the Remaining column. If negative numbers need to be recorded, select the Detail button at the end of the row.

· Received
This field will display the quantity of the line item that has been received to date. This field is read-only.

· Inspected
This field will display the quantity of the line item that has been inspected. This field is read-only.

· Passed
This field will display the quantity of the line item that passed inspection. This field is read-only.

· Detail
Use this lookup button to accept and the Accounting Code level.

Clicking Submit saves the Acceptance record and returns the user to the Acceptance Summary page. If the Detail button is required for any Accepting Now item, data from any other items will be saved before proceeding to the Acceptance Detail page. 
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Figure 277 – Acceptance Detail 

· Detail
Select to assign the accepted line item to specific Accounting Codes. The Acceptance Detail page will open. The following fields will display:

· Item Number
This corresponds to the selected item number. It is read-only.

· Description
A brief description of the item. It is read-only.

· Notes
Notes may be added or edited in this field.

The Ship To / Accounting Information section displays the following columns:

· Awarded / Received / Inspected / Passed
See the definitions above for these fields. They may not be edited here.

· Accounting Code
The Accounting Codes assigned to this line item.

· Awarded
The quantity awarded under this Accounting Code. This is a read-only column.

· Accepted to Date
The quantity of the item accepted up to this time. This is a read-only column.

· Accepting Now
Enter the quantity to be accepted under this Accounting Code. At this level the user can record negative amounts. This facilitates correcting amounts charged to specific accounting codes. The default for the column is the Remaining value for this account code for this line item. The quantity entered in this column cannot be greater than the remaining value.

When all information is complete, select Submit to return to the Acceptance Information page.

Closing Out a Contract

	OCI: As a purchase order is Final Closed in Oracle, the closure status will be transferred to PRISM. The purchase order cannot be reopened in Oracle and should not be reopened in PRISM. Documents not sent to Oracle can be closed out in PRISM.


After all items in an award have been delivered, and all parts of the Contract have been completed, the contract may be closed out. After closeout the award may not be edited or modified. The award will remain in the database until archived and may be reopened at any time.
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Figure 278 – Closeout – Assign Template?

Open a released document and click Closeout. You will be requested to assign a Closeout Template. Select Submit to continue.
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Figure 279 – Closeout – Template Selection

Select a Template by clicking the hyperlink in the Template Name column.
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Figure 280 – Closeout 

The Closeout page will display. This page is divided into four sections, the Contract Information section discussed earlier, a Menu, a new toolbar, and a General Summary section. The Menu includes the following:

· Main
This is the default option when opening Closeout. The General Summary page displays. The five options listed under Main are the sections included in the General Summary page. Clicking one of these options takes you directly to that section. The sections may be edited by clicking Edit to the right of the section title.

· Performance
Click to add vendor performance information. Refer to Vendor Performance.

· Return
Click to leave Closeout without completing the Closeout.

General
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Figure 281 – Closeout – General 

The General Summary section of the Closeout page includes four sections, Checklist, Financial, NARRC and Text. Each may be edited by clicking Edit beside the section title. The fields included are:

The information included in the first five lines is system-generated and cannot be edited. The following fields are system generated, but may be edited by adding information in the User column:

· Receipt / Acceptance Status of Line Items
If this information is incorrect, use the drop-down list to select Full, Partial, or Canceled.

· Total Amount Received / Accepted
If this information is incorrect, fill in the proper amounts in the respective fields.

· Expiration / Schedule Date Met? / Date
If the date was met, select this checkbox. Enter the date if necessary.

· Warranty Expired / Warranty Last Date
The Warranty Expired? checkbox must be selected to enter a Warranty Last Date.

· Final Audit Date / Status
Enter the final audit date and status.

· Procuring Contract Officer
System-generated and cannot be edited.

· Administrative Contracting Officer
This field may be edited.
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Figure 282 – Closeout – Checklist 

Checklist

Checklist displays a list of agency specific items created by the System Administrator under System Setup. The intent is for the agency to identify everything that needs to be accomplished to close out the contract. Ideally all items would be checked off before the closeout procedure is completed. Check the Option box as each item is completed.
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Figure 283 – Closeout – Financial 

Financial

Financial displays system-generated financial information. The first item, Total Obligated Amt cannot be edited.

· Reconciled with Accounting System / Obligated Funds Expended
Select the correct checkbox. More than one checkbox may be checked.

· Excess Funds / Excess Funds Amount
If this checkbox is selected, the Amount field will activate and must be completed.

· Final Payment Made / Voucher Number / Date
If this checkbox is selected, the Voucher # and Date fields will activate and must be completed.

· Total Invoiced Amt
If the system-generated information is incorrect, enter the correct information in the User column.

· Final Invoice
Select the checkbox in the User column if a Final Invoice has been sent.

· Invoice Number/ Invoice Date
If the Final Invoice checkbox is selected these fields will activate. If the information generated is incorrect or needs to be added, enter it in the User column.
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Figure 284 – Closeout – NARRC 

NARRC

This section is used if the document is being sent to the National Archives.

· Transmission Date
Enter or use the calendar button to enter the date the document was sent to the National Archives.

· Accession Number
Enter the number assigned to the award by the National Archives.

· File Location
Enter the location where the archived award is located in the National Archives.

· Destruction Date
Enter the date when the file can be destroyed (typically, this date is several years from the current date.
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Figure 285 – Closeout – Text 

Text

Select the Edit button of the information to be edited. The Text page will open containing a Statements… button. 

· Issuing Office
Enter the text manually or select from the Statements picklist.

· Admin Office
Enter the text manually or select from the Statements picklist.

NOTE: Depending upon your agency’s setup, additional fields may be displayed. Contact your System Administrator for information concerning these fields.

When all information has been corrected, click Closeout on the blue toolbar to continue the closeout procedure, or Delete to delete the information from the present closeout. Either option will be confirmed.

After Closeout, the award may be reopened by clicking Closeout on the General Summary page, then Reopen, which will now display on the Closeout General Summary page. 

NOTE: All associated closed requisitions are not automatically reopened.

Performance
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Figure 286 – Closeout – Vendor Performance 

Click Performance to add vendor performance information. 

The Vendor Performance page will display any existing entries. You can Add a new entry, Edit an existing entry, or Delete an existing entry by selecting the entry and clicking the desired toolbar option. 

Select the Version, Quality and Timeliness from the drop-down lists. Enter any descriptive notes in the Notes field. When complete, click Submit.

 12 Milestone Plans

Creating Milestone Plans

Milestone Plans are project management tools created and linked to a procurement process to help you track a document’s progress. They help make sure that the procurement document meets the requirements of the agency and all items are delivered on time. By creating milestones, you are able to identify the length of time each process should take, and compare the estimated completion time with the actual completion time. PRISM will also calculate the actual Procurement Action Lead Time (PALT) that can be used for future reference within the agency.

To create or open a milestone plan, go to the PRISM menu and click Milestones.

PRISM will take you to the Milestones menu.  From this menu you can choose to create a new milestone plan, open an existing milestone plan or access other parts of the PRISM VPO.  Click Create Milestone to begin a new document.
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Figure 287 – Milestone Plans – Create 

The Create Milestone page will display.  The only required entry on this page is the name of the plan, which you can enter in the Milestone Name text box. Other choices you can select are:

· Milestone Template
This is a list of pre-defined milestone templates you can use to automatically create steps in the milestone plan detail.  The milestone plan detail, including the milestone steps, can be edited after creation as required. You can create a Milestone template through the Windows version of PRISM. See your System Administrator for full details. Click the arrow and select a milestone template from the list provided.

· Date
This field enables you to enter the date that is to be used in Milestone calculations.  You can also select a date by clicking the Calendar icon and selecting a date from the pop-up calendar.

· Date Type
This option defines the type of date being used to calculate the Milestone.  Choices are: 


· Start Date
Performs projected completion date calculations based on a projected start date 


· Award Date
Performs projected completion date calculations based on a projected award date 


· End Date
Performs projected completion date calculations based on a projected end date 
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Figure 288 – Milestone Plans – Milestone Detail

The Milestone Detail page is split into three areas, the document header, the Milestone Detail and Steps.  The document header is the top section and contains the current document information.  The document information is generated based on the data you entered in other sections and it cannot be directly edited.

The second section is the Milestone Detail area.  This area maintains milestone detail data that is based on the information you entered on the Create Milestone page. The following is an explanation of the fields in this section:

· Name
This is the name entered when the Milestone was created. This field is read-only.

· Date
Enter or edit the calculation date or click the calendar icon to select one from the pop-up calendar.  The date entered is used to perform all date calculations. This item will be automatically generated if entered when the Milestone was created. 

· Date Type
Designates whether the date you entered in the previous field is a start date, award date or end date.  This item will be automatically generated if entered when the Milestone was created.

· Calculate Using
Select the option as to whether your calculations should be made using working days (Monday through Fridays only) or calendar days (Sunday through Saturday).  

· Description
Provide a description of the Milestone plan.  

The third area of this page is Steps.  The Milestone steps are specified in this area.  If a document template is used, the steps required by the template will be displayed.  After the steps have been added, they will appear in a table with the following column headings. 

· Select
Designates a step as selected for action. For example, to delete a step, you would first click the box in this column next to the item and then click Delete on the toolbar.  

· Seq
PRISM automatically assigns a sequence number based on the order that you build the list of steps. For example, the first step added will be Sequence Number 1 and the second will appear with a Sequence Number of 2.  If you must add a step that belongs somewhere in the middle, select the step that should appear immediately below the new step and click Insert. The new step will be inserted directly above the selected step.


· Sub Step
Displays a description of a sub step if applicable.
· Description 
Displays a description of the step.

· PALT
This is the Procurement Action Lead Time.  This is the projected number of days between the date the previous step is completed until the current step is completed. Once the PALT has been entered, click Calculate and PRISM will automatically calculate the date in the next field.

· Projected Date 
This is the date that will appear as the projected date in all future reports.  PRISM calculates this date based on the PALT that you entered. 


· Responsible Party
Use the lookup button to add the appropriate user. Any active user can be selected. This item is not required, and may be selected before or after the Milestone Plan has been baselined. Use the Notification icon to set up a Reminder of Action, Notification of Completed Action, or Notification of Missed Due Date.

Depending upon the stage and status of the document and your access and authority level, the following buttons may appear in this area.  When present, they offer the following functionality:

· Add
Click to add a new milestone step to the current plan. The new step will appear at the end of the list.

· Insert 
Click to insert a new step into the current plan. To insert a step, select the step that should appear immediately below the new step. Click Insert and enter the new step information.  When complete, the new step will appear above the step originally selected.

· Delete  
Click to delete the selected step.  If the step was part of a milestone template that you selected, and was marked as mandatory in the template, it cannot be deleted.

· Calculate  
Click to calculate the dates based on new information entered.  
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Figure 289 – Milestone Plans – Adding or Inserting Steps 

Click Add or Insert to open the Add Milestone Step page. Enter the Search Criteria at the top of the page and select Display. All Steps that match the criteria selected will display. These steps are set up by your System Administrator during System Setup.

The new step will now be reflected in the Steps section of the previous page.  

If you need to add any additional Steps to the Milestone, you would click Add or Insert again and repeat the Step Selection process.   When you have completed your data entry, click Submit to save your data. 
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Figure 290 – Milestone Plans – Main – General 

Your data is now displayed on the General Summary page. This page is split into four areas, the Menu, the Toolbar, the document header area, and the General Summary section.  

The Menu appears to the left side of the page.  By clicking on the menu options, you can move from the General Summary page to the other PRISM pages related to the current document.  This capability enables you to better monitor the document creation and approval process.

The General Summary page Toolbar enables you to modify the current document.  These functions will be examined in detail later in this section.

The document header provides you with the current document information.  This data is automatically generated based on information entered in other sections of the document.  It cannot be directly edited. 

The lower section of the page, the General Summary section, displays general information about the milestone plan including the milestone steps.  The data summarized here depends on what you have entered thus far on the Milestone Detail pages. 

From this point on you will take action on the document using the Toolbar buttons.  The following buttons may appear in the toolbar.  Some of these functionalities are already familiar to you, they include:

· Edit
This button opens the Milestone Detail page where you can change the data that appears on the General Summary page. This information was discussed above.

· Delete
Eliminates the document and permanently removes it from the PRISM database.  

· Route
Sends the document for review.  When you click the button PRISM moves you to a standard Create Route List page.  For further information, see the Getting Started Module.  The Change Route button does not display when this button is present.

· View Form
Displays the Milestone plan, as it would print.  The plan can also be printed from this area.  

· Mark Reviewed
Enables you to mark the document reviewed so that it will continue its route.  

· Change Route
Enables you to change the current document route.   The originator of the route can add, delete or change the order of receipt for any user who has not yet received the document.  Reviewers can add people to the route, adjust the order of receipt, or delete Reviewers / people from the route.  The Route button does not display when this button is present.

For a more detailed discussion of these Toolbar functions please see the Getting Started chapter.

The new Toolbar buttons that you may not have used in other sections include, Link, Set Baseline, and Load Template.  Their functionality is as follows:

· Link
Opens the Link Document page so that a related document such as an award or requisition can be linked to the Milestone.  This function enables you to track the document’s progress in the procurement process.  Once you have set the baseline, PRISM will no longer display this button.
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Figure 291 – Milestone Plans – Link Documents 

The Link Document page gives you the Link Options and Link To fields. You can use these fields to decide what kind of document and to which phase of the procurement process the Milestone will be linked. 

When you link the Milestone to an Award, you can use the dropdown list to choose the type of Award. The Link To field enables you to select a specific document.

When you click the Link To look up button, PRISM will move you to a selection page.  The type of document you need to find determines the selection page.

After you select the document, its number will appear in the Link To field.  PRISM will add the Linked Document data to the document information on the General Summary page. 


Click Submit to save your data and add the information to your document. 

· Load Template
Clicking Load Template opens the Milestone Template Selection page.  You can search for and select a template to use for your document.  Click the hyperlink to load the template and return to the General Summary page. 

Note: Loading a new template replaces the current template and will change the Plan Detail.  PRISM will display a confirmation page before it will load a new template into the document.
· Set Baseline
Opens the Set Baseline page where you lock in the steps in a milestone plan as well as the actual start and end dates for the steps in a project plan. Setting a baseline finalizes the details of the plan and begins the tracking process.  A confirmation page will display. Click Yes to continue.

NOTE:  Set Baseline is the last Toolbar button you should use when you are creating a Milestone Plan.  Steps can still be added or inserted after the Baseline is Set, but only the Projected Date will change for steps that existed prior to the baseline being set.     

Setting the Baseline causes several changes in the General Summary page menu and Toolbar.  After you set a Baseline for the document, PRISM adds the menu item Related Info to the General Summary page.
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Figure 292 – Milestone Plans – Related Info 

Related Info displays the search results for other documents related to the Milestone.  These documents will display in the lower section of the page.   As the procurement action progresses and milestone steps are completed, PRISM will list any additional documents.  The following is an explanation of the columns displayed: 

· Step Number
This is the milestone step that relates to the listed document.

· Related Document
This is the number of the related document. 

· Milestone Code
This is the code description for the milestone step.  For example, it might be the code for a released requisition.

· Linked Field Name 
This is the field in the related document that corresponds to the milestone code.  

· Description
This is the description of the milestone step.

· Actual Date
This is the actual completion date.

The remaining Menu options, Route History, Notifications, Ownership, and Navigator operate the same as for all other modules.

Because you are now working with a read-only document, PRISM has removed several of the Toolbar function buttons.  The Toolbar buttons that remain after you have set a baseline include Route, View Form, and Delete.  These Toolbar buttons retain the same functionality as they have had in previous modules and sections of PRISM.  If you need further information please see the Getting Started Module.  Two new Toolbar options appear, Clear Baseline and Renumber. The first, Clear Baseline will clear the baseline from the Milestone. You will be prompted for a confirmation. Renumber opens a page where the document can be renumbered.

In addition, PRISM has modified the Milestone Detail page, the page associated with the Edit function.

Click Edit to return to the Milestone Detail page. A table of Milestone Steps is displayed.  From here you can track whether or not a project milestone was completed by its due date.  This table provides the following columns:

· Select
Selects this step for further action.


· Seq
This is the sequence number that was assigned when the plan was created.

· Description
This is the description of the step.

· Linked Document
All documents linked to this Milestone detail will be listed in this column. Use the lookup button to change the Linked Document

· Linked Version
Displays the version of the document linked to this step. Use the lookup button to change the version of the linked document.
· Projected Date
If you anticipate a new projected completion date, you can enter it here.


· Lock
You can select the checkbox when you need to prevent calculations from changing this row’s date.

· Actual Date
This is the actual completion date for the step.  It is automatically generated.

· Original Date
This is the date that was originally projected as the project completion date.  

· Days Suspended
If your project is delayed, you can record the number of workdays lost here.

