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CHAPTER 1

GENERAL INFORMATION

1-1. Purpose. This external Standing Operating Procedure (SOP) establishes
guidance and procedures for processing and reviewing of SPS local purchase requests
for supplies or services to ensure proper preparation by units/activities in General Fund
Enterprise Business System (GFEBS). Also, covers proper procedures for closing out
the goods receipt for payment. Government Purchase Card (GPC) PR procedures are
not covered in this SOP.

1-2. Scope. The procedures outlined in this SOP apply to and are to be followed by all
customer units, Program Managers (PM) and activities supported by the USP&FO-NY.

1-3. Revisions. Revisions to this SOP will be published as required to comply with
changes to applicable publications and improve customer support. Forward any
recommended changes to USP&FO-NY, ATTN: MNPF-SS for appropriate action.

1-4. References. Publications used in conjunction with this SOP are:

a. AR710-2 Supply Policy Below the National Level

b. FAR Federal Acquisition Regulation

c. DFAR Defense Federal Acquisition Regulation

d. NG-FAR National Guard Federal Acquisition Regulation
Supplement

e. AR 37-108 General Accounting and Reporting for Finance and
Accounting Offices

f. DA Pam 710-2-1 Using Unit Supply System Manual Procedures

g. DA Pam 710-2-2 Supply Support Activity (SSA) Supply System,
Manual Procedures

h. DOD FMR DOD Financial Management Regulation 7000.14-R

i. USP&FO-NY MNPF-PC Local Purchase SOP
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CHAPTER 2
PROCUREMENT LEAD-TIMES

2-1. Basis for Lead-times. The PR must be input in GFEBS to be routed and approved
at all levels in a timely manner to get to SPS, Purchasing Office. Additional time must
be considered for the contractor’s delivery period. The lack of adequate lead-time is not
sufficient justification for non-competitive purchasing.

2-2. Lead-time Requirements. The chart below establishes minimum lead-times
required to ensure timely purchase of supplies and services for common items.

TYPE OF REQUEST MINIUMUM LEAD-TIME
AT USP&FO (Calendar Days)
Acquisitions exceeding $1M 180
Acquisitions exceeding $25K to $1M 120
Option or Change Order Modification 90
Lodging under $25K 60
Maintenance Agreements under $25K 60
Conference/Meeting Rooms under $25K 60
Subsistence / Catered Meals under $25K 30
Training and Recruiting Ads under $25K 30
Other Supplies & Services under $25K 30

2-3. Non-compliance of Lead-times. Non-compliance could result in a futile attempt to
secure requirements by contracting personnel or being returned without action due to
untimeliness of request.
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CHAPTER 3
PR PROCEDURES

3-1. Purchase Request Processor. The Purchase Request Processor is the role
required to process a PR. The PR in GFEBS replaces the hard-copy DA Form 3953,
Purchase, Request, and Commitment. GFEBS requires training and provisioning in
order to execute and complete a PR.

3-2. Purchase Request Approver. The Purchase Request Approver is the role required
to approve a Purchase Request (PR). There are 3 Levels of Approval required to move
a PR thru GFEBS to SPS.

a. L1 Program or Fund Manager Level.
b. L2 Required for Food Service and Lodging, performed by MNL.
c. L3 Supply and Services Officer, MNPF-SS, Review approval of PR.

d. L4 Second Level of Program or Fund Manager Approval for FINAL Review
and approval of PR. CRUCIAL: At this level, approver verifies with the Purchasing
and Contracting Office that the PR has crossed over from GFEBS to SPS (T-Code
ZSSC_SPS_PR). At this time your Purchase Request, even though you L4°d, is
still only a Commitment, will not move to an obligation until MNPF-PC has an
approved Contract.

3-3. Steps to Generate a PR in GFEBS. Appendix B has the step-by-step instructions
on how to create a standard GFEBS SPS PR with screen shots. Appendix C has the
step by step instruction on how to create a service based GFEBS SPS PR.

3-4. Additional Guidance and Attachments Required for GFEBS PR.

a. All requisitions ordered thru wholesale or local purchase require a DODAAC
document number. Ensure you place the GFEBS DODAAC Document Number in the
Text tab of the SPS PR or it will be rejected.

b. Attachments Required for GFEBS PR Approval of Supplies:

(1) Local Purchase Authorization Memo. Supplies with a stock number

(standard or non-standard in AESIP) require a Local Purchase Authorization Memo
(Appendix F) attached to GFEBS PR.

(2) DA Form 3953. All PRs for accountable equipment REQUIRE a DA Form
3953 attached to PR with a GFEBS DODAAC document number and PBO signature.
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(a) Ensure the authorized Line ltem Number (LIN) is clearly marked in the
Text tab of the SPS PR. If available, provide the MCN/NIN or AESIP Request Number.

(b) Local Purchase Authorized. Ensure that the specific document
authorizing the equipment is entered (i.e. CTA, TDA, MTOE). If authorized by a
directive or letter of authority (LOA), a copy must be attached to PR.

(c) Information Technology (IT) Equipment. In addition to above, all IT
equipment requires NYARNG Chief Information Officer (Cl1O) G6 approval prior to
purchase.

1. Ensure the DA Form 3953 has been routed to the MNCI after PBO
approves.
2. MNCI will stamp with the RCAS compliance stamp and initial.

(d) Attach the completed DA 3953 to the PR (as a .pdf).

c. In-Kind Assistance. All PRs for Cooperative Agreements must have “IN KIND
ASSISTANCE” annotated in the text box of the PR to include which Appendix it refers
to.

d. Appendix D lists the common errors the Purchasing and Contracting Office
encounter when a GFEBS PR is received in SPS.

e. Upon receipt of Accountable Equipment, unit's must submit a DD Form 250
(MATERIAL INSPECTION AND RECEIVING REPORT), a copy of the contract and any
packing lists to their respective PBO. The PBO will bring the item to record on the unit’s
property account.

3-5. Steps to trace an SPS PR to the Purchase Order (PO). Note: PO will only be
produced when the contract is cut.

a. STEP 1. In GFEBS use T-Code “ZSSC_SPS_ PR’ to determine if PR crossed
over to SPS bridge successfully.

(1) Hit Enter, enter PR Number and Press Execute.

(2) The Screen will list the Outbound IDOC Creation Date, ACK/NCK Status
should read “SUCCESS” and the Message should read “PR Doc Successful delivered
and inserted into SPS with obj_id ####".

(3) If PR is Unsuccessful you will need to do a T-Code WEO02 Display IDoc or T-
Code WEQ9 Search for IDocs by Content.

b. STEP 2. In GFEBS use T-Code MES3N (Display Purchase Requisition) to
determine the PO associated with the PR.



15 December 2020 SOP L-3

c. STEP 3. Click on "OTHER PURCHASE REQUISITION" button on the display
header.

t Overview Off || Create | | Display/Change || Other Purchase Requisition || Help || Personal Setting |

- 11162552

e strategy |
01 PR Workflow Code  Description Status
73 manaral DR Dalaac s 1 | evel 1 Releaza o

d. STEP 4. A window will open; type in your PR Number and hit "ENTER". Be sure
that in this window "PURCH REQUISTION" is selected.

Salect Document W

Purchase Requisition 1162552 %[
\' ' Pur. Order

'*) Purch. Requisition

' SEM Confract

| Other Document | | 3¢ |

e. STEP 5. On the bottom of the screen in the "ITEM" section click on the

L1 L)
STATUS" tab.
|[1]SAT Model 1: 10 Cay disaster recovery v [a]w]
2rial Data Quantities Dates Valuation Account Assignment Sourceof Supply < Status |~ Contact Person Texis Deiivery
Not edited > ordaty 0.000 EA Release Completed -
Nat Blocked -

f. STEP 6. If you can't see that tab on the far right of the "ITEM" section click on the
icon that looks like a folder with an arrow pointing down. Drop down menu will appear;
select the "STATUS" option.

g. STEP 7. Here you will find the PO Number associated with that PR.
h. STEP 8. In order to process the Goods Receipt, covered in Chapter 4 of this

SOP, you require an invoice. Contact Voucher Processing to see if there are any
outstanding invoices for this PO.
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CHAPTER 4
GOODS RECEIPT PROCESSING

4-1. Goods Receipt Processor. Goods Receipt Processor is the role required to
process a Goods Receipt in GFEBS. The Goods Receipt Processor role replaces
signing the SF 1449, Solicitation/Contract/ Order for Commercial Items or the DD Form
1155, Order for Supplies or Services, which were used in conjunction with the legacy
system. GFEBS Goods Receipt processing has been phased out and must be
completed in WAWEF.

4-2. Wide Area Workflow (WAWF). System of Record to close out for all 2 in 1 and
COMBO goods receipt for payment.

a. 2in 1. Invoice and Goods Receipts combined as one document. Used for all
Service Contracts.

b. COMBO. Invoice and Goods Receipt are separate. Used for all Goods and
Maintenance.

4-3. Process in WAWF. Appendix F has the screen shots on how to create a Goods
Receipt in WAWEF. This process will be used for 2 in 1 or COMBO invoices.
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The proponent office for this SOP is the United States Property & Fiscal Office Supply
and Services Division, MNPF-SS. Users are invited to send comments and suggested
improvements directly to ATTN: MNPF-SS, Watervliet Arsenal, 1 Buffington Street,
Watervliet, NY 12189.

Digitally signed by

MURPHY.MICHAEL.S MuRpHY.MICHAEL STUART. 10174
TUART.1017402273 02273

Date: 2020.12.10 14:10:43 -05'00'

MICHAEL S. MURPHY
COL, NGB
USP&FO for New York

This publication is available on the USP&FO-NY Webpage,
http://dmna.ny.gov/uspfo/?id=supp
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APPENDIX A

CREATE STANDARD GFEBS SPS PR

MES51N Create SPS PR

* Used when entering Purchase Requests in
GFEBS

e Select from the drop down SPS PR

e Enter under the Text Tab any information
pertaining to the contract or copy and paste

from any electronic document including the
contract number and the GFEBS DODAAC

document number

10/31/2014 1

ENSURE THE GFEBS DODAAC DOCUMENT NUMBER IS ENTERED HERE

MES51N Create SPS PR

e GrEBSKC

Q’Q Select SPS PR when gt s | A A
entering for a contract

10/31/2014

Select from the drop down “SPS PR”
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—To =
B hitps/prodep p army.mili/portal £~ @0 X || T pR0-600- 549 Nenwesver.. | ] PRD - 600 - SAP NetWeaverPo..| A
Fie Edt View Fovoites Toos Hep
s 1] GFEBS Login I Army Knowledge Online -... & Defense Travel System - D... ) WebCenter Dashbosrd [l myPay Web Site &) Access Online - US Bank &) GCSS-Army [ Portal Home - SA NetWe.
Welcome Mark Mertzluft i P -
THE UNITED STATES ARMY
GFEI Home .Eﬁ.
PRD - 600
PRD - 600 | History, Back =)
Create Purchase Requisition .
Menu 4 | 4 [Save |[ Back ][ Exit ][ Cancel || System | | [ Document Overview On || Create || Other Purchase Requisition || Hold | Check || Help |[ Personal Setting |
SPS PR - ["] Source Determination
S - |
Anyt., |WS6PPG [2]
Hood Anti Flash|
2 Header note
KD 2
Continuous—teds
Enter text under the texts tab for the
= O B contract or Copy and Paste from any B
B PO St. Gl femA |  ShotText electronic document (using Control C and ial Goup  DesVendor  Plant
| Control V) The more information the better =
include the DODAAC document number
o bl
[&Stem New Item - [a]>]
:_.,5"' » | MESIN [E], | sapprdapx06
10/31/2014 3

Enter Text for the contract to include GFEBS DODAAC document number

MES1N Create SPS PR

OB sy £ 8 ¢ x][Em0-m. v < o0 sovenare

2 ] GFess Login [ = & e 5 B 6css-army Nt

PRD-600

Create Purchase Requisition

| History,  Back

KD =

Continuous - texs.