· PALT
This is the Procurement Action Lead Time that was originally specified.  

· Actual PALT
When a step is completed PRISM will display the actual Procurement Action Lead Time here, if there is an associated system date in PRISM. If there is not an associated date, the actual date can be manually entered.

· Difference
This column computes and displays the difference between the planned PALT and actual PALT.


· Responsible Party
Use the lookup button to add the appropriate user. Any active user can be selected. This item is not required, and may be selected before or after the Milestone Plan has been baselined.

· Notes
Click the button to view, edit or enter notes at any time concerning the step.

Depending upon the stage and status of the document and your access and authority level, the following buttons may appear in this area.  When present, they offer the following functionality:

· Add
Click to add a new milestone step to the current plan. The new step will appear at the end of the list.

· Insert 
Click to insert a new step into the current plan. To insert a step, select the step that should appear immediately below the new step. Click Insert and enter the new step information.  When complete, the new step will appear above the step originally selected.

· Delete  
Click to delete the selected step.  If the step was part of a milestone template that you selected, and was marked as mandatory in the template, it cannot be deleted.

· Calculate  
Click to calculate the dates based on new information entered.  

The buttons located below the table, offer the following functionality:

· Submit
Saves all changes made during the current session and returns to the previous page.

· Cancel
Purges any edits that were made during the current session.  If the information existed previously, PRISM will return to the last saved version.  

 13 Tools

Reports

Select Tools on the Main menu, then Reports to open the PRISM Reports page.
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Figure 293 – Tools – Reports 

The following Web reports are available. Each report name is a hyperlink. Click to open the report.

· Archive Documents
Displays all documents that have been archived. This report can be run by Award Number or Archive Date.


· Audit 281 Report
Displays all 281 information for a specified period. This report can be run by all agencies, or by reporting agency.


· Audit 1057 Report
Displays all 1057 data for a specified period by Contracting Office.


· Automatic Notification
Lists unexercised option line items. This report can be run by anticipated exercise date, buyer, contract number or requisition number.


· Award Summary Report for Released Awards
Displays the summary of released awards during a specified date range. 


· Awarded Actions 
Lists the documents that have been awarded. The report can be run for specific buyers or vendors or all buyers or all vendors. It may also be run by award number.


· Buyer Workload 
Lists the current workload of the buyer by active requisitions. It can be run by buyer, stage, requisition, or released date.

· Contract Renewal 
Lists the requisition line items that are up for renewal. PRISM checks the date in the Renewal Date field of the requisitions. It can be run by buyer, renewal date, requisition, and requisitioner.


· Delivery
Lists the awarded line items with delivery due dates in the desired date range by buyer, contract number, or vendor.

· Error Report on Acceptance Importing
Displays all errors that occur when importing Acceptance information.

· Error Report on Invoice Importing
Displays all error that occur when importing Invoice information.

· Existing Acquisition Vehicle
Displays existing contracts by FPDS code.

· Hours Utilized and Dollars Obligated
Displays the total hours utilized per line item for a specified document.

· Late Milestone Tasks
Displays the documents with past projected milestone dates, that do not have an actual date entered. This report can be run by projected date or by Task Description.

· Requisition Status
Lists all requisitions in the specified date range with all associated released award information. They can be run by all buyers or requisitioners, a specific buyer or requisitioner, or by received date.



· Socio-Economic Statistics
Lists the SF-281 preference programs during a specified date range.

· Solicitation Close Date 
Lists all open solicitations with a bid due date during a specified range. They can be run by bids due date, buyer, distribution date, solicitation number or type of solicitation.

· Suspension Report
Lists the requisitions with suspended line items. They can be run by date, requisition or for a specific buyer or all buyers.

· Task Order
Displays summary financial information for a specified Task 


· Unawarded Actions
Lists line items that have not been awarded. They can be run by buyer, age (released date), or by requisition.


· Unawarded Line Items
Lists line items that have not been awarded. They can be run by buyer, released date, or by requisition.

· Upcoming Milestone Tasks
Displays the documents with projected milestone dates in the specified date range that do not have an actual date entered. This report can be run by buyer, projected date, or task description.

When in the Archival Database, the following reports will display on this menu:

· Unarchived Document
Displays all documents that have been unarchived. This report can be run by Award Number or by Unarchive Date.

Click the report hyperlink to open a page that sets the boundaries for that report.
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Figure 294 – Tools – Report Boundaries

Fill in the information requested and click Display. The requested report will display in your Viewer. 
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Figure 295 – Tools – Report Viewer

Note the navigation buttons at the top of the Viewer page. Float your mouse over the various buttons to see their functionality. Use these buttons to move from page to page of the report. 

If you print the report, be sure to use the print icon on the Viewer toolbar, NOT the icon on your browser toolbar.

To close the report, click the X on the top right corner of your browser window.

Synopsis 

Synopsis can be reached from the Tools module on the Main menu. In addition, the user can create a Synopsis not associated with a document in PRISM. Select Tools then Synopsis to open the Selection page.
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Figure 296 – Tools – Synopsis 

All previously created Synopsis will display. If it is necessary to limit the displayed documents, enter Search Criteria in the top section of the page and click Display. The new list will be limited to those reports that match the criteria set.

Select a report for further action by clicking the box in the Select column. Select Add to add an additional Synopsis for a document not in PRISM, Edit to open the listed Synopsis for editing, or Delete to delete the selected Synopsis. Only records that have not been transmitted can be edited or deleted. If a Synopsis has been transmitted, only Add and View will be available on the toolbar for the selected record.

Clicking the hyperlink in the Action Code column will also open a Synopsis, in Edit mode if it has not been submitted, or in View mode if it has been submitted. 

When a synopsis is opened, viewed or edited and then closed, the user will return to this page.

[image: image308.jpg]Action Code: |Sources Sought

Submission Date: (None)

Click Submit Transrission Date: (None)

P Response Date

—_— Classification Code: L None)
Subject

Solicitation Number:

Contact Points:





Figure 297 – Tools – Add Synopsis

Click Add to add synopsis information to the contract. When it is completed, you can transmit the synopsis electronically. After transmission, View will display on the Toolbar. The following fields will display when adding, editing or viewing the synopsis:

· Action Code
Use the drop-down list to select the type of action for this synopsis.
 

· Submission / Transmission Date
Read-only fields that are set when the synopsis is submitted for transmission or is transmitted.


· Response Date
If Sources Sought, Presol Notice, or Mod to Presol Notice is selected under Action Code, enter the date responses are due from the contractor. 


· Classification Code

Enter the classification code or use the lookup button and make a selection. A description of the items will then display.


· Subject
Enter a brief subject for the synopsis. This is a required field.


· Solicitation Number
Enter the solicitation number if necessary. If this is an award created from a solicitation, the number will be automatically generated.


· Contact Points
Enter the name, phone number, and email address for the primary point of contact for the document. If the buyer and contracting officer's information is filled in on the document, this field will prefill with that information. You can edit the field if necessary.


· Contracting Office Address
Enter the Contracting Office or use the lookup button to select from the list. If a selection is made, the address will be automatically generated. Changes can be made for this document and will not affect the PRISM database.


· Contractor Address
This field will only be active if the Action Code selected is Award Notice. You can manually enter the address or click the lookup button and select from the list provided.


Web Link

· Description
Enter the name or description of the page displayed by the URL.


Email

· Address
Enter the email address of the primary point of contact for any questions regarding the synopsis. If an email address is entered a description is required.


· Description
Enter a description or name of the owner of the email address.


· Contract Information
This section is only active if Award Notice is selected.


· Award Number
The award number will be automatically generated after the contract is awarded.


· Award Amount
The total amount of the award will be automatically generated after the contract is awarded.


· Line Item Number
The number of the line item being synopsized.


· Award Date
Enter the award date.


· Description
Enter a description of the item.


· Attachments
All attachments that have been associated with this synopsis will display here. To add a new attachment, click Add. When the synopsis is transmitted, the attachment's URL will be posted to EPS. When a bidder goes to EPS, the URL will be available for viewing. To edit an attachment, select the option button in the Select column and click Edit. To delete an attachment, select the option button in the Select column and click Delete. You will be asked for confirmation of this action.


When all information has been entered, click Submit to continue, or Cancel to return to the Synopsis main page without saving your data.

 14 Forms

Forms (Fill-In)

Ship To Form Fill In Changes

Form Fill Ins have been enhanced to provide additional customization in the printing of Ship To addresses. Two new options are now available on the Fill In:

All forms having a Ship To Block now have the following option available on the Fill In Tab:

Radio buttons allow the user to control the data appearing in the Ship To block of the printed form:

· System Calculate
This option will allow PRISM to control the data appearing in the printed form. If there is only a single delivery location for all line items, the address details will print in the Ship To block of the form. If there are multiple delivery locations for the document, the address details will print with each line item. Note: This may be modified by the selection for the 'Print Ship To' field outlined above.

· Override
This option will allow the user to enter any data they choose in the Address1, Address2, Address3, Address4, City, State, and Zip fields on the Fill In. Data entered in these fields will appear in the Ship To block of the printed form.
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Figure 298 – Forms Ship To

Ship To Print Options
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Figure 299 – Forms – Ship To Print Options 
A new field, Print Ship To, has been added to all forms, except APP and SF 252, that allows the user the following choices:

· With Header Info
This option will print address details for all delivery locations for a document at the beginning of the Schedule block. A Delivery Location Code will identify each delivery location. Each individual line item will reference the Delivery Location Code, as well as the quantity of items to be shipped to that location. The Ship To block of the form will print, 'See Schedule.'

· With Footer Info
This option will print address details for all delivery locations for a document at the end of the Schedule block. A Delivery Location Code will identify each delivery location. Each individual line item will reference the Delivery Location Code, as well as the quantity of items to be shipped to that location. The Ship To block of the form will print, 'See Schedule.' 

· With Each Line Item (for multi only)
This option will print address details for all delivery locations for a document with each line item. If there is only a single delivery location for all line items, the address details will print in the Ship To block of the form.

· Don't Print On Schedule
This option will prevent Delivery Location information from appearing in the Schedule. This includes the following:


· Ship To

· Mark For

· Quantity

· Amount

· Delivery Date

· Days After Award

NOTE: The Print Ship To Options only apply to the following circumstances:

1. A document has more than one delivery location.

2. A document has only one delivery location and the form does NOT have a Ship To block. In this situation, the Ship To information is printed as described above except for the following:

a. For option ‘With Each Line Item (for multi only)’, Ship To information is printed at the beginning of the Schedule block.

b. Delivery Location Codes are not used since there is only one Delivery Location.

If a document has only one delivery location and the form has a Ship To block, that delivery location will always print in the Ship To block independent of the Ship To Print Options selection. In this situation, no Ship To information is printed in the Schedule.

Federal Government Forms

AF-9 (MAR-77)(EF-V2) – Request for Purchase (MAR-77)(EF-V2)
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Figure 300 – AF-9
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Figure 301 – Form Fill In – AF-9

Form Fill In

The following fields should be completed:

· Through
Enter the name, phone, and mail stop for the FME POC. 


· Hand Receipt Holder
Enter the name of the person who receives the goods. 


· Purpose
Enter the purpose of the Purchase Request. 


When all information has been entered, select Submit to save your data and return to the Form Info page. 

The following is a summary as to where the information found on AF-9 originates:

	
	
	
	
	

	*
	If the box is empty there is no equal or location in PRISM
	

	Box #
	What appears on the form
	
	Equals what in PRISM
	Where to find in PRISM

	1
	No.
	=
	Manually entered document number
	In the status bar throughout the document

	2
	Installation
	=
	Always "NIMA"
	 

	3
	Date
	=
	Requisition Date for this version
	Req Header Main page

	4
	To:
	=
	Issuing Office
	Main/Additional Info page

	5
	Class:
	=
	Product/Service Code
	Main/General page

	6
	Through:
	=
	Through
	Form Info page

	7
	From:
	=
	Requisitioner
	Main/General page

	8
	Contract/ Purchase Order or Delivery Order No.
	=
	 
	Will print the associated award number if it is a Req for Mod or Req for Do/To

	9
	Purchased For:
	=
	Hand Receipt Holder
	Form Info/Form Fill In page

	10
	For Delivery To:
	=
	Ship To
	Item/Ship to

	11
	Not Later Than
	=
	Period of Performance End Date, Delivery Date, Days after award
	(PoP) Item/Additional Info             (Delivery Date, Days After Award) Item/Ship to

	12
	Item
	=
	Item Number
	Item/General

	13
	Description Of Material Or Services To Be Purchased
	=
	Description
	Item/General

	14
	Quantity
	=
	Quantity
	Item/General

	15
	Unit
	=
	Unit of Issue
	Item/General

	16
	Estimated Unit Price
	=
	Unit Price
	Item/General

	17
	Estimated Cost
	=
	Amount
	Item/General

	18
	Total
	=
	Total Amount
	Main Doc Summary Info

	19
	Purpose
	=
	Purpose
	Form Info/Form Fill In page

	20
	Date
	=
	In Date
	Route History

	21
	Typed Name and Grade of Requesting Official
	=
	Requisitioner
	Main/General page

	22
	Telephone
	=
	Requisitioner’s phone number
	 

	23
	Date
	=
	Out Date
	Route History

	24
	Typed Name and Grade of Approving Official
	=
	To
	Route History

	25
	Signature
	=
	 
	 

	26
	Accounting Classification
	=
	Account Code
	Item/Ship to

	27
	Amount
	=
	Total Amount
	Main Doc Summary Info

	28
	Date
	=
	Out Date
	Route History

	29
	Typed Name and Grade of Certifying Official
	=
	To
	Route History

	30
	Signature
	=
	 
	 

	
	
	
	
	


AF-4009 19970901 (EF-VS) – Fund Cite Authorization 19970901 (EF-SV)
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Figure 302 – AF-4009
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Figure 303 – Form Fill In – AF-4009

Form Fill In

The following fields should be completed: 

· Master Account Code
Enter the 16-digit numeric value for this code. 


· Resource Advisor 
Enter the name of the budget representation that approves the fund for this organization. 


· Office Symbol 
Enter the Office Symbol for the Resource Advisor.
 

· Phone Number 
Enter the phone number of the Resource Advisor. 


When all information has been entered, select Submit to save your data and return to the Form Info page. 

The following is a summary as to where the information found on AF-4009 originates:


	
	
	
	
	

	*


	If the box is empty there is no equal or location in PRISM


	

	Box #
	What appears on the form
	
	Equals what in PRISM
	Where to find in PRISM

	1
	Document Number
	=
	Requisition Number
	Document Summary Info

	2
	Date Issued
	=
	Requisition Date
	Main/General Info

	3
	Change No.
	=
	Version
	Document Summary Info

	4
	Expiration Date
	=
	To (PoP end date)
	Item/Additional Info

	5
	Master Account Code
	=
	Master Account Code
	Form Info/Form Fill In

	6
	Remarks
	=
	Description
	Main/Text

	7
	Requesting Official
	=
	Requisitioner
	Main/General Info

	8
	Phone Number
	=
	Requisitioner Phone
	User/General

	9
	Office Symbol
	=
	Routing Symbol
	User/General

	10
	Resource Advisor
	=
	Resource Advisor
	Form Info/Form Fill In

	11
	Phone Number
	=
	Phone
	Form Info/Form Fill In

	12
	Office Symbol
	=
	 
	Form Info/Form Fill In

	13
	Prior Quarterly Amount
	=
	Amount
	Main/Document Information Summary

	14
	Increase (+)
	=
	Amount
	(The committed amount of the current version if positive. This field will be blank if committed amount is negative.)

	15
	Decrease (-)
	=
	Amount
	(The committed amount of the current version if negative. This field will be blank if committed amount is negative.)

	16
	New Quarterly Amount
	=
	Amount
	(The committed amount of the Requisition after the increase or the decrease.)

	17
	Accounting Classification
	=
	Accounting Code
	Item/Ship to

	18
	Fund Certifying Official’s Statement
	=
	 
	PRISM will fill this field on the form, no mapping is required

	19
	Signature
	=
	 
	 

	20
	Type Name of Financial Services Officer or Official Designee
	=
	Formal Name
	Route History

	21
	Address 
	=
	Routing Symbol / Mailstop
	 

	22
	Telephone Number
	=
	Phone
	User/General

	23
	Approving Official's Statement
	=
	 
	PRISM will fill this field on the form, no mapping is required

	24
	Signature
	=
	 
	 

	25
	Type Name of Approving Official
	=
	Formal Name
	Route History

	26
	Address 
	=
	Routing Symbol / Mailstop
	User / General

	27
	Telephone Number
	=
	Phone
	User/General

	
	
	
	
	


AF-616 19890401 (EF-V3 – Fund Cite Authorization
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Figure 304 – AF-616
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Figure 305 – Form Fill In – AF-616

Form Fill In

The following field should be completed:

· This Appropriation Expires
Enter the four-digit fiscal year of the expiration date for this appropriation. 


When all information has been entered, select Submit to save your data and return to the Form Info page. 

The following is a summary as to where the information found on the AF-616 originates:


	*


	If the box is empty there is no equal or location in PRISM


	

	Box #
	What appears on the form
	
	Equals what in PRISM
	Where to find in PRISM

	1
	Advice Number
	=
	Requisition Number
	Doc Summary Info

	2
	Change No.
	=
	Version
	Doc Summary Info

	3
	Date Issued
	=
	Requisition Date
	Main/General Info

	4
	Expiration Date
	=
	To
	Item/Additional Info (PoP End Date)

	5
	Requested by/Issued By
	=
	Requisitioner 
	Main/General Info

	6
	Individual Administrating FCA (Name, address and telephone number)
	=
	Formal Name, Routing Symbol, Mailstop, Grade, Phone
	Route History

	 
	Instructions to Requesting / Receiving Office
	 
	 
	PRISM will hardcode this block

	7
	To: Accounting and Finance Office
	=
	To
	Item/Additional Info (PoP Date)

	8
	Purpose
	=
	Description
	Main/Text

	9
	Requisitioner's Name and Grade
	=
	Requisitioner 
	Main/General Info

	10
	Requisitioner's Signature
	=
	 
	 

	11
	Accounting Classification
	=
	Accounting Code
	Item/Ship To

	12
	This Appropriation Expires 
	=
	This Appropriation Expires 
	Form Info/Form Fill In

	13
	Amount
	=
	Amount
	Item/General

	14
	Typed Name, Address and telephone Number of Issuing Accounting and Finance Officer (or Official Designee)
	=
	Formal Name, Routing Symbol, Mailstop, Grade, Phone
	Route History

	15
	Signature
	=
	 
	 


 APP – Summary Report
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Figure 306 – APP Summary Report

There is no Fill In page for this form.

The following is a summary as to where the information found on the APP Summary Report originates:


	*


	If the box is empty there is no equal or location in PRISM


	

	Box #
	What appears on the form
	
	Equals what in PRISM
	Where to find in PRISM

	
	Requested By
	=
	
	

	 
	Date
	=
	
	Current Date

	
	APP Number
	=
	APP Number
	Main / Header

	
	Status
	=
	Status
	Main / Header

	
	Fiscal Year
	=
	Fiscal Year
	Main / General page

	
	Approval Expiration Date
	=
	Date Approval Expires
	Main / General page

	
	Originating Office
	=
	Requesting Office
	Main / Schedule / Contacts page

	
	Admin Office
	=
	Admin Office
	Main / General page

	 
	Project Officer
	=
	Project Officer
	Main / Schedule / Contacts page

	
	Phone
	=
	Project Officer Phone
	Main / Schedule / Contacts page

	
	Buyer
	=
	Contract Specialist
	Main / Schedule / Contacts page

	
	Phone
	=
	Contract Specialist Phone
	Main / Schedule / Contacts page

	
	Point of Contact
	=
	Point of Contact
	Main / Schedule / Contacts page

	
	Phone
	=
	Point of Contact Phone
	Main / Schedule / Contacts page

	
	Brief Description
	=
	Brief Description
	Main / General page

	
	Description
	=
	Description
	Main / General page

	
	Product / Service Code
	=
	Product / Service Code
	Main / General page

	
	Product / Service Description
	=
	Product / Service Description
	Main / General page

	
	Estimated Costs: Dollar Range
	=
	Total Dollar Range
	Main / Estimated Costs

	
	Estimated Costs: Per Month
	=
	Estimated Costs per Month
	Main / Estimated Costs

	
	Estimated Costs: Per Quarter
	=
	Estimated Costs per Quarter
	Main / Estimated Costs

	
	Estimated Costs: Per Fiscal Year
	=
	Estimated Costs per Fiscal Year
	Main / Estimated Costs

	
	Solicitation / Award Information: Type of Plan
	=
	Type of Plan
	Main / Sol / Award page

	
	Solicitation / Award Information: Type of Business
	=
	Type of Business
	Main / Sol / Award page


	
	Solicitation / Award Information: Type of Solicitation
	=
	Solicitation Type
	Main / Sol / Award page

	
	Solicitation / Award Information: Type of Contract Planned
	=
	Type of Contract Planned
	Main / Sol / Award page

	
	Solicitation / Award Information: Competition Planned
	=
	Competition Planned
	Main / Sol / Award page

	
	Solicitation / Award Information: Competition Code
	=
	Competition Code
	Main / Sol / Award page

	
	Solicitation / Award Information: Type of Cost
	=
	Type of Cost
	Main / Sol / Award page

	
	Solicitation / Award Information: Funding Option
	=
	Funding Option
	Main / Sol / Award page

	
	Solicitation / Award Information: Consultant Award
	=
	Consultant Award Plan
	Main / Sol / Award page

	
	Solicitation / Award Information: Exercise of Option
	=
	Exercise of Option
	Main / Sol / Award page

	
	Solicitation / Award Information: DPA
	=
	
	

	
	Projected Dates: Requisition
	=
	Requisition
	Main / Schedule / Contacts page

	
	Projected Dates: Requisition Time Period
	=
	Period of Time for Requisition
	Main / Schedule / Contacts page

	
	Projected Dates: Solicitation
	=
	Solicitation
	Main / Schedule / Contacts page

	
	Projected Dates: Solicitation Time Period
	=
	Period of Time for Solicitation
	Main / Schedule / Contacts page

	
	Projected Dates: Award
	=
	Award
	Main / Schedule / Contacts page

	
	Projected Dates: Award Time Period
	=
	Period of Time for Award
	Main / Schedule / Contacts page

	
	Account Code
	=
	
	

	
	Fiscal Year
	=
	Fiscal Year
	Main / General

	
	Index Code
	=
	
	

	
	Object Class
	=
	
	

	
	Project
	=
	
	


Cost Summary (Formerly Buyers Worksheet)
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Figure 307 – Cost Summary

There is no Fill In for this form.

The following is a summary as to where the information found on the Cost Summary originates:


	*  If the box is empty there is no equal or location in PRISM



	Box #
	What appears on the form
	
	Equals what in PRISM
	Where to find in PRISM

	
	Vendor Code
	=
	Vendor Code
	Bid Information Header

	
	Total Bid Amount
	=
	Bid Total
	Bid Information Header

	
	Bid Received Date
	=
	Date Received
	Response / General page

	
	Debarment
	=
	
	System Setup / Vendor / General page

	
	Acceptance
	=
	
	

	
	Solicitation Number
	=
	Solicitation Number
	Main / Header

	
	Date Issued
	=
	Date Issued
	Main  / General page

	
	Vendor Name
	=
	Name
	Response / Main / Address page

	
	Response Description
	=
	Description
	Response / Main / General page

	
	Vendor Address
	=
	Address
	Response / Main / Address page

	
	Vendor Contact Name
	=
	Contact Name
	Response / Main / Address page

	
	Vendor Contact Phone
	=
	Contact Phone
	Response / Main / Address page

	
	Vendor Contact Email
	=
	Contact Email
	Response / Main / Address page

	
	Vendor Web Address
	=
	Web Address
	Response / Main / Address page

	
	Type
	=
	Award Type
	Bid / General page

	
	Requisition Number
	=
	Requisition Number
	Main / General page

	
	Buyer Name
	=
	Buyer
	Main / General page

	
	Buyer Phone
	=
	Phone
	User / General

	
	Buyer Email
	=
	Email
	User / General

	
	Item No.
	=
	Item Number / Sub Item Number
	Response / Items / Bid / General page

	
	Description
	=
	Description
	Response / Items / Bid / General page

	
	Quantity
	=
	Quantity
	Response / Items / Bid / General page

	
	Unit
	=
	Unit of Issue
	Response / Items / Bid / General page

	
	Unit Price
	=
	Unit Price
	Response / Items / Bid / General page

	
	FOB
	=
	FOB
	Items / General page

	
	Trade Discount
	=
	
	

	
	Credit Amount
	=
	
	

	
	Terms
	=
	
	Response / Items / Bid / Discount page

	
	Delivery Days
	=
	Number of Days After Award
	Response / Items / Bid / Additional Info page


DD-250 – DD250 Acceptance – Material Inspection and Receiving Report
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Figure 308 – DD-250

There is no Fill In for this form.

The following is a summary as to where the information found on the DD-250 originates:


	*  If the box is empty there is no equal or location in PRISM



	Box #
	What appears on the form
	
	Equals what in PRISM
	Where to find in PRISM

	1
	Procurement Instrument Identification
	=
	Award Number
	Acceptance / Main page

	 
	Order Number
	=
	Order Number
	Acceptance / Main page

	2
	Shipment Number
	=
	Shipment Number
	Acceptance / Main page

	3
	Date Shipped
	=
	Date Shipped
	Acceptance / Main page

	4
	B / L or TCN
	=
	Bill of Lading or Transportation Control Number
	Acceptance / Main page

	5
	Discount Terms
	=
	Discount Terms
	Acceptance / Main page

	6
	Invoice No / Date
	=
	
	

	7
	Page x of x
	=
	
	Calculated

	8
	Acceptance Point
	=
	Acceptance Point
	Acceptance / Main page

	9
	Prime Contractor
	=
	Vendor
	Acceptance / Main and Award / Vendor page

	10
	Administered By
	=
	Admin Office
	Award / Main / General page

	11
	Shipped From
	=
	Shipped From
	Acceptance / Main page

	12
	Payment Will be Made By
	=
	Payment Office
	

	13
	Shipped To
	=
	Ship To Office
	Acceptance / Main page

	14
	Mark For Office
	=
	Mark For Office
	Acceptance / Main page

	15
	Item No.
	=
	Item Number / Sub Item Number 
	Acceptance / Items page

	16
	Stock / Part No. / Description
	=
	
	Acceptance / Items page

	17
	Quantity Ship / Rcd
	=
	Awarded
	Acceptance / Items page

	18
	Unit
	=
	Unit of Issue
	Acceptance / Items page

	19
	Unit Price
	=
	Unit Price
	Acceptance / Items page

	20
	Amount
	=
	Amount
	Acceptance / Items page

	21
	Contract Quality Assurance
	=
	
	

	22
	Receiver’s Use
	=
	
	

	23
	Contractor’s Use Only
	=
	
	


DD-448 – Military Interdepartmental Purchase Request

[image: image320.jpg]



Figure 309 – DD-448
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Figure 310 – Form Fill In – DD-448

Form Fill In

· Block 3. Requisition Number
To manually enter a requisition number select Requisition Override. To accept the PRISM number select System Calculate.


· Block 9. Items are / are not include in the Interservice Supply Support Program. Required Interservice Screening has / has not been accomplished
Select the correct options.


· Block 12. Transportation Allotment
Enter Transportation Allotments in the fields provided.
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· Block 13. Mail Invoice To
See Ship To above

· Block 14. Funds for Procurement
Enter the Acctg STA DODAAD.
· Block 17. Date Contracting Officer Signed
Enter the date the document was signed, or use the calendar icon to select the date

· Print Ship To
See above.


The following is a summary as to where the information found on the DD-448 originates:


	*  If the box is empty there is no equal or location in PRISM



	Box #
	What appears on the form
	
	Equals what in PRISM
	Where to find in PRISM

	1
	Page x of x
	=
	
	Page number of form

	2
	FSC
	=
	
	

	3
	Control Symbol Number
	=
	Requisition Number
	Main / General page

	4
	Date Prepared
	=
	Award Date
	Main / General page

	5
	MIPR Number
	=
	MIPR Number
	Main / General page

	6
	Amend. No.
	=
	Version
	Main / Header

	7
	To
	=
	Servicing Agency
	Agency / Servicing page

	8
	From
	=
	Issuing Office
	Main / General page

	9
	Items are / are not included in the Interservice Supply Support Program and required Interservice screening
	=
	
	Form Fill In page

	10a
	Schedule: Item No.
	=
	Item Number / Sub Item Number
	Item / General page

	10b
	Schedule: Description
	=
	Description
	Item / General page

	10c
	Schedule: Quantity 
	=
	Quantity
	Item / General page

	10d
	Schedule: Unit
	=
	Unit of Issue
	Item / General page

	10e
	Schedule: Estimated Unit Price
	=
	Unit Price
	Item / General page

	10f
	Estimated Total Price
	=
	Amount
	Item / General page

	11
	Grand Total
	=
	Total Amount
	Main / Header

	12
	Transportation Allotment
	=
	
	Form Fill In page

	13
	Mail Invoices To
	=
	Payment Office
	Main / Additional Info page or Form Fill In page

	14
	Funds for Procurement are Properly Chargeable to the Allotments Set Forth Below, etc.
	=
	
	Form Fill In page

	15
	Authorized Officer
	=
	
	

	16
	Signature
	=
	
	

	17
	Date
	=
	
	Form Fill In page


DD-448-2 – Acceptance of MIPR
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Figure 311 – DD-448-2
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Figure 312 – Form Fill In – DD-448-2

Form Fill In

· Print Block 11, Grand Total Estimated Price of All Items
Check this block to print the Grand Total of the Estimated Price of All Items on the form in Block 11.

The following is a summary as to where the information found on the DD-448-2 originates:


	*  If the box is empty there is no equal or location in PRISM



	Box #
	What appears on the form
	
	Equals what in PRISM
	Where to find in PRISM

	1
	To
	=
	Issuing Office
	Main / General page

	2
	MIPR Number
	=
	MIPR Document
	Main / Header

	3
	Amendment Number
	=
	Version
	Main / Header

	4
	Date
	=
	
	

	5
	Amount
	=
	Total Amount
	Main / Header

	6
	The MIPR identified above is accepted and the Items requested will be provided as follows:
	=
	MIPR is Accepted as Follow\s
	Main / General page

	7
	MIPR is not Accepted for the reasons indicated
	=
	
	

	8a-c
	To Be Provided through Reimbursement
	=
	Item Number / Subitem Number, Quantity, Estimated Price
	Item / General page

	9a-c
	To be Procured by Direct Citation of Funds
	=
	Item Number / Sub Item Number, Quantity, Estimated Price
	Item / General page

	10
	Anticipated Date of Obligation for Category II Items
	=
	
	

	11
	Grand Total Estimated Price of All Items
	=
	
	Form Fill In page

	12
	Funds Data
	=
	
	

	13
	Remarks
	=
	
	

	14
	Accepting Activity
	=
	
	

	15
	Typed Name and Title of Authorized Official
	=
	
	

	16
	Signature
	=
	
	

	17
	Date
	=
	
	


DD-1155 – Order for Supplies or Services 
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Figure 313 – DD-1155
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Figure 314 – Form Fill – DD-1155

Form Fill In

· Enter the number of Additional Pages added by non-PRISM documents.

· Block 4. Requisition / Reference Number 
To manually enter a requisition number select Requisition Override. To accept the PRISM number select System Calculate.

· Block 13. Mail Invoice To

Enter the name of person who should receive the invoice.

· Block 14. Ship To
See page 1.

[image: image327.jpg]1B. Type of Order

Reference Your: |

I Ifthis box is marked, supplier must sign Acceptance and return the following nurnber of copies.

Number of Copies:
Date Signed: G

17. Accounting and Appropriation DatafLocal Use
@ System Calculate ' Account Override

[Gee Schedule

35, Bill of Lading Number:

Print Ship To: [With Each Line (for rmulti only) 3

Cancel





Figure 315 – Form Fill In – DD-1155 (cont.)

· Block 16. Type of Order
Enter the vendor response document number in the Reference Your field. 

Check the box if the supplier must sign an Acceptance. If the box is checked, enter the Number of Copies that must be returned.

Use the calendar icon to enter the Date Signed.

· Block 17. Accounting and Appropriation Data / Local Use 
To manually enter accounting data select Account Override. To accept the accounting data from PRISM select System Calculate.

· Block 35. Bill of Lading Number

Enter the appropriate number if known. 

· Print Ship To 
Select from the drop-down list. See page 2.

· When all information has been entered, click Submit to save your data.