L (A | & L | B P | D 3. =] RIZ(T] | [ & Detauk values

Menus 4 [Save [ Back ] &t System. | | [ Document Ovenview On | Create | Other Purchase Reatisiion [Fieo | Personal Sefing |
SPS PR v ] Source mination
Al [wserea ]
ood Anti Flash
D) Headernote:

B tem A I Short Text Quantity Unit Valuation Price £ Total Value Deliv. Date PGr Material Group  DesVendor  Plant POrg Requisnr.
1F Hood Ant Flash 500 EA 21.99) 1099500 02282015 2PQ 262U usNY ARMY  WS6PPG @

|

. Ent GFEBS
KeyinIltem# | EnterShort Enter Date of Select a Pra:{ DODAAC
and Acct. Text (limited Quantity, Delivery is material oo
Assignment | space) then REQUIRED group Use !
Code. Use | UN_unitof [———===—==— usingthe USNY D]
the drop measure and drop
down =0 | ValuePrice down. In
feature for PGRfield
selections for SAD, enter » | MeStN [E], | sapprdapcs
this field. If 270 ffars
q NYARNG
internal

9/29/| Orderuse

code “F”
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ME51N Create SPS PR

e Keyin the Item number (1, 2, 3) and in field A (Acct. Assignment
Code). Use the drop down feature and select cost center, order,
project. Account Assignment Category will be “F” if Internal Order is
required. (In this example F was selected for order.)

e Enter a short text (this is a space limited field)

* Under Quantity field enter the quantity amount.

e Enter a delivery date material is required

e Enter a material group by using the drop down selection (this is
usually a match to the commitment item (EOR)

e Enter 2PQ in the PGR (Purchasing Group) for NY ARNG location.
Enter a Plant code USNY.

e In the tracking field enter your Initials and the last 4 digits of your
phone extension. If this number is always entered in the tracking
field you can easily pull all PR’S that you have created.

* Hit Enter at this time so the system will save the data already
entered.

9/29/2016 5

MES1N Create SPS PR

mme GrEBE

THE UNITED STATES ARMY

PRD-600 | History,  Back =)

Create Purchase Requisition 3.
Menus 4 [‘Save ][ Bick | Exit | Canc ][ System.+ | Greate | Gther Gheck i

=

>>>>> = Souce
FHeaer
L e IV P = e ST YR | [ & Deiaut vaes

B memA | shotTen Quantity Unt | ValatonPrice = TolalValue Deiv.Date  PGr  MalerialGioup  DesVendor  Plant PO Requsm.

1F Hood Ant Flash 500000 EA 2199 1099500 02282015 2PQ  O/EOIGCIMEGPN USPAFONewY ARMY  WS6PPG =]

Batem 11 Hood Anti Flash v [alw

MEEET DSt T ¢ i VAR I ~ SBRRTy IR P Cusiomes Deta]
POC InfolApproving Officer Funding Modification Information. =
FulName [wark mertzlufft . . . O
Telephone  (518-272-3705 Enter in your POC information
General weR
SRN W56PPG Amendment # =
1 0]
SApd b | MESIN ], | sapprdapi0s
10/31/2014 6

Go to the Customer Data Tab

10
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MES51N Create SPS PR

Welcome Mark Mertziufft

PRD - 600

PRD - 600

| History, fack =
Create Purchase Requisition .|
[Menua 4 [ Save |[ Back | Exit |[ Cancel |[ System | | [ D [ Create || Check || Display Messages | Help || Personal Setting |
sps PR = 7] Source Determination (o)
[Fleader
= ; ; - = i
= e mEn] | B B | Bl - | B RIS || (&3 oseu Vaves
B temA | ShoTex Quantly Unit_ Valuation Price & TotalValue Deliv Date  PGr _ Material Group _ Des Vendor _ Plant PO Reausn:
LG Hood Ant Flasn 500,000 EA 2199 10,995.000228:2015  2PQ  OIEOIGCIOMEPN USPAFO.NeW Y(ARMY  WSOPPG E
[~]
(K} ]
[Bjtem 11 Hood Anti Flash 5 ==
Matorial Data |~ QuantiiosiDates | Valiation | Account Assignmant | Solrca orSipply | Status |, CotaciPerson | Teds |, Daivery Addracs VT
PR Gen mV Conracts | GPC | LMP | TFO tj
PR Routing Keys Approval steps
Requester/Approval DoDAAC W56PPG ] L7 Safety
Approval Code = [7]L2 MProgram Manager
(¥]13 Property Book
L6 Haz Mat Click the L3 Property Book box
X sz
jsag > | MeSN [, | sapproapsoe.

10/31/2014

MES51N Create SPS PR
* Go to the Customer Data Tab

* Then to the PR General Tab
. Enter your POC information

* Enterin SRN Field (any number since this will be changed to the GFEBS PR
Document number after completion of this entry)

* Go to the Workflow Tab

= Enter your GFEBS Workflow DODAAC in the Requestor DODAAC field
* Select L1, L3 and L4 approval steps (L2 for Lodging and Class 1)

* Go to the Contract Tab

= Enter the NAICS (use the drop down)

lookup

2/14/2019

. Enter the FSC (use the link http://www.usabid.com/resources/tables/pscs/) for

11
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MES51N Create SPS PR

= me GEEBSK

ccccc
Sl | (1P | DI 4 [
Quantty unit Roausnr.
500,000 EA pere
| I=
= L
janation Statis o W Customer Data |
=]
— Contractinfo = O
SeaN
Change Pay Office to HQ0670
7 Enter NAICS information and =
' PSCinfo for contracting &
(SA > m [8], | sapprdapx0s

10/31/2014

MES51N Create SPS PR

: = me grESK

i
Enter appropriate Cost Center — i.e. 40143824
e Order — Statistical Order Number — i.e. 80049487

Enter appropriate Fund — i.e. 206510D19
Enter appropriate Functional Area —i.e. 111G87NGP2

2/14/2019

Account Assignment Tab

The G/L Account should default from the Material Group tab entry
Enter in the Cost Center Field

Enter in the Order — Statistical Order Number for ISR tracking
Enter the WBS (if applicable)

Enter in the Fund 206510D19 (example)

Enter in the Functional Area (the appropriate AMSCO/MDEP)
All other fields should default

12
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Click the check button
Note bottom of screen if there are any messages that may require further

entry.