The following is a summary as to where the information found on DD-1155 originates:


	*  If the box is empty there is no equal or location in PRISM



	Box #
	What appears on the form
	
	Equals what in PRISM
	Where to find in PRISM

	1
	Contract / Purchase Order No
	=
	Contract or Purchase Order Number
	Header / Main page

	2
	Delivery Order No.
	=
	Document Number
	Header / Main page

	3
	Date of Order
	=
	Award Date
	Header / Main page

	4
	Requisition / Purch Request No
	=
	Requisition Number
	Header / Main page or Form Info / Fill In page

	5
	Certified for National Defense Under DMS Reg 1 DO
	=
	
	

	6
	Issued By
	=
	Issuing Office
	Main / General page

	 
	Issued By Code
	=
	Issuing Office
	Main / General page

	7
	Administered By
	=
	Admin Office
	Main / General page

	
	Administered By Code
	=
	Admin Office Code
	Main / General page

	8
	Delivery FOB
	=
	FOB
	Item / Additional Info page

	9
	Contractor
	=
	 Vendor
	Main / General page

	10
	Deliver to FOB Point By
	=
	Period of Performance
	Item / General page

	11
	Mark if Business is
	=
	
	

	12
	Discount Terms
	=
	Discount
	Item / Discount page

	13
	Mail Invoices To
	=
	Invoice Office
	Main / General page or Form Info / Fill In page

	14
	Ship To
	=
	Ship To 
	Item / Ship To page

	15
	Payment Will Be Made By
	=
	Payment Office
	Main / Additional Info page

	16
	Type of Order
	=
	
	Form Fill In page

	17
	Accounting and Appropriation Data / Local Use
	=
	Accounting Information Detail
	Item / Ship To / Accounting Info or Form Fill In page

	18
	Item No
	=
	Item Number / Sub Item Number
	Item / General page

	19
	Schedule of Supplies / Services
	=
	Description
	Item / General page

	20
	Quantity Ordered / Accepted
	=
	Awarded / Accepted to Date
	Acceptance page

	21
	Unit
	=
	Unit of Issue
	Item / General page

	22
	Unit Price
	=
	Unit Price
	Item / General page


	23
	Amount
	=
	Amount
	Item / General page

	24
	By
	=
	Contracting Officer
	Main / General page

	25
	Total
	=
	Total Amount
	Main / Header

	26
	Quantity in Column 20 has been 
	=
	
	

	27
	Ship. No.
	=
	
	

	28
	DO Voucher No.
	=
	
	

	29
	Differences
	=
	
	

	30
	Initials
	=
	
	

	31
	Payment
	=
	
	

	32
	Paid By
	=
	
	

	33
	Amount Verified Correct For
	=
	
	

	34
	Check Number
	=
	
	

	35
	Bill of Lading No.
	=
	
	Form Fill In page

	36
	Signature & Title
	=
	
	

	37
	Received At
	=
	
	

	38
	Received By
	=
	
	

	39
	Date Receive
	=
	
	

	40
	Total Containers
	=
	
	

	41
	S/R Account Number
	=
	
	

	42
	S/R Voucher Number
	=
	
	


 DOT-4200 – Procurement Request
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Figure 316 – DOT-4200
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Figure 317 – Form Fill In – DOT-4200

Form Fill In

· Block 6. Consignee and Destination
See page 1.


· Print Ship To
See above.
The following is a summary as to where the information found on the DOT-4200 originates:

	
	
	
	
	

	*
	If the box is empty there is no equal or location in PRISM
	

	Box #
	What appears on the form
	
	Equals what in PRISM
	Where to find in PRISM

	
	Procurement Request No
	
	Requisition Number
	Requisition / Main / Header

	
	Date Received
	
	Received Date
	Requisition / Main / General page

	1
	Name, Phone Number & Routing Symbol of Person to Contact
	=
	Requested By
	Requisition / Main / Additional Info page

	2
	Type of Request
	=
	
	 

	3
	Originating Office Data
	=
	Originating Office
	Requisition / Main / General page

	4
	Additional Information
	=
	 
	 

	5a(1)
	Approvals: Approving Officials: Authorized Requisitioner
	=
	Requisitioner
	Requisition / Main / General; Route History

	5a(2)
	Approvals: Approving Officials: Accounting Certification Officer
	=
	
	

	5b
	Approvals: Routing Symbol
	=
	 
	Route History 

	5c
	Approvals: Date
	=
	 
	Route History

	5d
	Approvals: Internal Routing / Initials
	=
	 
	

	5E
	Approvals: Internal Routing / Routing Symbol
	=
	
	Route History

	5 (4)
	Approvals: (Final Approver)
	=
	Name of Approver after PR is released
	Route History

	6
	Consignee and Destination
	=
	Consignee and Destination
	Item / Ship To or Form Fill In page

	7
	Dates(s) Required
	=
	Period of Performance
	Requisition / Item / Additional Info page

	8
	Government Furnished Property
	=
	GFP
	Requisition / Item / Additional Info page

	9a
	Description of Items or Services: Item No
	=
	Item Number / Sub Item Number
	Requisition / Item / General page

	9b
	Description of Items or Services: Item or Service
	=
	Description
	Requisition / Item / General page

	9c
	Description of Items or Services: Quantity
	=
	Quantity
	Requisition / Item / General page

	9d
	Description of Items or Services: Unit
	=
	Unit of Issue
	Requisition / Item / General page

	9e
	Description of Items or Services: Estimated Cost: Unit Price
	=
	Unit Price
	Requisition / Item / General page

	9f
	Description of Items or Services: Estimated Cost: Amount
	 =
	Amount
	Requisition / Item / General page

	10
	Accounting Data
	=
	 Accounting Code
	Requisition / Item / Ship To / Accounting Code


IAA-01 – Interagency Agreement
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Figure 318 – IAA-01
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Figure 319 – Form Fill In – IAA-01

Form Fill In

· Enter the number of Additional Pages added by non-PRISM documents.

· Block 5. Effective Date 
Select Print Effective Date (PRISM will default to the current date) or Print ‘See Block 20C’”, which is the date the Contracting Officer signed the contract.

· Block 9. Deliver To

See page 1.
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Figure 320- Form Fill In – IAA-01 (cont.)

· Block 13. Legislative Authority
Select from the drop-down list.

· Block 16. Accounting and Appropriation Data
To manually enter accounting data select Account Override. To accept the accounting data from PRISM select System Calculate.

· Block 23. Payment Provisions
Select from the drop-down list.

· Print Ship To
See above.


The following is a summary as to where the information found on the IAA-01 or IAA(01-01) originates:


	*  If the box is empty there is no equal or location in PRISM



	Box #
	What appears on the form
	
	Equals what in PRISM
	Where to find in PRISM

	1
	IAA No.
	=
	IAA Number
	Main / Header

	2
	Order No.
	=
	
	

	3
	Requisition No.
	=
	Requisition Number
	Main / General page

	4
	Solicitation No.
	=
	Solicitation Number
	Main / General page

	5
	Effective Date
	=
	Effective Date
	Main / General page or Form Fill In page

	6
	Award Date
	=
	Award Date
	Main / General page

	7
	Period of Performance
	=
	Period of Performance
	Main / General page

	8
	Servicing Agency
	=
	Servicing Agency
	Agency / Servicing Agency

	9
	Deliver To
	=
	Ship To
	Item / Ship To page or Form Fill In page

	10
	Requesting Agency
	=
	Requesting Agency
	Agency / Requesting Agency

	11
	Invoice Office
	=
	Invoice Office
	Main / General page

	12
	Issuing Office
	=
	Issuing Office
	Main / General page

	13
	Legislative Authority
	=
	
	Form Fill In page

	14
	Project ID
	=
	Project ID
	Main / Additional Info

	15
	Project Title
	=
	Project Title
	Main / Additional Info

	16
	Accounting Date
	=
	Accounting Data
	Item / Ship To / Accounting Info

	17
	Item No.
	=
	Item Number / Sub Item Number
	Item / General page

	18
	Supplies / Services
	=
	
	Item / General page

	19
	Quantity
	=
	Quantity
	Item / General page

	20
	Unit
	=
	Unit of Issue
	Item / General page

	21
	Unit Price
	=
	Unit Price
	Item / General page

	22
	Amount
	=
	Amount
	Item / General page

	23
	Payment Provisions 
	=
	Payments
	Main / Payments

	24
	Total Amount
	=
	Total Amount
	Main / Header

	25a
	Signature of Government Representative (Servicing)
	=
	
	

	25b
	Name and Title
	=
	Contact Name
	Agency / Servicing page

	25c
	Date
	=
	
	

	26a
	Signature of Government Representative (Requesting)
	=
	Contact Name
	Agency / Requesting page

	26b
	Contracting Officer
	=
	Contracting Officer
	Main / General page

	26c
	Date
	=
	
	


OF-347 – Order for Supplies
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Figure 321 – OF-347
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Figure 322 – Form Fill – OF-347

Form Fill In

· Enter the number of Additional Pages added by non-PRISM documents.

· Click the lookup button and select the Date Signed.

· If the award is to an 8a vendor and a signature is needed from both the vendor and the SBA, select the Print Tripartite Signature Page checkbox. 

· If you want the back page of the form printed select the Print Back Page checkbox.

· Block 4. Requisition / Reference Number
To manually enter a requisition number select Requisition Override. To accept the PRISM number select System Calculate.

· Block 6. Ship To
See above.

· Block 6f.
Enter how you want the item being purchased shipped in the Ship Via field (i.e. Federal Express, UPS, etc.). 
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Figure 323 – Form Fill In – OF-347 (cont.)

· Block 8a.
Enter the vendor response document number in the Reference Your field. 

· Block 9. Accounting and Appropriation Data
To manually enter accounting data select Account Override. To accept the accounting data from PRISM select System Calculate.

· Block 11.
If applicable select the Business Classification from Small, Other Than Small, Disadvantaged or Women-Owned.

· Block 13a. / 13b.
Select from System Calculate or Override. When Override is selected, both the Place of Inspection and Place of Acceptance can be typed in. 

When information is entered into Block 13a. (Place of Inspection), Block 13b. (Place of Acceptance) will fill with the typed value if Block 13b. is empty. The reverse is not true. 

If information is entered first into Block 13b. it will not automatically be entered in Block 13a. even when Block 13a. is empty.

· Block 14. 
Enter the Government B / L Number if known. 

· Print Ship To
Select from the drop-down list. See above.

The following is a summary as to where the information found on OF-347 originates:


	*  If the box is empty there is no equal or location in PRISM



	Box #
	What appears on the form
	
	Equals what in PRISM
	Where to find in PRISM

	1
	Date of Order
	=
	Award Date
	Main / General page

	2
	Contract No.
	=
	Document Number
	Main / Header

	3
	Order No
	=
	Order Number
	Main / Header

	4
	Requisition / Reference No
	=
	Requisition Number
	Main / General page or Form Fill In

	5
	Issuing Office
	=
	Issuing Office
	Main / General page

	6a
	Ship To: Name of Consignee
	=
	Ship To
	Item / Ship To page or Form Fill In

	 6b
	Ship To: Street Address
	 
	Ship To Address
	Item / Summary page or Form Fill In

	6c-e
	Ship To: City / State / Zip
	=
	Ship To Address
	Item / Summary page or Form Fill In

	6f
	Ship To: Ship VIA
	=
	 
	Form Fill In page

	7a
	To: Name of Contractor
	=
	Vendor
	Main / General page

	7b
	To: Company Name
	=
	Vendor / Name
	Main / General / Edit Vendor

	7c-f
	To: Address
	=
	Vendor / Address
	Main / General / Edit Vendor

	8
	Type of Order
	=
	 
	Form Fill In page

	9
	Accounting and Appropriation Data
	=
	
	Form Fill In page

	10 
	Requisitioning Office
	=
	Originating Office
	Main / Additional Info page

	11
	Business Classification
	=
	 
	Form Fill In page

	12
	FOB Point
	=
	Origin City / Origin State
	Item / Ship To page

	13a
	Place of Inspection
	=
	
	Form Fill In page

	13b
	Place of Acceptance
	=
	
	Form Fill In page

	14
	Government B/L No
	=
	
	Form Fill In page

	15
	Deliver to FOB Point On or Before
	=
	Period of Performance
	Item / General page

	16
	Discount Terms
	=
	Discount
	Item / Discount page

	17a
	Schedule: Item No.
	=
	Item Number / Sub Item Number
	Item / General page

	17b
	Schedule: Supplies or Services
	=
	Description
	Item / General page

	17c
	Schedule: Quantity Ordered
	=
	Quantity
	Item / General page

	17d
	Schedule: Unit
	=
	Unit of Issue
	Item / General page

	17e
	Schedule: Unit Price
	=
	Unit Price
	Item / General page

	17f
	Schedule: Amount
	=
	Amount
	Item / General page


	17g
	Schedule: Quantity Accepted
	=
	Accepted to Date
	Acceptance page

	17h
	Schedule: Total (Continuation pages)
	=
	
	Calculated total from Continuation pages

	17i
	Grand Total
	=
	Obligated Amount
	Main / Header

	18
	Shipping Point
	=
	
	

	19
	Gross Shipping Weight
	=
	
	

	20
	Invoice Number
	=
	
	

	21a-e
	Mail Invoice To
	=
	Invoice Office
	Main / General

	22
	Signature
	=
	
	

	23
	Name
	=
	Contracting Officer
	Main / General


OF-1419 – Abstract of Offers – Construction
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Figure 324 – OF 1419

[image: image337.jpg]uction

Opening Date: &

Y Government Estimate:

to save
your data.





Figure 325 – Form Fill In – OF 1419

Form Fill In

· Opening Date
Enter the date the solicitation opened or use the calendar icon.

· Government Estimate

Select Hired Labor, Reasonable Contract (without profit) or Reasonable Contract (with profit).

Click Submit to save your data.

The following is a summary as to where the information found on OF-1419 originates:


	*


	If the box is empty there is no equal or location in PRISM


	

	Box #
	What appears on the form
	
	Equals what in PRISM
	Where to find in PRISM

	1
	Solicitation Number
	=
	Solicitation Number
	Main / Header

	2
	Date Issued
	=
	Date Issued
	Main / General

	3
	Date Opened
	=
	
	Form Fill In

	4
	Issuing Office
	=
	Issuing Office
	Main / General page 

	5
	Project Title
	=
	
	

	6
	Number of Amendments Issued
	=
	
	

	7a
	Item Number
	=
	Item Number / Sub Item Number
	Item / General page

	7b
	Description of Offered Item
	=
	Description
	Item / General page

	7c
	Estimated Quantity
	=
	Quantity
	Item / General page

	8a-c
	Government Estimate
	=
	
	Form Fill In

	8d
	Unit
	=
	Unit of Issue
	Item / General page

	8e
	Unit Price
	=
	Estimate Unit Price
	Item / General page

	8f
	Estimated Amount
	=
	Estimated Amount
	Item / General page

	9a
	Offerer
	=
	Name
	Vendor / Responses page

	9b
	Bid Security
	=
	
	

	9c
	Amendments Acknowledged
	=
	
	

	9d
	Unit Price
	=
	Unit Price
	Bid / General page

	9e
	Estimated Price
	=
	Amount
	Bid / General page

	
	Name and Title of Certifying Official
	=
	
	

	
	Signature
	=
	
	

	
	Date Signed
	=
	
	


REQGEN
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Figure 326 - REQGEN
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Figure 327 – Form Fill In - REQGEN

Form Fill In

· Block 6. Ship To
See above.

· Print Ship To
Select from the drop-down list. See above.

The following is a summary as to where the information found REQGEN originates:

	
	
	
	
	

	*
	If the box is empty there is no equal or location in PRISM
	

	Box #
	What appears on the form
	
	Equals what in PRISM
	Where to find in PRISM

	
	Procurement Request No
	
	Requisition Number
	Requisition / Main / Header

	
	Requisition Date
	
	Requisition Date
	Requisition / Main / General page

	1
	Name, Phone Number & Routing Symbol of Person to Contact
	=
	Requested By
	Requisition / Main / Additional Info page

	2
	Type of Request
	=
	
	 

	3
	Originating Office Data
	=
	Originating Office
	Requisition / Main / General page

	4
	Additional Information
	=
	 
	 

	5a(1)
	Approvals: Authorized Requisitioner
	=
	Requisitioner
	Requisition / Main / General; Route History

	5b
	Approvals: Routing Symbol
	=
	 
	Route History 

	5c
	Approvals: Date
	=
	 
	Route History

	5d
	Approvals: Internal Routing / Initials
	=
	 
	

	5E
	Approvals: Internal Routing / Routing Symbol
	=
	
	Route History

	5 (4)
	Approvals: Final Approver
	=
	Name of Approver (appears after PR is released)
	Route History

	6
	Consignee and Destination
	=
	Consignee and Destination
	Item / Ship To or Form Fill In page

	7
	Dates(s) Required
	=
	Period of Performance
	Requisition / Item / Additional Info page

	8
	Government Furnished Property
	=
	GFP
	Requisition / Item / Additional Info page

	9a
	Description of Items or Services: Item No
	=
	Item Number / Sub Item Number
	Requisition / Item / General page

	9b
	Description of Items or Services: Item or Service
	=
	Description
	Requisition / Item / General page

	9c
	Description of Items or Services: Quantity
	=
	Quantity
	Requisition / Item / General page

	9d
	Description of Items or Services: Unit
	=
	Unit of Issue
	Requisition / Item / General page

	9e
	Description of Items or Services: Estimated Cost: Unit Price
	=
	Unit Price
	Requisition / Item / General page

	9f
	Description of Items or Services: Estimated Cost: Amount
	 =
	Amount
	Requisition / Item / General page

	10
	Accounting Data
	=
	 Accounting Code
	Requisition / Item / Ship To / Accounting Code


OSS-01 – Order for Supplies or Services
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Figure 328 – Forms – OSS-01 – Order for Supplies or Services

Enter the number of Additional Pages added by non-PRISM documents.