Then Save. The system will give you a PR Document Number 100XXXXX

@ No messages issued during check
10/31/2014

SrEI=
[ < [O|- e I v
£ B oresstogs
PR
PRD -600 | History, Back =]
Create Purchase Requisition @
Menu 4 [Save |[ Back || Bxit ][ Cancel || System | | [Document n |[ Create || Other ][ Fiold ][ Check || Display Messages | Help ||
SPS PR 2 [] Source Determination [=]
[FgHeader Click the Check Button
L) ¥ == 1
0 (e | e R R ) | L ] | (R0 4 [ 4 (] | [ | RO | [ 6] Defaut Values
B temA | ShorTen Quantiy Ut ValationPrice = TolalVale Delv.Date _ PGr _ MaterialGroup _ Des Vendor _ Plant POlg Requsm
1K Hood Ant Flash 500000 EA 2190 1099500 02282015 2PQ  O/ECrGCiothEapN USPSFONew Y ARMY  WeePPG (2]
[« Dl
[B=tem [ 17 Hood Anti Flash 5 A=
MateialDala | QuaritiesDates | Vahation T CTFITTR  SouceofSupply  Stais | CodactPeson | Ters | DelveyAddiess | Cistomer Daa
1 AccAssCat [cress cost cdw] Distibuiion Single account assign'] CoCode [UNTTED STATEW]
Unioading Point ] Recipient
GIL Account 6100. 2620
Business Area Ay
COArea oy
Cost Certer (10143063 |
order 1
WBS Element Netvork
Fund 206510015
Functional Area [121Ga7asoc | Funded Program ARMY
Funds Genter S5 Note M h th =
ote Message here there were no errors s
and you can save the PR

12

e Click the check button

Note bottom of screen if there are any messages that may require further entry.

Then Save

MES51N Create SPS PR

Create Purchase Requisition

4 [ Save ][ Back | Bt | o

T Header

wisition || Hold || Gheck || Display Messages || Help |[ P

Network

206510015

121617 As0¢ Funded Program

aia

Document 10001161
10/31/2014

S " ; - - =z 3
= B - - i - o - e | Rl | [ ot Vs
2| emA i Stetves uanity Unit_||_ Vaiion'Pico| = TotalVaivo| Do, Date | For. | atoral ros | DesiVordor. | plant[[Pora | Requsm
1K Hood Anti Flash 500000 EA 2199 10,095.00 021282015 2PQ  O/EOrClothEapN USP&FO-New Yt ARMY WS6PPG E[
=
il i =
wnem £ 17 wood Anci Fiash 5 ==
MatenalData | Quantties/Dates |  Valuation ml | sawus | | Tews | r
BECTIQN  AccAsCst [oress cose cds] Diibwion [Single account sssignis] CoGode [nTEn STATES]
Recipient
o100 2620
40143063

This is your SPS PR number document
remember to write on your documentation
for future reference

S

13
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Ensure you write down your SPS PR Number

ME51N Create SPS PR

* Goto ME52N (to change the Customer
Data/PR Gen/SRN field to add your GFEBS PR
Document)

* Most of the time the system will default in
your last entered PR.

* If the system did not populate the correct PR
then click on Other Purchase Requisition and
enter in the PR Number to change.

2/14/2019 14

MES51N Create SPS PR

g Clizrels i Se@ i If it did not

correct PR # then Click on Other Purchase Requisition =
Create Purchase Requii defaulted L]
e | 4 [Save ; pacx e cancer | 5y iher |[Personai Seis _
i1 M
L1 el PR 4|
B memA 1 sw it Vauation Price. = ] a - il G esVendor  Plant Pora Requis
= 500,000 5 GlothEapN S ARy wooppG (=]
[~
Kl [ I
Sjtem [ 1] Hood Anti Flash = (s>
L O L P Account Assignment | | sius T ’
L GFEBS Cost cdw| Distribution Single account assign/w| CoCode UNITED STATEw
nnnnnnnn
NNNNN o
unded P
=
sapg > | &) rdapx06.
10/31/2014 15

14
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ME51N Create SPS PR

& [ E s ocer s e omymiypor - & ][I PRD~ 600 SAD NetWeaver v | ] PRD - 600 - 540 NetwWeaver.

PRD - 600

[Document Overview On || Greate || Display/Change || Other Purchase Requisiion || Hilp | Personal Sefing |
Select Document. = =]

Purchase Requisition 10533934

S I 1l O | i Vaides |

Pur. Order Key in the PR you need to Valuation Price & Total Value Deliv. Date PGr_ Material Group  Des Vendor  Plant POI
& Purch Reguisiton i 2190 1099500 077202014 |2PQ | OEQIGCIOMEGEN USP8FONew Vi ARY
change and hit enter 10,995.00
— -
[Other Documen (%]
[tem [ 11 Fire Resistant Anti Flash Hood || [a]¥]
Material Data r Quantiies/Dates I Valuation ‘Account Assignment. ( ‘Source of Supply r Status r Contact Person r Texts r Delivery Address i Customer Data.
Bl AccAssCat [Grees cost caw) Distribution Single account assign'w| CoCode [UNITED STATEw|
Unloading Point Recipient
6L Account 6100.2620
Busiess Area Ay
covea R
Cost Certer 40143063
order
WBS Element Network
Fund 206510014
Functional Area 121G17Asoc Funded Program ARMY
Funds Center @t hd
[SAP4 > | MES3N [E], | sapprcaps06

Change PR — Add Attachments

* Click on Other Purchase Req. Icon. Key in the PR you just entered and save
Example: 10001161

* Hit enter The system will pull up that PR number (10001161)
* To add your attachments-Click on Services for Object
— Allfiles are required to be .pdf
— Attachments should be DA3953 completed; LOJ; NY Local Purchase memo

e Drop down, select Create/Create Attachment
* Import File and Upload

* Go to Customer Data Tab

* Then the PR General Tab

* Go to the SRN Field and change to the GFEBS PR Document number
(10001161)

* Then Save.
* You have completed the entry for an SPS PR in GFEBS.