Click the lookup button and select the Date Signed.

If you want the back page of the form printed select the Print Back Page checkbox.

Block 4. Requisition / Reference Number
To manually enter a requisition number select Requisition Override. To accept the PRISM number select System Calculate.

Block 6. Ship To
See above.

Block 6f.
Enter how you want the item being purchased shipped in the Ship Via field (i.e. Federal Express, UPS, etc.). 
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Figure 329- Forms – OSS-01 – Order for Supplies or Services (cont.)
Block 8a.
Enter the vendor response document number in the Reference Your field. 

Block 9. Accounting Data
To manually enter accounting data select Account Override. To accept the accounting data from PRISM select System Calculate.

Block 11.
If applicable select the Business Classification from Small, Other Than Small, Disadvantaged or Women-Owned.

Block 13a. / Block 13b.
To accept information already entered in PRISM, select System Calculate. When the Override Radio button is selected, both the Place of Inspection and the Place of Acceptance can be typed in. When the user types information into Block 13a (Place of Inspection) and hits Tab, Block 13b (Place of Acceptance) is populated with the same information as just entered in Block 13a IF Block 13b is blank. Note that the reverse is not true. If information is entered first in Block 13b, that information will not be carried back to Block 13a.

Block 14.
Enter the Bill of Lading Number.

Print Ship To
Select from the drop-down list. See above.

When all information has been entered, click Submit to save your data.

SF-18 – Request for Quotations
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Figure 330 – SF-18
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Figure 331 – Form Fill In – SF-18

Form Fill In

· Enter the number of Additional Pages added by non-PRISM documents.

· Select option: This RFQ is / is not a small business set aside.

· Block 6.
Select option: FOB Destination, Other.

· Block 9. Destination
Select System Calculate, or Override. See above.

· Print Ship To
Select from the drop-down list. See above.

Click Submit to save your data.

The following is a summary as to where the information found on SF-18 originates:


	*


	If the box is empty there is no equal or location in PRISM


	

	Box #
	What appears on the form
	
	Equals what in PRISM
	Where to find in PRISM

	
	This RFQ is / is not / a Small Business Set-Aside
	=
	
	Form Fill In

	1
	Request Number
	=
	Solicitation Number
	Main / Header

	2
	Date Issued
	=
	Date Issued
	Main / General page

	3
	Requisition / Purchase Request Number
	=
	Requisition Number
	Main / Additional Info page 

	4
	Cert. For Nat Def Under BDSA REG 2 and / or DMS REG 1
	=
	
	

	5a
	Issued By
	=
	Issuing Office
	Main / General page

	5b
	For Information Call
	=
	Buyer
	Main / General page

	6
	Deliver By
	=
	Delivery Date / Days After Award
	Item / Ship To / Delivery Location Accounting Detail / Delivery Date-Days After Award

	7
	Delivery
	=
	FOB
	Item / General page

	8
	To
	=
	Vendor Name / Address
	Main / General page

	9
	Destination
	=
	Ship To
	Item / Ship To or Form Fill In

	10
	Please Furnish Quotations to the Issuing Office in Block 5a on or Before Close of Business
	=
	Bids Due
	Main / General page

	11a
	Schedule: Item No.
	=
	Item Number / Sub Item Number
	Item / General page

	11b
	Schedule: Supplies or Services
	=
	Description
	Item / General page

	11c
	Schedule: Quantity Ordered
	=
	Quantity
	Item / General page

	11d
	Schedule: Unit
	=
	Unit of Issue
	Item / General page

	11e
	Schedule: Unit Price
	=
	Unit Price
	Item / General page

	11f
	Schedule: Amount
	=
	Amount
	Item / General page

	12
	Discount for Prompt Payment
	=
	Discount
	Item / Discount page

	13
	Name and Address of Quoter
	=
	
	Vendor / Response / Main / Address page

	14
	Signature
	=
	
	

	15
	Date of Quotation
	=
	Date Received
	Vendor / Response / Main / General

	16 
	Signer
	=
	
	


SF-26 – Award / Contract
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Figure 332 – SF-26
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Figure 333 – Form Fill In – SF-26

Form Fill In

· Enter the number of Additional Pages added by non-PRISM documents.

· Select the Print Tripartite Signature Page checkbox if the award is to an 8a vendor and signatures are needed from both the vendor and the SBA.

· Block 3.
This option will automatically default to 'Print Effective Date' and will result in the Award Date printing in Block 3 of the form. Note: Effective Date will print in Block 3 of the form for Contracts and BPA Setups.

The user may choose to change the Block 3 option to 'Print See Block 20C.' This option will result in the words 'See Block 20C' printing in Block 3 of the form. Note: This option functions independently of whether or not the 'Date Signed' field on the Fill In contains data. This will allow a Contracting Officer to manually enter the 'Date Signed' in Block 20C.

· Block 4. Requisition Number
To manually enter a requisition number, select Requisition Override. If System Calculate is selected PRISM will enter the associated requisition.

· Block 10. Submit Invoices to Address in Item
Enter the item number where the invoice address can be found if different from that specified in block 12 of the form.
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Figure 334 – Form Fill In – SF-26 (cont.)
· Block 11, Ship To / Mark For
See above.

· Block 13. Authority for Using Other Than Full and Open
Use the pick-list arrow and select the reason full and open competition was not used in this award. Based on your selection the appropriate checkbox and code number will be entered in block 13 of the form.

· Block 14. Accounting and appropriation Data
Select Account Override to manually enter the accounting data for the items being purchased. Select System Calculate for PRISM to automatically Fill In this data.
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Figure 335 – Form Fill In – SF-26 (cont.)
· Block 16. Table of Contents section
This section will Fill In block 16, Table of Contents on the form. Select the items that will be included in the contract, and enter the total number of pages for each item. 
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Figure 336 – Form Fill In – SF-26 (cont.)

· Block 17. Contractor’s Negotiated Agreement
If the contractor is required to sign the document and return copies to the agency, select this option and enter the Number of Copies Contractor is Required to Return. This will Fill In block 17 of the form.

· Block 18. Award of Contract
Select this option if the contractor is not required to sign the document. Select Solicitation Override to manually enter the solicitation number, or System Calculate for PRISM to automatically enter the number. This will Fill In block 18 of the form.

· Block 20C.
Click the lookup button and select the Date Signed from the calendar. 

· Schedule A Text
Enter any additional accounting data; description of supplies / services being purchased and any other data required that will not fit on the form.

· Print Ship To
See above.

When all information has been added, click Submit to save your data.

The following is a summary as to where the information found on the SF-26 originates:


	*  If the box is empty there is no equal or location in PRISM



	Box #
	What appears on the form
	
	Equals what in PRISM
	Where to find in PRISM

	1
	DPAS Rating
	
	
	

	2
	Contract No.
	=
	Document Number
	Main / Header

	3
	Effective Date
	=
	Effective Date
	Main / General

	4
	Requisition / Purchase Request Number
	=
	Requisition Number
	Main / General page or Form Fill In

	5
	Issued By
	=
	Issuing Office
	Main / General page

	6
	Administered By
	=
	Admin Office
	Main / General page

	7
	Name and Address of Contractor
	=
	Vendor
	Main / General and Main / Summary pages

	8
	Delivery
	=
	FOB
	Item / Additional Info page

	9
	Discount for Prompt Payment
	=
	Discount
	Item / Discount page

	10
	Submit Invoices to Address Shown In
	=
	
	Item 12 or Form Fill In page

	11
	Ship To / Mark To
	=
	Ship To / Mark To
	Item / Ship To page or Form Fill In page

	12
	Payment Will be Made By
	=
	Payment Office
	Main / Additional Info page

	13
	Authority for Using Other Than Full and Open Competition
	=
	 
	Form Fill In page

	14
	Accounting and Appropriation Data
	=
	
	Form Fill In page

	15a
	Schedule: Item No.
	=
	Item Number / Sub Item Number
	Item / General page

	15b
	Schedule: Supplies or Services
	=
	Description
	Item / General page

	15c
	Schedule: Quantity Ordered
	=
	Quantity
	Item / General page

	15d
	Schedule: Unit
	=
	Unit of Issue
	Item / General page

	15e
	Schedule: Unit Price
	=
	Unit Price
	Item / General page

	15f
	Schedule: Amount
	=
	Amount
	Item / General page

	15g
	Total Amount of Contract
	=
	Obligated Amount
	Main / Header

	16
	Table of Contents
	=
	
	Form Fill In page

	17
	Contractor’s Negotiated Agreement
	=
	
	Form Fill In page

	18
	Award
	=
	
	Form Fill In page

	19a
	Name and Title of Signer
	=
	
	

	19b`
	Signature
	=
	
	

	20a
	Name of Contracting Officer
	=
	Contracting Officer
	Main / General

	20b
	Signature
	=
	
	

	20c
	Date Signed
	=
	
	Form Fill In page


SF-30 – Amendment of Solicitation / Modification of Contract
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Figure 337 – SF-30
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Figure 338 – Form Fill In – SF-30 – Modification of Solicitation

Amendment of Solicitation Fill In

Enter the number of Additional Pages added by non-PRISM documents.

Block 5. Project Number
Enter the project number if available.

Block 11
The hour and date for receipt of offers is extended / is not extended. Select from the options.

Number of Copies to Return
Enter the number of copies required.

Print Ship To
Select from the drop-down list. See above.

Click Submit to save your data.
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Figure 339 – Form Fill In – SF-30 – Modification of Contract

Modification of Contract Fill In

Enter the number of Additional Pages added by non-PRISM documents.

Print Tripartite Signature Page: Select this checkbox if you want this printed with the modification.

Block 3. Effective Date
Select whether to Print Effective Date or Print ’See Block 16C’. The default is Print Effective Date and results in the Award Date printing in Block 3 of the form. NOTE: The Effective date will print in Block 3 of the form for Contracts and BPA Setups.

The Print ‘See Block 16C’ option results in ‘See Block 16C’ printing in Block 3 of the form. NOTE: This option functions independently of whether or not the ‘Date Signed’ field on the Fill In contains data. This will allow a Contracting Officer to manually enter the ‘Date Signed’ in Block 16C.

Block 4. Requisition / Purchase Number
Select Requisition Override to manually enter a requisition number or System Calculate to allow PRISM to use the existing number.

Block 5. Project Number
Enter the project number if available.

Block 12. Accounting and Appropriation Data
Select Account Override to manually enter the accounting and appropriation data or System Calculate to allow PRISM to use existing information.
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Figure 340 – Form Fill In – SF-30 (cont.)
Block 13 only applies to Modifications of Contracts / Orders.

Change Order
If the modification is being made pursuant to a specific order, enter that information in block A. This will be transferred to Block 13 A. of the form.

If the modification is for Administrative Changes selecting this checkbox will mark block 13 B on the form.

If the modification is being made under a Supplemental Agreement Authority enter the appropriate information in block C. This will be transferred to block 13 C of the form.

If the modification is being made under another authority not covered in blocks A through C, enter the type of modification and the authority in block D.

NOTE: At least one of the above must be selected. More than one type can be selected simultaneously. For example, you may be making an administrative change using a change order, thus both block A and Block B would be used. 

Block 13E. Important
Select from the options, Contractor is not required to sign this document, and Contractor is required to sign and return. Enter the number of copies to be returned.

Block 16C. Date Signed
Enter the date the Contracting Officer signed the modification. 

Print Ship To
See above.

The following is a summary as to where the information found on SF-30 originates:

	
	
	
	
	

	*
	If the box is empty there is no equal or location in PRISM
	

	Box #
	What appears on the form
	
	Equals what in PRISM
	Where to find in PRISM

	1
	Contract ID Code
	=
	
	

	2
	Amendment / Modification No.
	=
	Version
	Main/General page or /Form Fill In page

	3
	Effective Date
	=
	Date Issued
	Main / General page

	4
	Requisition / Purchase Req. No.
	=
	Requisition Number
	Main / General page

	5
	Project No.
	=
	Manually entered project number
	Form Fill In page

	6
	Issued By
	=
	Issuing Office
	Main / General page

	7
	Administered By
	=
	Admin Office
	Main / General page

	8
	Name and Address of Contractor
	=
	 Vendor 
	Main / General page

	9a
	Amendment of Solicitation No.
	=
	Solicitation Number
	Main / Header

	9b
	Dated
	=
	Award Date
	Main / General page

	10a
	Modification of Contract / Order No.
	=
	Contract Number
	Main / Header

	10b
	Dated
	=
	Award Date
	Main / General page

	11
	Extension of receipt date
	=
	Manually entered
	Form Fill In page

	12
	Accounting and Appropriation Data
	
	Quantity
	Item/General

	13a
	This Change Order is issued pursuant to
	=
	 
	 Form Fill page

	13b
	The above numbered Contract/Order is modified to reflect the administrative changes set forth in Item 14
	=
	
	Form Fill page

	13c
	This supplemental agreement is entered into pursuant to the authority of
	=
	 
	 Form Fill page

	13d
	Other
	 =
	 
	 Form Fill page

	13e
	Contractor required to sign?
	=
	 
	 Form Fill page

	14
	Description of Amendment/Modification
	=
	
	 

	15a
	Name & Title of Signer
	=
	 
	Form Fill In page

	15b
	Contractor/Offeror
	=
	 
	Route History

	15c
	Date Signed
	=
	 
	 

	16a
	Name & Title of Contracting Officer (Type or Print)
	=
	Contracting Officer
	Main General page

	16b
	Signature of Contracting Officer
	=
	 
	 

	16c
	Date Signed
	=
	 
	 Form Fill page


When all information has been entered click Submit to save your data.

SF-33 – Solicitation, Offer and Award – Schedule A Only

[image: image353.jpg]



Figure 341 – SF-33 
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Figure 342 – Solicitation Form Fill In – SF-33

Solicitation Form Fill In

Enter the number of Additional Pages added by non-PRISM documents.

· Address Offer To (If other than Item 7)
 Enter the address to override Item 7.

· Block 11. Table of Contents section
This section will Fill In block 11, Table of Contents on the form. Select the items that will be included in the contract, and enter the total number of pages for each item. 
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Figure 343 – Solicitation Form Fill In – SF-33

· Schedule A Text
Enter any additional accounting data; description of supplies / services being purchased and any other required data that will not fit on the form.

· Print Ship To
Select from the list given. See above.

Click Submit to save your data.
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Figure 344 – Award Form Fill In – SF-33

Award Form Fill In

Enter the number of Additional Pages added by non-PRISM documents.

Using the lookup button, select the Date Signed from the calendar.

· Block 3. Solicitation Number
If a solicitation was used for this award, select Solicitation Override to manually enter the number, or System Calculate for PRISM to automatically enter the number.

· Block 5.
If Solicitation Override is selected, the Solicitation Issue Date field will activate. Enter the appropriate date.

· Block 6. Requisition / Purchase Number
If a requisition was used for this award, select Requisition Override to manually enter the number, or System Calculate for PRISM to automatically enter the number.

· Block 11. Table of Contents section
This section will Fill In block 11, Table of Contents on the form. Select the items that will be included in the contract, and enter the total number of pages for each item. While not shown in the graphic above, use the horizontal scroll bar to see the information on the right side. The graphic below shows the rest of the Table of Content fields.
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Figure 345 – Award Form Fill In – SF-33 (cont.)
· Block 19. Accepted As To Items Numbered
Enter the item numbers for the items accepted by this award. This will Fill In block 19 of the form.

· Block 21. Accounting and Appropriation
Select Account Override to manually enter the accounting data for the items being purchased. Select System Calculate for PRISM to automatically Fill In this data.

· Block 22. Authority for Using Other Than Full and Open Competition
Use the pick-list arrow and select the reason full and open competition was not used in this award. Based on your selection the appropriate checkbox and code number will be entered in block 22 of the form.

· Block 23. Submit Invoices to Address Shown in Item
Enter the item number where the invoice address can be found if different from that specified in block 23 of the form.

· Schedule A Text
Enter any additional accounting data; description of supplies / services being purchased and any other data required that will not fit on the form.

· Print Ship To
See above.

When all information has been completed, click Submit to save your data.

SF-252 – Architect-Engineer Contract
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Figure 346 – SF-252
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Figure 347 – Form Fill In – SF-252

Complete each text field. Items entered will be printed on the form in the blocks indicated.

When data is complete, click Submit.