2/15/2019 17

15
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[ < O]

MES51N Create SPS PR

5+ 8 G X|[BIPMD 605 AP NetWemver P B R0 600 0 Nesteme,

THE UNITED STATES ARMY

| History,  Back

Change Purchase Req. 10533934

i 48 1l Create || Display/Change | squisition || Check Help || in
e <asms Your PR Number
FyHeader
I O e P Ve Y o P e P« M s R T i i
Ll | =V i Fess Click on Display/Change to | .=
T i T == get Change Capability e
K| >]
[Bjtem [ 1] Fire Resistant Anti Flash Hood 5 [alw
Maferial Data | [ Valuafion y | Stats | [ Tews |
POC InfolApproving Officer Funding Modification Information =
Full Name MARK MERTZLUFFT Funding Request ﬂ
= =
[&F ]
Change SRN to GFEBS Doc. number
Sard

2/14/2019

» | Mesan B, | sapproapos

18
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APPENDIX B

CREATE A SERVICE BASED PR IN GFEBS

= ARNG Comptroller
10/31/2014

Create Purchase Requisition

0 SuPPOR} AND SERVE -

Creating Purchase Requests for services only has two differences
from a regular SPS Purchase Requisition
1. Item Category of D entered like below and Unit of AU:

sPs PR iEoie0asz
"] M7, Release stateoy
Yo

[Eershey's Portable Toilets, Carcl Hershew, 30 Lilac Allew, Cleona,
B Header note

|sererence stace ray orrice pomaac wsoarm
cption Year 3

Continuous-tex.. &

=11=7
=]

s0uant| [nit_|[val Prica =Total Valie

! AU_J's0.000.0¢ 50,000.00
5 = 50,000.00

2. Item Category D requires that the Limits tab be filled out
a) Overall Limit: Equals the total dollar amount of request
b) Expected Value: Equals the total dollar amount of request

Ttem [ 1]Portable Toilsts = =I=]

Waterial Data . Quantities/Dates , Valuation , Account Assi . Sour

veran Limit 5,558, 58 =] O
Expocted valus |50, 000-00

Create PR cont.

10/31/2014

| create Purchase Requisition

Lefined = et

]
e ARNG Comptroller

=25
| e R el e Sl oo s STl s [ orer Farerass Reamemon [ ren Sk L [ Foresna soig ]
= Purchase Requisition % L) Snree Detmmination
No varie

Himteruna PR B

s Pay P

2 e I =Pyt 3 @

Furchis Ruguisitiun

©[araGon

10
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Create PR Cont. (Header Data)

0 SuPPOR} AND SERVE -

Enter Header Data with pertinent information for the service being requested.

8PS PR B l:l [Z] Source Determination

a Hershey Portable Toilets, Carcl Hershey, 30 Lilac Alley, Cleona, EA
i Header note SFC Emmanuel
717-861-1234
Option Year 3

Continuous-tex... £

= ARNG Comptroller
10/31/2014 11

Create PR Cont. (Item Overview)

0 SuPPOR} AND SERVE -

Required Fields:

Account Assignment: U — Unfunded, K — Cost Center, P — Project (WBS)

2. Item Category — since this is service, D will be used. All other purchases this is left blank
3. Short Text - short description of service being requested

4. Quantity - for service, quantity will always be 1

5. Un - for service, unit of measure will always be AU
6
7
8

-

Plant — State’s assigned Plant
Delivery Date — Date services being requested
. PGr (Purchasing Group) — last 3 characters of contracting Dodaac
9. Matl Group — Element of Resource (EOR)
10. Porg (Purchasing Organization - Army
11. Requisnr — Person entering the purchase request

| Create Purchase Requisition [

I 1 [ ]|/ [ 8ave ][ Back |[ Ext][ Cancel | | [ Dacument Overview On || Create |[ Cther Purchase Requisition |[ Check || Display Messages [ Help |[ More
SPS PR =] l:l [ Source Determination E

ﬂ Header

5 [ [l B =] [& [ TR [ [ ] [T 6] @ )] [ 2] 1] @ etaun vaies |
Etem/s | |shoriTent | Quantityjun | Val Price|  TotalValuePint DelivDate |PGr jMatl Group [POrg [Requisnr. PO UFRN

1K D Portable Toilsts 0.00 USPAD4/23/2012 |2KC 2608 ARMY LEmmanuel

it ] [——

Liena A

= ARNG Comptroller
10/31/2014 12
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Create PR Cont. (Iltem Detail Section)
O SUPPOR} AND SERVE =
Go to the Limits Tab and fill out the following fields:
1. Overall Limit — Total Value of service request
2. Expected Value — Total value of service request
After fields are populated hit enter.
=M FEIREREEEIEE EEIE R EE EE I E R |
Efnem|s | ShortText | Quantityun | val Price]  Total Value[Pint_|DelivDate PG [Mati Group [POrg [Reg
1K D Portable Toilets 1 AU 0.00 0.00 USPAD4/23/2012 |2KC|260B ARMYLEn
USPA 2KC
|| USPA 2KG
N == s
Iren [1]Porable Toilets 4] EEl
Material Data |, Quantiti ! | Account Assi | Source ofSupply , Stas | ContactPerson | Tes ||
Overall Limit 50000 e |00 | (] Nolimit
Expected valug 50000 dempem |
Other limit
Contract__ Jtem .. [Limit [short text | 5
! -
m ﬂ
| =i WAl =
= ARNG Comptroller
10/31/2014 13

Create PR Cont.

Account Assignment Pop Up box will appear, fill out the following fields:
Cost Center
Order (SIO Tracking only if applicable)
Fund (2065 — Appr/10 Base/OCO D21-Year) 206510D21
Functional Area
Fund Center
After fields are populated, click the green check mark
Create Purchase Requisition
4 Cancel | [ System] | [ Document Overview On |[ Create || Oth

= Account Assignment of Limit

6100.260B
[ |

ahoOh=

GIL Account
Business Area
CO Area

Cost Center
Crder

WWBS Element
Fund
Functional Area

braey |

Company Code

00 USPAD4/23
USPA
USPA

40118234

L ]

206510412
121614T
h1eed

Earmarked Funds " |

[ ]
————

Commitment Iterm
= More

o

| Metwark

Funded Prograrm

Funds Center

brSupply | Stal

]
[« &[T Ret AAon |3 Auto repeat A |[3¢]

T0 5uPPORY AND SERVE

Contract ftem T [imit [Short text T 5
O =
ARNG comblroﬁé’ﬁ‘ il el I
12/9/2020 14
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Create PR Cont.