The following is a summary as to where the information found on Form AE-01 originates:

	
	
	
	
	

	*  If the box is empty there is no equal or location in PRISM



	Box #
	What appears on the form
	
	Equals what in PRISM
	Where to find in PRISM

	1
	Contract Number
	=
	Document Number
	Main / Header

	2
	Date of Contract
	=
	Award Date
	Main / General page

	3a-c
	Name / Address / Telephone of Architect – Engineer
	=
	Vendor
	Main / General or Main / Summary page

	4
	Department or Agency and Address
	=
	Admin Office
	Main / General or Main / Summary page

	5
	Project Title and Location
	=
	Project Title
	Main / Additional Info or Form Fill In page

	6
	Contract For
	=
	Description
	Item / General or Form Fill In page

	7
	Contract Amount
	=
	Total Amount
	Main / Header or Form Fill In page

	8
	Negotiation Authority
	=
	
	Form Fill In page

	9
	Accounting Data
	=
	Accounting Data
	Item / Ship To / Accounting Info or Form Fill In page

	10
	Clauses
	=
	
	Form Fill In page

	11
	Architect-Engineer or Other Professional Services Contractor
	
	
	

	
	Signatures
	
	
	

	
	Names and Titles
	
	
	

	12
	Contract Authority
	
	
	

	
	Signature
	
	
	

	
	Contracting Officer
	
	Contracting Officer
	Main / General page


SF-1409 – Abstract of Offers
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Figure 348 – SF-1409
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Figure 349 – Form Fill In – SF 1409

· Opening Date
Enter the date the solicitation opened or use the calendar icon.

· Total Cost
Select option, Print Total Cost, Print Unit Cost.

· Submitted by
Enter name of person submitting the offer.


· Title
Enter the title of the submitter.


· Date
Enter the date or use the calendar icon.

· Enter a general description of the supplies or services included in this offer.

Click Submit to save your data or Cancel to return to the Form Fill In page without saving your data.

SF-1442 – Solicitation, Offer and Award (Construction)
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Figure 350 – SF-1442
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Figure 351 – SF-1442 – page 2
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Figure 352 – Solicitation Fill In – SF-1442

Solicitation Fill In

Enter the number of Additional Pages added by non-PRISM documents.

· Block 6. Project No
Enter the Project ID or click Project ID and select from the list.

· Block 8. Address Offer To
If this is for a solicitation for bids, Fill In the Address Offer To fields with the address where the bids should be sent.

· Block 10. Document Describing Performance of Work (title, identifying no., date)
Enter the appropriate documents in this field. This information will Fill In block 10 on the form.

· Block 11. Period of Performance
Enter Begin within / Complete within calendar days. Select After Receiving Award / Notice to Proceed. Select Period is Mandatory / Negotiable option.  

See: Enter information about contracts or agreements that show the information above.

· Block 12.
Contractor must furnish any required performance and payment bonds within ___ calendar days. Enter the number of days involved.

· Block 13B.
An offer guarantee is / is not required. Select from the options.

· Block 13D. Acceptance Days
Enter the minimum number of calendar days for Government Acceptance after the date offers are due that must be provided for the offer to be considered and not automatically rejected.

· Print Ship To
Select from the list. See above.

Click Submit to save your data.
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Figure 353 – Award Fill In – SF-1442

Award Fill In

· Enter the number of Additional Pages added by non-PRISM documents.

· If the contractor is an 8a vendor and signatures are needed from both the vendor and the SBA, select the Print Tripartite Signature Page checkbox.

· If the contractor is not required to sign the document and you are awarding the contract, select the Print Award Date checkbox to Fill In block 31C on the form.

· Block 5. Requisition / Purchase Request Number
If a requisition was used for this award, select Requisition Override to manually enter the number, or System Calculate for PRISM to automatically enter the number.

· Block 8.
If this is for a solicitation for bids, Fill In the Address Offer To fields with the address where the bids should be sent.

· Block 10. Document Describing Performance of Work (title, identifying no., date)
Enter the appropriate documents in this field. This information will Fill In block 10 on the form.
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Figure 354 – Award Fill In – SF 1442 (cont.)

· Block 11. Period of Performance
Enter Begin within calendar days. Complete within calendar days.
Select an option from After Receiving Award / Notice to Proceed.
Select and option from Mandatory, or Negotiable.


· Block 12. Contractor must furnish any required performance and payment bonds within calendar days.
Enter the number of days.


· Block 13B. An offer guarantee is / is not required.
Select from the options.


· Block 13D. Acceptance Days.
Enter the number of days available before acceptance.
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Figure 355 – Award Fill In – SF 1442 (cont.)

· Block 23. Accounting and Appropriation Data
Select Account Override to manually enter the accounting data for the items being purchased. Select System Calculate for PRISM to automatically Fill In this data. This will fill block 23 on the form.

· Block 24. Submit Invoices to Address in Item
Enter the item number where the invoice address can be found if different from that specified in block 24 of the form.

· Block 25. Other than Full and open Competition Pursuant to
Use the pick-list arrow and select the reason full and open competition was not used in this award. Based on your selection the appropriate checkbox and code number will be entered in block 25 of the form.

· Option Button 28. Negotiated Agreement
If the contractor is required to sign the document and return copies to the agency, select this option and enter the Number of Copies Contractor is Required to Return. This will Fill In block 28 of the form.

· Option Button 29. Award Select this option if the contractor is not required to sign the document. Select Solicitation Override to manually enter the solicitation number, or System Calculate for PRISM to automatically enter the number. This will Fill In block 29 of the form.

· Print Ship To
See above.

When all information has been completed, click Submit to save your data.

SF-1447 – Solicitation / Contract
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Figure 356 – SF-1447
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Figure 357 – SF-1447 – page 2
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Figure 358 – Solicitation Fill In – SF-1447

Solicitation Fill In

Enter the number of Additional Pages added by non-PRISM documents.

· Block 8.
This acquisition is Unrestricted / Set Aside. Select from the options. If Set Aside is selected, enter the Percent set aside, and select from the options Small Business / Other to indicate which type of business it was set aside for. Labor Surplus Area Concerns, check this box if appropriate.

· Block 9. Agency Use
This field can be used for general information or agency specific data. It will Fill In block 9 on the form.

· Block 10.
Select the type of Items To Be Purchased, either Services or Supplies. Enter a Brief Description of the items. This will fill block 10 on the form.

· Print Ship To
Select from the list. See above.

Click Submit to save your data.
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Figure 359 – Award Fill In – SF 1447

Award Fill In

· Enter the number of Additional Pages added by non-PRISM documents.

· If the contractor is an 8a vendor and signatures are needed from both the vendor and the SBA, select the Print Tripartite Signature Page checkbox.

· If the contractor is not required to sign the document and you are awarding the contract, select the Print Award Date checkbox to Fill In block 31C on the form.


· Block 8. This acquisition is
Select one of the four radio buttons, Unrestricted, Set Aside Percent, Small Business, or Other. If Set Aside Percent is selected, the percent can be entered. 
If applicable, check the Labor Surplus Area Concerns box.
Note that the NAICS Code and Size Standard are displayed.
· Block 9. Agency Use
This field can be used for general information or agency specific data. It will Fill In block 9 on the form.

· Block 10.
Select the type of Items To Be Purchased, either Services or Supplies. Enter a Brief Description of the items. This will fill block 10 on the form.

· Block 14. Submit Invoices to Address in Block
If payment is to be made by an agency other than that listed in block 14, enter the block number on the form where the address is located.

· Block 16. Authority for Using Other Than Full and Open
Use the pick-list arrow and select the reason full and open competition was not used in this award. Based on your selection the appropriate checkbox and code number will be entered in block 16 of the form.

[image: image372.jpg]23, Accaunting and Appropriation Data
@ System Calculate © Account Override

[Gee Schedule

© 25 Contractors Negotiated Agreement

Nurnber of Copies Cantractor is Required to Retum: ||
© 26 Award of Contract

Accepted iems

Solicitation Nurber to be printed in Black 4.
@ System Calculate € Solicitation Overide

Solicitation Issu Date to be printed in Block 6: G
2B. Date Signed by Contracting Officer: G

Print Ship To: [With Each Line (for rmulti only) 5





Figure 360 – Award Fill In – SF 1447 (cont.)
· Block 23. Accounting and Appropriation Data
Select Account Override to manually enter the accounting data for the items being purchased. Select System Calculate for PRISM to automatically Fill In this data. This will fill block 23 on the form.

· Option button 25. Contractor’s Negotiated Agreement
If the contractor is required to sign the document and return copies to the agency, select this option and enter the Number of Copies Contractor is Required to Return. This will Fill In block 25 of the form.

· Option button 26. Award of Contract
Select this option if the contractor is not required to sign the document. Enter the item number of the Accepted Items.


· Select Solicitation Override to manually enter the solicitation number, or System Calculate for PRISM to automatically enter the number. This will Fill In block 26 of the form. 


· Enter the Solicitation Issue Date.

· Block 28.
Using the lookup button, select the Date Signed from the calendar.

· Print To Ship
See above.

When all information has been entered, click Submit to save your data.

SF-1449 – Solicitation / Order (4-2002) (Commercial)
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Figure 361 – SF-1449
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Figure 362 – SF-1449 – page 2
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Figure 363 – Solicitation Fill In – SF-1449

Solicitation Fill In

· Additional Pages: Enter the total number of pages added by non-PRISM documents.

· Block 10.
This acquisition is Unrestricted / Set Aside / 8(A). Select from the options. If Set Aside is selected, enter the Percent set aside, and select from the options Small Business / HUBZone Small Business to indicate which type of business it was set aside for. 

· Block 15. Deliver To
See above.
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Figure 364 – Solicitation Fill In – SF-1449 (cont.)

· Block 27a
If FAR Clauses are a part of this solicitation, select the Solicitation incorporates by reference FAR 52.212-1, 52.21-4. FAR 52.212-3 and 52.212-5 are attached (Block 27a) checkbox, and then select the appropriate option to state whether they Are or Are Not Attached to the order.

· Print To Ship
Select from the list. See above.

Click Submit to save your data.
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Figure 365 – Award Fill In – SF-1449

Award Fill In

Additional Pages: Enter the total number of pages added by non-PRISM documents.

Print tripartite Signature Page: If the contractor is an 8a vendor and signatures are needed from both the vendor and the SBA, select this checkbox.

Block 1: Requisition / Reference Number: To manually enter a requisition number, select Requisition Override, to accept the requisition assigned select System Calculate.

Block 3: Print Award/Effective Date:
Select to print the award / effective date in block 3 of the form.

Block 10: This acquisition is:
Select from the three radio buttons, Unrestricted, 8(A), Set Aside, entering the Percent set aside or 8(A). If Set Aside is selected, choose from Small Business, or a HUBZone Small Business.
Note that the NAICS Code and Size Code displays.

Block 15: Deliver To: See above.
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Figure 366 – Award Fill In – SF-1449 (cont,)
Block 17b.
Select if the remittance address is different than the Contractor / Offeror address.

Block 18b.
Select to submit invoices to a different address than that shown in Block 18a Payment Will Be Made By.

Block 25. Accounting and Appropriation Data
If you wish to manually enter an accounting code, select Account Override. The text box will activate, enter the appropriate code. To accept the accounting code already assigned within PRISM, select System Calculate.

Block 27b.
If FAR Clauses are a part of this change by reference, select the Addenda Are / Are Not Attached. 

Block 28. Contractor’s Negotiated Agreement
This block on the form serves two functions, the first is to indicate the Number of Copies Contractor is Required to Return, and a checkbox to indicate that the contractor agrees to furnish and deliver all items set forth in the amendment. By selecting this option, the checkbox will be marked and a number must be entered in the number of copies field.

Option 29. Award of Contract
To enter data in block 29 select this option. The checkbox will be selected in the block. Enter the Reference, the Offer Date and Accepted Items. This information will be printed in block 29.

Solicitation Number to be printed in Block 5
Select either Solicitation Override to manually enter a solicitation number or System Calculate to have PRISM automatically enter the number.

Solicitation Issue Date to be printed in Block 6
Enter the date or click the calendar button to select.

Block 31c: Date Signed by Contracting Officer: Enter the date or use the calendar button.

Print Ship To: See page 2.

When all information has been entered click Submit to save your data.

Availability of Federal Forms by Module

	Form Number
	Form Description
	Requisitions
	Solicitations
	Large Contracts
	Purchase Orders
	Delivery / Task Orders
	BPA Setup / Call
	Catalog Orders
	Purchase Cards
	MIPR

	
	Buyers Worksheet-No Fill-In Form at this time
	
	X
	
	
	
	
	
	
	

	REQGEN
	Requisition Form
	X
	
	
	
	
	
	
	
	

	DD-448
	Military Interdepartmental Purchase Request
	
	
	
	
	
	
	
	
	X

	DD-448-2
	Acceptance of MIPR
	
	
	
	
	
	
	
	
	X

	DD-1155
	Order for Supplies or Services
	
	 
	X
	X
	X
	X
	X
	X
	

	DOT-4200
	Procurement Request
	X
	
	
	
	
	
	
	
	

	OF-347
	Order for Supplies
	
	
	X
	X
	X
	X
	X
	X
	

	OSS-01
	Order for Supplies or Services
	
	
	X
	X
	X
	X
	X
	X
	

	SF-1409
	Abstract of Offers
	
	X
	
	
	
	
	
	
	

	SF-1419
	Abstract of Offers (Construction)
	
	X
	
	
	
	
	
	
	

	SF-1442
	Solicitation / Award (Construction)
	
	X
	X
	
	
	
	
	
	

	SF-1447
	Solicitation / Award
	
	X
	X
	
	
	
	
	
	

	SF-1449
	Solicitation / Order (Commercial)
	
	X
	X
	X
	X
	X
	X
	X
	

	SF-18
	Request for Quotations
	
	X
	
	
	
	
	
	
	

	SF-252
	Architect / Engineer Contract-No Fill-In Form at this time.
	
	
	X
	
	
	
	
	
	

	SF-26
	Award / Contract
	
	
	X
	
	X
	
	X
	
	

	SF-30
	Amendment of Solicitation
	
	X
	X
	X
	X
	X
	X
	X
	

	SF-30
	Amendment of Contract
	
	
	X
	X
	X
	X
	X
	X
	

	SF-33
	Solicitation Schedule A Only
	
	X
	X
	
	X
	
	X
	
	

	SF-33
	Award Schedule A Only
	
	
	X
	
	X
	
	
	
	


Non-Federal Forms

AE-01 – Architect – Engineer Contract
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Figure 367 – AE-01

[image: image380.jpg]



Figure 368 – AE-01 – page 2
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Figure 369 – Form Fill In – AE-01

Form Fill In

· Block 5. Project Title and Location
Enter the Project Title and Location.


· Block 6. Contract For
Enter a description as to what the contract is for.



· Block 7. Contract Amount
Enter the total contract amount.



· Block 8. Negotiation Authority
Enter text that will print in Block 8 on the form.


· Block 9. Accounting Data
Enter text that will print in Box 9 on the form.



· Block 10. Clauses
Enter text that will print in Box 10 on the form.


The following is a summary as to where the information found on Form AE-01 originates:

	
	
	
	
	

	*  If the box is empty there is no equal or location in PRISM



	Box #
	What appears on the form
	
	Equals what in PRISM
	Where to find in PRISM

	1
	Contract Number
	=
	Document Number
	Main / Header

	2
	Date of Contract
	=
	Award Date
	Main / General page

	3a-c
	Name / Address / Telephone of Architect – Engineer
	=
	Vendor
	Main / General or Main / Summary page

	4
	Department or Agency and Address
	=
	Admin Office
	Main / General or Main / Summary page

	5
	Project Title and Location
	=
	Project Title
	Main / Additional Info or Form Fill In page

	6
	Contract For
	=
	Description
	Item / General or Form Fill In page

	7
	Contract Amount
	=
	Total Amount
	Main / Header or Form Fill In page

	8
	Negotiation Authority
	=
	
	Form Fill In page

	9
	Accounting Data
	=
	Accounting Data
	Item / Ship To / Accounting Info or Form Fill In page

	10
	Clauses
	=
	
	Form Fill In page

	11
	Architect-Engineer or Other Professional Services Contractor
	
	
	

	
	Signatures
	
	
	

	
	Names and Titles
	
	
	

	12
	Contract Authority
	
	
	

	
	Signature
	
	
	

	
	Contracting Officer
	
	Contracting Officer
	Main / General page


AWD-02 – Award / Contract
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Figure 370 – AWD-02

[image: image383.jpg]\% ]

1

Click Submit
to save
your data.

Additional Pages:

I Print Tripartte Signature Page

2. Effective Date
@ PrintEflective Date C Print"Ses Block 19"

3. Requisition Nurmber
@ aystem Calculate " Requisition Override

9. Submit Invaices to Address Shown in lter

10. Ship TolMark For.
@ gystem Calculate  Overtide

cote: [

Name: [

address 1: [

Address 2: [

Address 3: [

Address 4 [

oty [ state

w0





Figure 371 – Form Fill In – AWD-02

Form Fill In

· Enter the number of Additional Pages added by non-PRISM documents.