O SUPPOR} AND SERVE =

Go to Customer Data Tab:

QE4-332_EXT
| create Purchase Requisition
|| [ save |[ Back || Exit |[ Cancel | [ System, | [ Document Oveniew On |[ Create || Other Purchase Requisition || Check |[ Dis
SPSPR -] I:l "] Source Determination =i
. Header
[=] | EHa]E ] ] E)] 2] &g oetaut vaiues |
Short Ted Quantty Un_[pint | Val Price| _ Total Valus|PO peiivDate UFRN[UserF
Portable Toilets 1 AU USPA 0.00 0.00 041232012
USPA
USPA
USPA
11208
3
[ rren [1]Portable Toilets 2| |a|[v]
o /Dates | Valuation , Source of Supply , Status , ContactPerson |, Tests |, Delivery Address
MG, workiow | Contracts | GPC | LMP , TFO
POC InfoiApproving Officier Funding Modification Information
Full Name Funding Request | |
Telephone ‘ | Reference PR PR Line
4] | »
«|
]
o ARNG Comptroller
10/31/2014 15

Create PR Cont.

O SUPPOR} AND SERVE =

In the PR Gen tab, the following information is required:
1. POC Full Name
2. POC Telephone
3. SRN - Standard Reference number
—em [1]Portable Toilets a| ||

Dates | Source of Supply , Status | ContactPerson Ienslneimym;s
_MTEEN workiow | Contracts | GPC | LWP ; TFO i‘

POC Info/Approving Officier Funding Modification Information
Full Mame |John Doe Funding Request l:l

Telephone [117-555-5725) (g Reference PR PR Line

v - —

Q MDates | Valuation , Source of Supply , Status , ContactPerson , Texts | Delivery Address gfTerommgierey

General MIPR

SR W300D102310101] F | lamendments

DUID ‘ [" ] InterService Supply Support Program

CFDi [ Interservice Screening
Sys D

<]

= ARNG Comptroller
10/31/2014

20



15 December 2020 SOP L-3

Create PR Cont.

0 SuPPOR} AND SERVE =

Click on the Workflow Tab;, fill out required fields:

1. Requester/Approval DoDAAC — designates approval routing

2. Select L3 approval check boxes — this will make the PR goes

through the required three levels of approval. L1 and L4 are defaulted for you.

| SourceofSupply | Status | ContactPerson | Texts | Delivery Address FFEmouprory

PrGen SN, Contracts | GPC | LMP | TFO

[el Dates | V;

Approval Steps

PR Routing Keys
ReguesterApproval DODAAC W v L7 Safety

Approval Code

Kl

= ARNG Comptroller
10/31/2014 17

Create PR Cont.

0 SuPPORY AND SERVE =

Click on the Contracts tab; fill out required fields:
1. Ensure the Pay Office DoDAAC is HQ0670
2. NAICS - North American Industry Classification System
- Refer to http://www.naics.com/search.htm to search for NAICS code
3. POP Start Date and POP Stop Date — this is not a required field but if the
if the request is for a period of performance populate the dates here

| Source of Supply , Status |, ContactPerson | Texts Denmqmm;s

o /Dates r

msmlwmm GPC , LWP | TFO

ltem Details for Contracting Contract Info

D s Payofics _ooc7o| | <™ |—|m:mu (]
CLIN
—

DPAS Priarity Sl
— @I& HOD | SLIN
e || FOP Start Date :F

e || POP Stop Date l—_

**You are now ready to save your document. Click save and your Purchase Request will be

generated.

= ARNG Comptroller
10/31/2014
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Purchase Order Created

O SUPPOR} AND SERVE =

» P&C awards the contract using GFEBS Pay Office DODAAC of HQ0670
and a Service FSC

* Purchase Order Created with item category of D and the Goods Receipt

indicator checked

SPSPO-USDollars B [gsoatéesta | Yendor [TCONERSHEYS PORTIELETG Dov e DA/SS/2312] oy Bt vercor MERHESORTLET, Dot 1

Header
(] Communication [RELIES Oq.Data | Statis | Custo

EL Jtm ] Wateid  JonortTex P0 Quantiy 0...]. ]peiiv.Date [Net Price lcur. canaido . . ' .

Jl[l Kp Portable Toilets 1/AU Dj02/16/2012 50,000.000USD l - Yo !

ﬂ .......... Our Reference l:l

q | -

B BEL 05E COE BFE @ [ #eaPlaning |
It [10]Portable Toilets ] EE

Senices | Limits | Material Data | ights | Delvery | Acseptance erod RS

Overdeliv. Tal nu % v 13t Rem.Exped.
2nd RemJExped

b
[
3rd Rern /Exped T
Ma Funad r‘

**Data shown via transaction ME23N

]
o ARNG Comptroller

10/31/2014 19
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APPENDIX C

COMMON ERRORS ON SPS PRS
Listed below are the Most Common Errors found on PRs when processed in SPS:

1. Incorrect Line of Accounting.
SOLUTION: Requires total modification of PR and Contract.

2. ltems needed from multiple vendors on one PR —
SOLUTION: ONE PR PER VENDOR.

3. Incomplete or Missing description of items needed.

SOLUTION: Ensure all information is clearly annotated in TEXT Box of GFEBS
PR and in the item description to carry-over to SPS.

All Descriptions need to be on a Microsoft Word document or Excel spreadsheet
so that it can be formatted/edited as necessary. Additional supporting
documentation should be emailed to the Purchasing and Contracting group
email: ng.ny.nyarng.mbx.mnpf-pc@mail.mil

4. Wrong Ship to address - Happens about 95% of the time.
SOLUTION: Ensure a clear destination address is annotated in the Tab.

5. PR not approved in GFEBS - We only get draft.
SOLUTION: These will need to be approved in GFEBS.

6. Wrong unit of issue (Ul).

SOLUTION: Ensure all information is clearly annotated in TEXT Box of GFEBS
PR and in the item description to carry-over to SPS. IF IN DOUBT, CONTACT
P&C.

If the PR has already been processed, a PR modification will need to be made.
Unit of issue for supplies = Each and PSC code MUST be a number
Unit of Issue for services = Job and PSC MUST be an Alpha character.

7. Missing points of Contact.

SOLUTION: Ensure all information is clearly annotated in TEXT Box of GFEBS
PR and in the Point of Contact TAB to carry-over to SPS.