· Select the Print Tripartite Signature Page checkbox if the award is to an 8a vendor and signatures are needed from both the vendor and the SBA.

· Block 2.
Select Print Effective Date (PRISM will default to the current date) or Print ‘See Block 20C’”, which is the date the Contracting Officer signed the contract.

· Block 3. Requisition Number
To manually enter a requisition number, select Requisition Override. If System Calculate is selected PRISM will enter the associated requisition.

· Block 9. Submit Invoices to Address in Item
Enter the item number where the invoice address can be found if different from that specified in block 12 of the form.

· Block 10. Ship To / Mark For
See above.
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Figure 372 – Form Fill In – AWD-02 (cont.)
· Block 12. Authority for Using Other Than Full and Open
Use the pick-list arrow and select the reason full and open competition was not used in this award. Based on your selection the appropriate checkbox and code number will be entered in block 12 of the form.


· Block 13. Accounting and Appropriation Data
Select Account Override to manually enter the accounting data for the items being purchased. Select System Calculate for PRISM to automatically Fill In this data. This will fill block 13 on the form.

· Block 15. Table of Contents
This section will Fill In block 16, Table of Contents on the form. Select the items that will be included in the contract, and enter the total number of pages for each item. 
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Figure 373 – Form Fill – AWD-02 (cont.)

· Block 16. Contractor’s Negotiated Agreement
If the contractor is required to sign the document and return copies to the agency, select this option and enter the Number of Copies Contractor is Required to Return. This will Fill In block 16 of the form.

· Block 17. Award of Contract
Select this option if the contractor is not required to sign the document. 

Select Solicitation Override to manually enter the solicitation number, or System Calculate for PRISM to automatically enter the number. This will fill in block 17 of the form.

· Block 19C.
Click the lookup button and select the Date Signed from the calendar. 

· Schedule A Text
Enter any additional accounting data; description of supplies / services being purchased and any other data required that will not fit on the form.

· Print Ship To
See above.

When all information has been added, click Submit to save your data.

The following is a summary as to where the information found on the AWD-02 originates:


	*  If the box is empty there is no equal or location in PRISM



	Box #
	What appears on the form
	
	Equals what in PRISM
	Where to find in PRISM

	1
	Contract No.
	=
	Document Number
	Main / Header

	2
	Effective Date
	=
	Effective Date
	Main / General

	3
	Requisition / Purchase Request Number
	=
	Requisition Number
	Main / General page or Form Fill In

	4
	Issued By
	=
	Issuing Office
	Main / General page

	5
	Administered By
	=
	Admin Office
	Main / General page

	6
	Name and Address of Contractor
	=
	Vendor
	Main / General and Main / Summary pages

	7
	Delivery
	=
	FOB
	Item / Additional Info page

	8
	Discount for Prompt Payment
	=
	Discount
	Item / Discount page

	9
	Submit Invoices to Address Shown In
	=
	
	Item 12 or Form Fill In page

	10
	Ship To / Mark To
	=
	Ship To / Mark To
	Item / Ship To page or Form Fill In page

	11
	Payment Will be Made By
	=
	Payment Office
	Main / Additional Info page

	12
	Authority for Using Other Than Full and Open Competition
	=
	 
	Form Fill In page

	13
	Accounting and Appropriation Data
	=
	
	Form Fill In page

	14a
	Schedule: Item No.
	=
	Item Number / Sub Item Number
	Item / General page

	14b
	Schedule: Supplies or Services
	=
	Description
	Item / General page

	14c
	Schedule: Quantity Ordered
	=
	Quantity
	Item / General page

	14d
	Schedule: Unit
	=
	Unit of Issue
	Item / General page

	14e
	Schedule: Unit Price
	=
	Unit Price
	Item / General page

	14f
	Schedule: Amount
	=
	Amount
	Item / General page

	14g
	Total Amount of Contract
	=
	Obligated Amount
	Main / Header

	15
	Table of Contents
	=
	
	Form Fill In page

	16
	Contractor’s Negotiated Agreement
	=
	
	Form Fill In page

	17
	Award
	=
	
	Form Fill In page

	18a
	Name and Title of Signer
	=
	
	

	18b`
	Signature
	=
	
	

	19a
	Name of Contracting Officer
	=
	Contracting Officer
	Main / General

	19b
	Signature
	=
	
	

	19c
	Date Signed
	=
	
	Form Fill In page


MODAMD-01 – Amendment of Solicitation / Modification of Contract
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Figure 374 – MODAMD-01
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Figure 375 – Solicitation Form Fill In – MODAMD-01

Amendment of Solicitation Form Fill In

· Enter the number of Additional Pages created by non-PRISM documents.

· Block 5. Project No.
The Project No. will prefill from the Addl Info tab if filled in.

· Block 11.
The hour and date for receipt of offers is extended / is not extended. Select from the options.

· Number of Copies to Return
Enter the number of copies required.

· Print Ship To
Select from the drop-down list. See above.

Click Submit to save your data.

[image: image388.jpg]Click Submit
to save
your data.

oniract

Additional Pages

I Print Tripartite Signature Page

3. @ Print Efective Date
© Print ‘See Block 16C

4. @ Use System Calculated Requisition / Purchase Requisition Number
© Overtide System Calculated Reguisition / Purchase Requisition Nurmber with the Following

Requisition / Purchase Requisition Nurber

5. Project Number

12. @ Use System Calculated Accounting and Appropriation Data

© Override System Calculated Accounting and Appropriation Data with the Following
Accounting and Appropriation Data:

[Gee Schedule





Figure 376 – Award Form Fill In – MODAMD-01

Modification of Contract Form Fill In

· Enter the number of Additional Pages created by non-PRISM documents.

· Select the Print Tripartite Signature Page checkbox if desired.

· Block 3.
Select whether to Print Effective Date or Print ’See Block 16C’. The default is Print Effective Date and results in the Award Date printing in Block 3 of the form. NOTE: The Effective Date will print in Block 3 of the form for Contracts and BPA Setups.

The Print ‘See Block 16C’ option results in ‘See Block 16C’ printing in Block 3 of the form. NOTE: This option functions independently of whether or not the ‘Date Signed’ field on the Fill In contains data. This will allow a Contracting Officer to manually enter the ‘Date Signed’ in Block 16C.

· Block 4. Requisition / Purchase Number
Select Requisition Override to manually enter a requisition number or System Calculate to allow PRISM to use the existing number.

· Block 5. Project Number
Enter the project number if available.

· Block 12. Accounting and Appropriation Data
Select Account Override to manually enter the accounting and appropriation data or System Calculate to allow PRISM to use existing information.
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Figure 377- Award Form Fill In – MODAMD-01 (cont.)
· Block 13 only applies to Modifications of Contracts / Orders.

· Change Order
If the modification is being made pursuant to a specific order, enter that information in block A. This will be transferred to Block 13 A. of the form.

If the modification is for Administrative Changes selecting this checkbox will mark block 13 B on the form.

If the modification is being made under a Supplemental Agreement Authority enter the appropriate information in block C. This will be transferred to block 13 C of the form.

If the modification is being made under another authority not covered in blocks A through C, enter the type of modification and the authority in block D.

NOTE: At least one of the above must be selected. More than one type can be selected simultaneously. For example, you may be making an administrative change using a change order, thus both block A and Block B would be used. 

· Block 13E. Important
Select from the options, Contractor is not required to sign this document, and Contractor is required to sign and return. Enter the number of copies to be returned.

· Block 16C. Date Signed
Enter the date the Contracting Officer signed the modification. 

· Print Ship To
See above.

When all information has been entered click Submit to save your data.

The following is a summary as to where the information found on MODAMD-01 originates:

	
	
	
	
	

	*
	If the box is empty there is no equal or location in PRISM
	

	Box #
	What appears on the form
	
	Equals what in PRISM
	Where to find in PRISM

	1
	Contract ID Code
	=
	
	

	2
	Amendment/Modification No.
	=
	Version
	Main / Header

	3
	Effective Date
	=
	Date Issued
	Main/General page or Form Info/Form Fill In page

	4
	Requisition/Purchase Req. No.
	=
	Requisition Number
	Main/General page or Form Info/Form Fill In page

	5
	Project No.
	=
	Manually entered project number
	Form Info/Form Fill In page

	6
	Issued By
	=
	Issuing Office
	Main/General page

	7
	Administered By
	=
	Admin Office
	Main/General page

	8
	Name and Address of Contractor
	=
	Vendor
	Main / General page

	9a
	Amendment of Solicitation No.
	=
	Solicitation Number
	Main / Header

	9b
	Dated
	=
	Award Date
	Main / General page

	10a
	Modification of Contract/Order No.
	=
	Contract Number
	Main / Header

	10b
	Dated
	=
	Award
	Main / General page

	11
	Extension of receipt date
	=
	Manually entered
	Form Info/Form Fill In page

	12
	Accounting and Appropriation Data
	
	Quantity
	Item/General or Form Info/Form Fill In page

	13a-c
	This Change Order is issued pursuant to
	=
	 
	Form Info/Form Fill In page

	13e
	Contractor required to sign?
	=
	 
	Form Info/Form Fill In page

	14
	Description of Amendment/Modification
	=
	
	 

	15a
	Name & Title of Signer
	=
	 
	Form Info/Form Fill In page

	15b
	Contractor/Offeror
	=
	 
	Route History

	15c
	Date Signed
	=
	 
	 

	16a
	Name & Title of Contracting Officer (Type or Print)
	=
	Contracting Officer
	Main General page

	16b
	Signature of Contracting Officer
	=
	 
	 

	16c
	Date Signed
	=
	 
	 Form Fill In page


 OSS-01 – Order for Supplies or Services
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Figure 378 – OSS-01
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Figure 379 – Form Fill In – OSS-01

Form Fill In

· Enter the number of Additional Pages added by non-PRISM documents.

· Click the lookup button and select the Date Signed.

· If you want the back page of the form printed select the Print Back Page checkbox.

· Block 4. Requisition / Reference Number

To manually enter a requisition number select Requisition Override. To accept the PRISM number select System Calculate.

· Block 6. Ship To
See above.

· Block 6f.
Enter how you want the item being purchased shipped in the Ship Via field (i.e. Federal Express, UPS, etc.). 
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Figure 380 – Form Fill In – OSS-01 (cont.)
· Block 8a.
Enter the vendor response document number in the Reference Your field. 

· Block 9. Accounting Data
To manually enter accounting data select Account Override. To accept the accounting data from PRISM select System Calculate.

· Block 11.
If applicable select the Business Classification from Small, Other Than Small, Disadvantaged or Women-Owned.

· Block 13a. / Block 13b.

To accept information already entered in PRISM, select System Calculate. When the Override Radio button is selected, both the Place of Inspection and the Place of Acceptance can be typed in. When the user types information into Block 13a (Place of Inspection) and hits Tab, Block 13b (Place of Acceptance) is populated with the same information as just entered in Block 13a IF Block 13b is blank. Note that the reverse is not true. If information is entered first in Block 13b, that information will not be carried back to Block 13a.

· Block 14.
Enter the Bill of Lading Number.

· Print Ship To
Select from the drop-down list. See above.

When all information has been entered, click Submit to save your data.

The following is a summary as to where the information found on OSS-01 originates:


	*


	If the box is empty there is no equal or location in PRISM


	

	Box #
	What appears on the form
	
	Equals what in PRISM
	Where to find in PRISM

	1
	Date of Order
	=
	Award Date
	Main / General

	2
	Contract Number
	=
	Document Number
	Main / Header

	3
	Order Number
	=
	Order Number
	Main / Header

	4
	Requisition / Reference Number
	=
	Requisition Number
	Main / Additional Info page 

	5
	Issuing Office
	=
	Issuing Office
	Main / General

	6a-e
	Ship To
	=
	Ship To / Name, Address
	Item / Ship To page or Form Fill In

	6f
	Ship VIA
	=
	
	Form Fill In

	7a-f
	To
	=
	Vendor / Name, Address
	Vendor page

	8
	Type of Order / Reference Your 
	=
	
	Form Fill In

	9
	Accounting and Appropriations Data
	=
	
	

	10
	Requisitioning Office
	=
	Originating Office
	Main / Additional Info

	11
	Business Classification
	=
	
	Form Fill In

	12
	FOB Point
	=
	FOB
	Item / Additional Info

	13a
	Place of Inspection
	=
	
	Form Fill In

	13b
	Place of Acceptance
	=
	
	Form Fill In

	14
	Bill of Lading Number
	=
	
	Form Fill In

	15
	Deliver to FOB Point on or Before
	=
	Period of Performance
	Item / General page

	16
	Discount Terms
	=
	Discount
	Item / Discount page

	17a
	Schedule: Item No.
	=
	Item Number / Sub Item Number
	Item / General page

	17b
	Schedule: Supplies or Services
	=
	Description
	Item / General page

	17c
	Schedule: Quantity Ordered
	=
	Quantity
	Item / General page

	17d
	Schedule: Unit
	=
	Unit of Issue
	Item / General page

	17e
	Schedule: Unit Price
	=
	Unit Price
	Item / General page

	17f
	Schedule: Amount
	=
	Amount
	Item / General page


	17g
	Schedule: Quantity Accepted
	=
	Accepted to Date
	Acceptance page

	17h
	Schedule: Total (Continuation pages)
	=
	
	Calculated total from Continuation pages

	17i
	Grand Total
	=
	Obligated Amount
	Main / Header

	18
	Shipping Point
	=
	
	

	19
	Gross Shipping Weight
	=
	
	

	20
	Invoice Number
	=
	
	

	21a-e
	Mail Invoice To
	=
	Invoice Office
	Main / General

	22
	Signature
	=
	
	

	23
	Name
	=
	Contracting Officer
	Main / General


REQ-01 – Request
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Figure 381 – REQ-01
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Figure 382 – Form Fill In – REQ-01

Form Fill In

· Block 6. Consignee and Destination
See above.

· Print Ship To
Select from the drop-down list. See above.

The following is a summary as to where the information found on the REQ01 originates:

	
	
	
	
	

	*
	If the box is empty there is no equal or location in PRISM
	

	Box #
	What appears on the form
	
	Equals what in PRISM
	Where to find in PRISM

	
	Procurement Request No
	
	Requisition Number
	Requisition / Main / Header

	
	Requisition Date
	
	Requisition Date
	Requisition / Main / General page

	1
	Name, Phone Number & Routing Symbol of Person to Contact
	=
	Requested By
	Requisition / Main / Additional Info page

	2
	Type of Request
	=
	
	 

	3
	Originating Office Data
	=
	Originating Office
	Requisition / Main / General page

	4
	Additional Information
	=
	 
	 

	5a(1)
	Approvals: Authorized Requisitioner
	=
	Requisitioner
	Requisition / Main / General; Route History

	5b
	Approvals: Routing Symbol
	=
	 
	Route History 

	5c
	Approvals: Date
	=
	 
	Route History

	5d
	Approvals: Internal Routing / Initials
	=
	 
	

	5E
	Approvals: Internal Routing / Routing Symbol
	=
	
	Route History

	5 (4)
	Approvals: Final Approver
	=
	Name of Approver (appears after PR is released)
	Route History

	6
	Consignee and Destination
	=
	Consignee and Destination
	Item / Ship To or Form Fill In page

	7
	Dates(s) Required
	=
	Period of Performance
	Requisition / Item / Additional Info page

	8
	Government Furnished Property
	=
	GFP
	Requisition / Item / Additional Info page

	9a
	Description of Items or Services: Item No
	=
	Item Number / Sub Item Number
	Requisition / Item / General page

	9b
	Description of Items or Services: Item or Service
	=
	Description
	Requisition / Item / General page

	9c
	Description of Items or Services: Quantity
	=
	Quantity
	Requisition / Item / General page

	9d
	Description of Items or Services: Unit
	=
	Unit of Issue
	Requisition / Item / General page

	9e
	Description of Items or Services: Estimated Cost: Unit Price
	=
	Unit Price
	Requisition / Item / General page

	9f
	Description of Items or Services: Estimated Cost: Amount
	 =
	Amount
	Requisition / Item / General page

	10
	Accounting Data
	=
	 Accounting Code
	Requisition / Item / Ship To / Accounting Code


RFQ-01 – Request for Quotations
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Figure 383 – RFQ-01
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Figure 384 – Form Fill In – RFQ-01

Form Fill In

· Enter the number of Additional Pages added by non-PRISM documents.

· Select option: This RFQ is / is not a small business set aside.

· Block 6.
Select option: FOB Destination, Other.

· Block 8. Destination
Select System Calculate, or Override. See above.

· Print Ship To
Select from the drop-down list. See above.

Click Submit to save your data.

The following is a summary as to where the information found on the RFQ-01 originates:


	*


	If the box is empty there is no equal or location in PRISM


	

	Box #
	What appears on the form
	
	Equals what in PRISM
	Where to find in PRISM

	
	This RFQ is / is not / a Small Business Set-Aside
	=
	
	Form Fill In

	1
	Request Number
	=
	Solicitation Number
	Main / Header

	2
	Date Issued
	=
	Date Issued
	Main / General page

	3
	Requisition / Purchase Request Number
	=
	Requisition Number
	Main / Additional Info page 

	4a
	Issued By
	=
	Issuing Office
	Main / General page

	4b
	For Information Call
	=
	Buyer
	Main / General page

	5
	Deliver By
	=
	
	

	6
	Delivery
	=
	FOB
	Item / General page

	7
	To
	=
	Vendor Name / Address
	Main / General

	8
	Destination
	=
	Ship To
	Item / Ship To or Form Fill In

	9
	Please Furnish Quotations to the Issuing Office in Block 5a on or Before Close of Business
	=
	Bids Due
	Main / General page

	10a
	Schedule: Item No.
	=
	Item Number / Sub Item Number
	Item / General page

	10b
	Schedule: Supplies or Services
	=
	Description
	Item / General page

	10c
	Schedule: Quantity 
	=
	Quantity
	Item / General page

	10d
	Schedule: Unit
	=
	Unit of Issue
	Item / General page

	10e
	Schedule: Unit Price
	=
	Unit Price
	Item / General page

	10f
	Schedule: Amount
	=
	Amount
	Item / General page

	11
	Discount for Prompt Payment
	=
	Discount
	Item / Discount page

	12
	Name and Address of Quoter
	=
	
	Vendor / Response / Main / Address page

	13
	Signature
	=
	
	

	14
	Date of Quotation
	=
	Date Received
	Vendor / Response / Main / General

	15 
	Signer
	=
	
	


SA-01 – Solicitation / Order (Commercial)
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Figure 385 – SA-01
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Figure 386 – Solicitation Fill In – SA-01
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Figure 387 Solicitation Fill In – SA-01 (cont.)

Solicitation Form Fill In

· Enter the number of Additional Pages added by non-PRISM documents.

· Block 10.
This acquisition is Unrestricted / Set Aside. If Set Aside, enter the Percent Set Aside. If for a Small Business, select the option.

· Block 14. Deliver To
Select System Calculate, or Override. See above.

· Print Ship To
Select from the drop-down list. See above.

Click Submit to save your data.
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Figure 388 Award Fill In – SA-01

Contract Form Fill In

· Additional Pages
Enter the total number of pages added by non-PRISM documents.

· Print tripartite Signature Page
If the contractor is an 8a vendor and signatures are needed from both the vendor and the SBA, select this checkbox.

· Block 1. Requisition / Reference Number
To manually enter a requisition number, select Requisition Override, to accept the requisition assigned select System Calculate.

· Block 3. Print Award Date
Select to print the award / effective date in block 3 of the form.

· Block 10. This acquisition is: 
Select a radio button from the list displayed. If Set Aside Percent is selected, enter the percent that is being set aside in the field provided.

· Block 14. Deliver To
See above.
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Figure 389 Award Fill In – SA-01 (cont.)
· Block 16b. Remittance Address is Different 
Select if the remittance address is different than the Contractor / Offeror address.

· Block 17b. Invoice Office Different from Payment Office
Select to submit invoices to a different address than that shown in Block 17a Payment Will Be Made By.

· Block 24. Accounting and Appropriation Data
If you wish to manually enter an accounting code, select Account Override. The text box will activate, enter the appropriate code. To accept the accounting code already assigned within PRISM, select System Calculate.

· Option 26. Contractor’s Negotiated Agreement
This block on the form serves two functions, the first is to indicate the Number of Copies Contractor is Required to Return, and a checkbox to indicate that the contractor agrees to furnish and deliver all items set forth in the amendment. By selecting this option, the checkbox will be marked and a number must be entered in the number of copies field.

· Option 27. Award of Contract
To enter data in block 27 select this option. The checkbox will be selected in the block. Enter the Award of Contract Reference and the Offer Date and Accepted Items. This information will be printed in block 27.
· Solicitation Number to be printed in Block 5
Select either Solicitation Override to manually enter a solicitation number or System Calculate to have PRISM automatically enter the number.


· Solicitation Issue Date to be printed in Block 6
Enter the date or click the calendar button to select.

· Block 29c. Date Signed by Contracting Officer
Enter the date or use the calendar button.

· Print Ship To
See above.

When all information has been entered click Submit to save your data.

The following is a summary as to where the information found on the SA-01 originates:


	*  If the box is empty there is no equal or location in PRISM



	Box #
	What appears on the form
	
	Equals what in PRISM
	Where to find in PRISM

	1
	Requisition Number
	
	Requisition Number
	Main / General page or Form Fill In page

	2
	Contract No.
	=
	Document Number
	Main / Header

	3
	Award / Effective Date
	=
	
	Form Fill In page

	4
	Order Number
	=
	Order Number
	Main / Header

	5
	Solicitation Number
	=
	Solicitation Number
	Main / General page or Form Fill In page

	6
	Solicitation Issue Date
	=
	
	Form Fill In page

	7
	For Solicitation Information Call
	=
	Contact Phone
	Main / General page

	8
	Offer Due Date / Local Time
	=
	Bids / Due Date
	Solicitation / Main / General

	9
	Issued By
	=
	Issuing Office
	Main / General page

	10
	This Acquisition is
	=
	
	Form Fill In page

	11
	Delivery for FOB Destination Unless Block is Marked
	=
	
	

	12
	Discount Terms
	=
	
	

	13
	Method of Solicitation
	=
	 
	

	14
	Deliver To
	=
	
	Form Fill In page

	15
	Administered By
	=
	Admin Office
	Main / General page

	16a
	Contractor / Offeror
	=
	Vendor
	Main / General page

	16b
	Check if Remittance is Different
	=
	
	Form Fill In page

	17a
	Payment Will Be Made By
	=
	Payment Office
	

	17b
	Submit Invoices to Address Shown in Block 17a…
	=
	
	Form Fill In page

	18
	Item No.
	=
	Item Number / Sub Item Number
	Item / General page

	19
	Schedule of Supplies / Services
	=
	Description
	Item / General page

	20
	Quantity
	=
	Quantity
	Item / General page

	21
	Unit
	=
	Unit of Issue
	Item / General page

	22
	Unit Price
	=
	Amount
	Item / General page

	23
	Amount
	=
	Total Amount
	Item / General page

	24
	Accounting and Appropriation Data
	=
	Accounting Date
	Item / Ship To / Accounting Info page

	25
	Total Award Amount
	=
	
	Main / Header

	26
	Contract is Required
	=
	
	Form Info / Form – Fill In page

	27
	Award of Contract
	=
	
	Form Fill In page

	28a
	Signature of Offeror / Contractor
	=
	
	

	28b
	Name and Title of Signor
	=
	
	

	28c
	Date Signed
	=
	
	

	29a
	Contract Authority
	=
	
	

	29b
	Name of Contracting Officer
	=
	Contracting Officer
	Main / General

	29c
	Date Signed
	=
	
	Form Fill In page

	30a
	Quantity in Column 20 has Been:
	=
	
	

	30b
	Signature of Authorized Authority Representative
	=
	
	

	31
	Ship Number
	=
	
	

	32
	Voucher Number
	=
	
	

	32b
	Signature of Authorized Contract Authority Representative
	=
	
	

	32c
	Date
	=
	
	

	33
	Amount Verified Correct For
	=
	
	

	34
	Payment
	=
	
	

	35
	Check Number
	=
	
	

	36
	S / R Account Number
	=
	
	

	37
	S / R Voucher Number
	=
	
	

	38
	Paid By
	=
	
	

	39a
	I Certify this Account if Correct and Proper for Payment
	=
	
	

	39b
	Signature and Title of Certifying Officer
	=
	
	

	39c
	Date
	=
	
	

	40a
	Received By
	=
	
	

	40b
	Received At
	=
	
	

	40c
	Date Received
	=
	
	

	40d
	Total Containers
	=
	
	


SACONST-01 – Solicitation
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Figure 390 – Forms – SACONST-01 – Solicitation 

Enter the number of Additional Pages added by non-PRISM documents.

Block 6. Project No. 
The Project No. will be automatically generated from the Addl Info tab if filled in.

Block 8.
If this is for a solicitation for bids, fill in the Address Offer To fields with the address where the bids should be sent.

Block 10. Document Describing Performance of Work (title, identifying no., date)
Enter the appropriate documents in this field. This information will fill in block 10 on the form.

Block 11. Period of Performance
Enter Begin within / Complete within calendar days. Select After Receiving Award / Notice to Proceed. Select Period is Mandatory / Negotiable option.  

Block 12.
If applicable, enter the number of calendar days within which the contractor must furnish required performance and payment bonds.

Block 13B.
Select if an offer guarantee is / is not required.

Block 13D. Acceptance Days
Enter the minimum number of calendar days for Government Acceptance after the date offers are due that must be provided for the offer to be considered and not automatically rejected.

Print Ship To
Select from the list. See above.

SACONST-01 – Solicitation / Award (Construction)
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Figure 391 - SACONST-01

[image: image404.jpg]



Figure 392 – SACONST-01 – page 2
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Figure 393 – Solicitation Fill In – SACONST-01

Solicitation Form Fill In

· Enter the number of Additional Pages added by non-PRISM documents.

· Block 6. Project No.
The Project No. will prefill from the Addl Info page if filled in.

· Block 8.
If this is for a solicitation for bids, fill in the Address Offer To fields with the address where the bids should be sent.

· Block 10. Document Describing Performance of Work (title, identifying no., date)
Enter the appropriate documents in this field. This information will fill in block 10 on the form.
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Figure 394 Solicitation Fill In – SACONST-01 (cont.)

· Block 11. Period of Performance
Enter Begin within / Complete within calendar days. Select After Receiving Award / Notice to Proceed. Select Period is Mandatory / Negotiable option.  

· Block 12.
If applicable, enter the number of calendar days within which the contractor must furnish required performance and payment bonds.

· Block 13B.
Select if an offer guarantee is / is not required.

· Block 13D. Acceptance Days
Enter the minimum number of calendar days for Government Acceptance after the date offers are due that must be provided for the offer to be considered and not automatically rejected.

· Print Ship To
Select from the list. See above.

Click Submit to save your data.
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Figure 395 – Award Fill In – SACONST-01

Award Form Fill In

· Enter the number of Additional Pages added by non-PRISM documents.

· If the contractor is an 8a vendor and signatures are needed from both the vendor and the SBA, select the Print Tripartite Signature Page checkbox.

· If the contractor is not required to sign the document and you are awarding the contract, select the Print Award Date checkbox to fill in block 31C on the form.

· Block 5. Requisition / Purchase Request Number
If a requisition was used for this award, select Requisition Override to manually enter the number, or System Calculate for PRISM to automatically enter the number.

· Block 8.
If this is for a solicitation for bids, fill in the Address Offer To fields with the address where the bids should be sent.
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Figure 396 – Award Fill In – SACONST-01 (cont.)

· Block 10. Document Describing Performance of Work (title, identifying no., date)
Enter the appropriate documents in this field. This information will fill in block 10 on the form.

· Block 23. Accounting Data: Select Account Override
To manually enter the accounting data for the items being purchased. Select System Calculate for PRISM to automatically fill in this data. This will fill block 23 on the form.

· Block 24. Submit Invoices to Address in Item
Enter the item number where the invoice address can be found if different from that specified in block 24 of the form.

· Block 25. Authority for Using Other Than Full and Open
Use the pick-list arrow and select the reason full and open competition was not used in this award. Based on your selection the appropriate checkbox and code number will be entered in block 25 of the form.
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Figure 397 – Award Fill In – SACONST-01 (cont.)
· Option Button 28. Contractor’s Negotiated Agreement
If the contractor is required to sign the document and return copies to the agency, select this option and enter the Number of Copies Contractor is Required to Return. This will fill in block 28 of the form.

· Option Button 29. Award of Contract
Select this option if the contractor is not required to sign the document. Select Solicitation Override to manually enter the solicitation number, or System Calculate for PRISM to automatically enter the number. This will fill in block 29 of the form.

· Print Ship To
See above.

When all information has been entered, click Submit to save your data.

SC-01 – Solicitation / Contract
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Figure 398 – SC-01
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Figure 399 – SC-01 – page 2
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Figure 400- Solicitation Form Fill In – SC-01

Solicitation Form Fill In

· Enter the number of Additional Pages added by non-PRISM documents.

· Block 7.
Select from the available radio buttons, Unrestricted, Set Aside Percent, Small Business, or Other. If Set Aside Percent is selected, enter the percent in the available field. If appropriate, check the Labor Surplus Area Concerns box. The NAICS and Size Standard are automatically generated.

· Block 8. Agency Use
This field can be used for general information or agency specific data. It will fill in block 9 on the form.

· Block 10.
Select the type of Items To Be Purchased, either Services or Supplies. Enter a Brief Description of the items. This will fill block 10 on the form.

· Print Ship To
Select from the list. See above.

Click Submit to save your data.
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Figure 401 – Award Fill In – SC-01

Contract Form Fill In

· Enter the number of Additional Pages added by non-PRISM documents.

· If the contractor is an 8a vendor and signatures are needed from both the vendor and the SBA, select the Print Tripartite Signature Page checkbox.

· If the contractor is not required to sign the document and you are awarding the contract, select the Print Award Date checkbox to fill in block 31C on the form.

· Block 7.
Select from the available radio buttons, Unrestricted, Set Aside Percent, Small Business, or Other. If Set Aside Percent is selected, enter the percent in the available field. If appropriate, check the Labor Surplus Area Concerns box. The NAICS and Size Standard are automatically generated.

· Block 8. Agency Use
This field can be used for general information or agency specific data. It will fill in block 9 on the form.

· Block 9.
Select the type of Items To Be Purchased, either Services or Supplies. Enter a Brief Description of the items. This will fill block 9 on the form.

· Block 13. Submit Invoices to Address in Block
If payment is to be made by an agency other than that listed in block 14, enter the block number on the form where the address is located.
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Figure 402 – Award Fill In – SC-01 (cont.)
· Block 15. Authority for Using Other Than Full and Open
Use the pick-list arrow and select the reason full and open competition was not used in this award. Based on your selection the appropriate checkbox and code number will be entered in block 15 of the form.

· Block 22. Accounting and Appropriation Data
Select Account Override to manually enter the accounting data for the items being purchased. Select System Calculate for PRISM to automatically fill in this data. This will fill block 22 on the form.

· Option button 24. Contractor’s Negotiated Agreement
If the contractor is required to sign the document and return copies to the agency, select this option and enter the Number of Copies Contractor is Required to Return. This will fill in block 24 of the form.

· Option button 25. Award of Contract
Select this option if the contractor is not required to sign the document. Enter the item number of the Accepted Items.

· Select Solicitation Override to manually enter the solicitation number, or System Calculate for PRISM to automatically enter the number. This will fill in block 3 of the form. 

· Block 27.
Using the lookup button, select the Date Signed from the calendar.

· Print Ship To
See above.

When all information has been completed, click Submit to save your data.

SOA 01 – Solicitation, Offer and Award XE "Forms:SOA 01 – Solicitation, Offer and Award" 
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Figure 403 – Forms – SOA-01 – Solicitation, Offer and Award

This form is used primarily when making an award from a solicitation. It describes to the vendor the items being accepted and what is contained within the award.

Enter the number of Additional Pages created by non-PRISM documents, and the Date Signed by the Contracting Officer.

Block 2. Solicitation Number
If a solicitation was used for this award, select Solicitation Override to manually enter the number, or System Calculate for PRISM to automatically enter the number.

Block 4.
If Solicitation Override is selected, the Solicitation Issue Date field will activate. Enter the appropriate date.

Block 5. Requisition / Purchase Number
If a requisition was used for this award, select Requisition Override to manually enter the number, or System Calculate for PRISM to automatically enter the number.

Block 10. Table of Contents section
This section will fill in block 10, Table of Contents on the form. Select the items that will be included in the contract, and enter the total number of pages for each item. 

Block 19. Accepted As To Items Numbered
Enter the item numbers for the items accepted by this award. This will fill in block 19 of the form.

Block 21. Accounting and Appropriation
Select Account Override to manually enter the accounting data for the items being purchased. Select System Calculate for PRISM to automatically fill in this data.

Block 21. Authority for Using Other Than Full and Open Competition
Use the pick-list arrow and select the reason full and open competition was not used in this award. Based on your selection the appropriate checkbox and code number will be entered in block 21 of the form.

Block 22. Submit Invoices to Address Shown in Item
Enter the item number where the invoice address can be found if different from that specified in block 22 of the form.

Schedule A Text
Enter any additional accounting data; description of supplies / services being purchased and any other data required that will not fit on the form.

Print Ship To
See above.
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