23
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APPENDIX D

CREATE GOODS RECEIPT IN WAWF

[ € |0 £ - a8 x| ebm [
File Edit View Favorites Tools Help

= 2 | Defense Travel System - Wk Wide Area Workflow Versi... ] Page = Safe ~ Tool~ @~ i
=3 y: ok g ety 2 !

Wide Area Workflow 5.4

(2013.MAR-07) System: All Systems Subject: Message For: All Users

The DFAS Columbus April 16-17, 2013 Defense Industry Leaders (DIL) has been cancelled. The next DIL is scheduled for Nov 13 and 14
2013

(2012.NOV-19) System: All Subject: Action Required! Critical! Message For: All Users

Attention All Government Users: WAWF will be converting over to Mandatory CAC Card sign on for Government users starting with release
5.4. We would like as many of you as possible to start moving to CAC Card from Userid/Pwd as soon as possible

Follow Instructions for Step 4 (Load DoD Certificate Authorities) and Step 5 (Java Runtime Environment Installation) in Machine Setup
Machine Setup Instructions For CAC Card Signon

Once your computer is setup for CAC Card - see instructions for changing your type of logon from Userid/Pwd to CAC Card

Help / Training | ’

Security & Privacy Accessibility Vendor Customer Support Government Customer Support FAQ Site Index

wawf_RSwzEx588YkkWO03jOGFMD #100% -
0[5 bt et 5 - & = a || e enmn =
Fie ROl View  Favoiie Tl Hein

B Pl Teauel Sy~ie i Wit Ares Wik Tl Vs = S Bomo Smmo T

Wide Area Workflow 5.4.0

Home

Login

Certificate Login

[ Coruncats Logm ]

D1 ogin
UseriD -

Forgot your User ID?

Passwond ©
Forgot your Password?
Loam

~ Asterisk Indicates required entry.

Security & Privacy _Accessibility _Vendor Customer Support _Government Customer Support _TAQ

AT _RSWEERSSE Y WO SO G MDD, EET-E e

CLICK ON CERTIFICATE LOGIN

24
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: ‘ ‘ o 0.
e©|® hittps:/ /e ebmil/ Lo-aBcex H@ eb.mil x u i vy &8

File Edit View Favorites Tools Help
7 £ Defense Travel System - ... ik Wide Area Workflow Versi... &~ v [ dh v Pagew Safetyv Tools+ @+ &

Select the certificate you want to use.

Mote: Only X509 Certificates from your Personal Certificate Store that are used for Digital Signing
and Non-Repudiation will be displayed
Issued to Issued by Friendly name Expiration Date
"DANIEL RAY_|DOD CA-30 ILANDRY DANIEL.RAY. . |Fri Jan 01 18:59:59 ES .
LAVIGNE MARGARET.... |DOD CA-29 LAVIGME.MARGARET.... |Thu Jul 03 19:59:50 E...

Loading Select Your Certificate Window H100% - .

CLICK ON YOUR CERTIFICATE AND CLICK ON OK
b Pl

Actividentity

ActivClient

Please enter your PIM,

PIM sesenns

PIN NUMBER AND OK

25
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_ =
@‘ [ https /et eb.mits O~ @2 x| & ebmil | )

File Edit View Favorites Tools Help

525 £ Defense Travel System - ... @+ Wide Area Workflow Versi... ~ [=] d=h ~ Page~ Safety~ Tools~ @@~ &L

User ID : EDIPI1007437613
Wide Area Workflow 5.3.1

Printer Erienal

User Gowernment Documentation Lookup  Logout

Welcome to Wide Area Workflow!
lease start by selecting one of the links from the menu above.

WARNING!

- Ifusing a word processor program (i.e. Microsoft Word, WordPerfect, Microsoft WordPad, Microsoft Write, etc.) to create FTP files, EDI files, or to cut-and-paste text field data into the WAWF Web application
then the text must first be cut/copied out of the word processor program and pasted into Microsoft Notepad, or another ASCII text editor and saved in the text editor, before sending the data to WAWF._ This
converts the text to text-only format and removes control characters that contain formatting information.

- Please DO NOT use the browser BACK BUTTON within the WAWF application.

+  The use of the browser's BACK BUTTON is not supported within the WAWF lication when forms

-+ Use of this button will cause the loss of data not yet saved to the server.

+  Where they exist, use the PREVIOUS or RETURN buttons to return to a previous page within the WAWF application

- In data capture and when reviewing documents, you may move from tab to tab to work with the various information categories, e.g., Document Header, Addresses, Comments, Line ltems, etc.

Logon Date : 2013/02/07 09:16:49 MST  Last Accessed Date : 2013/02/07 09:16:50 MST

Security & Privacy Accessibility Vendor Customer Support Government Customer Support FAQ  Site Index

CLICK ON GOVERNMENT

[ nttpsrwand.eb.mils L - @z x| & eom
File Edit  View Favorites Tools Help

3is £ Defense Travel System - ... s Wide Arca Workflow Versi... - = ~ Page~ Safety v Tools~ @@hv G
User ID : EDIPI1007437613
Wide Area Workflow 5.3.1 inter Eriendly
User Government Documentation Lookup Logout
Government
Acceptor

Create Document
Acceptance Folder
History Folder by DoDAAC
History Folder by User
Hold Folder

Recall - Ac

n Required Folder
Rejected Transactions Folder

Post Payment Review Folder
Suspended CEFT Transactions Folder
Saved Documents Folder

Pure Edge Folder

View Parameters.

Logon Date : 2013/02/07 09:16:49 MST  Last Accessed Date : 2013/02/07 09:17:22 MST

ity Vendor Customer Support Government Customer Support FAQ _Site

wawf_SKuvyHruddwNNOI7 gejKhy

CLICK ON ACCEPTANCE FOLDER
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a _ [ https://want.cbmil P - ae x| @ enmi I__|

File Edit View Favorites Tools Help

% £ Defense Travel System - ... i Wide Area Workflow Versi... il ~ [ dh v Page~ Safety~ Tools~ @~ &

User ID : EDIPI1007437613

Wide Area Workflow 5.3.1 P

User Government Documentation Lookup Logout

inter Friendk

Search Criteria - Acceptance Folder

FOUO - Privacy Sensitive: =
Privacy Act Statement - This information is protected under the Privacy Act of 1974 and shall be handied as "FOR OFFIGIAL USE ONLY." may be puni: by fines, impri or both.
DoDAAC *
WE0HTS [=]
Contract Number Delivery Order
Vendor (Payee) / Vendor (Payee) Extension Ship From / Ship From Extension
Shipment No. Invoice Number
SSN / Confirm SSN Tax Id (EIN)
Type Document Status 2
All Documents [=] All Documents [=]
Create / Update Date (YYYY/MM/DD) Create / Update Date End (YYYY/MM/DD)
2013/01/08. ] 2013/02/07 =
Acceptance Date (YYYY/MM/DD) Acceptance Date End (YYYY/MM/DD)
&= =
Invoice Received Date (YYYY/MM/DD) Invoice Received Date End (YYYY/MM/DD)
= =
Estimated Delivery Date (YYYY/MM/DD) Estimated Delivery Date End (YYYY/MM/DD)
= =
Result Size Result Font
20items [~ ] 13px[=] L4

Logon Date : 2013/02/07 09:16:49 MST  Last Accessed Date : 2013/02/07 09:17:49 MST

Security & Privacy Accessibility Vendor Customer Support Government Customer Support FAQ  Site Index

wawf_5KuvyHruddwNNOI7gejKhv #100% -

IF YOUR DODAAC DOES NOT DEFAULT THEN SELECT IT FROM THE DROP DOWN.
IN THE CREATE/UPDATE DATE SELECT THE DATE YOU WANT TO SEARCH FROM AND CLICK ON SUBMIT.

-
a‘ [ pttps /et cb.mit O - a2 x| & enmi 3

File Edit View Favorites Tools Help

4l £ Defense Travel System - ... sk Wide Area Workflow Versi... - = ~ Page~ Safety ~ Tools~ @~ @,

User Gowernment Documentation Lookup  Logout

Acceptance Folder for "W0HTS" (4 items, sorted by Contract Number Descending)

[ [ —ype [ Vendor(Payes)] DUNS ] DUNs-a] Ext | Contract Numbera | Deiivery Order | —Shipment Number ] Submiiea |_Shipped | Accepted | Stus | Purge] ot ||
AHWUT

1 Combe D/D 968904698 WI1RUS11A0006 1ST8 2837006831 2013-02-06 2012-12-01 Submitted H
2 Combo D/D THWUT 968904698 WI1RUS11A0006 1STs 2851460607 2013-02-06 2013-01-01 Submitted H
3 Combe D/D THWUT 968904698 WI1RUS11A0006 1ST8 2865909807 2013-02-06 2013-02-01 Submitted H
4 Combo D/D 3CLKS 003548489 7855 WI1RUS11A0007 1STs 287241533880X02022013 2013-02-04 2013-02-04 Submitted H
<1 T 1 »
[] Shipment [ Invoice

Last Accessed Date : 2013/02/07 09 MST

Vendor Customer Support Government Customer Support FAQ _Site Index

wawt_SKunyHrudawNNDIT gejKhy ®100% -
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DOUBLE CLICK ON THE BLUE SHIPMENT NUMBER
a [#* https: /et cb.mi - @8e x| @ ebmi L]

File Edit View Favorites Tools Help
5% £ Defense Travel System - ... vk Wide Area Workflow Versi... > = ~ Page~ Safety v Tools+ |

A

User Government Documentation Lookup  Logout

Acceptor - Receiving Report
BEETER ( vincvom |[ acRNs || Addresses |[ isc. info || Preview Document |

WARNING: This document was created as a COMBOQ. I rejecting te Initiater, the associated document should be reviewed for potential changes. =

Contract Number Type Contract Number Delivery Order P Issue Date Inspection Point Acceptance Point
DoD Centract (FAR) W91RUS11A0006 15T8 2012/08/24 D D
Shipment Number Shipment Date Final Shipment Estimated Delivery Date Supplies Service
2837006831 2012/12/01 N @
Invoice Number Invoice Date Final Invoice
2837006831 2013/02/06 N
Submit Transportation Data Later TCN Gross Weight Transportation Method/Type Serial Shipping Container Code FOB
s

Transportation Leg Standard Carrier Alpha Code Bill of Lading Number Bill of Lading Type

Secondary Transportation Tracking Number Tracking Type Tracking Description 1
Hazardous Material Refrigerated Perishable
Summary of Detail Level Information Total ($)
2 CLIN/SLIN(s) 236.27
Routing Information
Role Location Code Extension Name
Payse 1HWUT CELLCO PARTNERSHIP B
Pay Official HQO670 DFAS-INDY VP GFEBS ARNG
Admin W912LN W7N4 USPFO ACTIVITY VT ARNG
Issue By WS12LN W7N4 USPFO ACTIVITY VT ARNG
Ship To W9OHTS WBEBF VTARNG ELEMENT, JF HQ
Accept By WIOHTS WBBF VTARNG ELEMENT. JF HQ

* = Required Fields
ACTION RV- WanHTa *

(Suomit] [Saveoranoocament] [Frevious |

Logon Date

wawf_5KuvyHruddwNNOIT gejKhv

SCREEN WILL DEFAULT TO HEADER TAB... YOU NEED TO SELECT THE “LINE ITEM TAB” JUST CLICK ON IT
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(B T ERCE-D) first time wawf.docx - Microsoft Word Picture Tools | =
~ Home

Tnsert Page Layout References Mailings Review View Approvelt Format @

== M cut P = =[] [z e& &3 Find ~
= e R PN | 1) [ naBbCeDe| Aabcche AaBbC AaBbee AAB sapice | i
Paste = = Aa-|[7 - A -~ i i _ Change |
5 Format Painter || B £ U 7 abe x, X" Aa-|| b2 - A~ fHormal | TMo Spaci.. Headingl Heading 2 Title Subtitle - Stmsg_ [t Select -
Clipboard & Font ) Paragraph = Styles IF) Editing
53 @) Job Vacancy Announcem.. X Defense Travel System - <5 Wide Area Workflow Versi.. fi - 6 - 1 #m v Page- Safety= Tookw - &L

User Government Decumentation  Lookup  Logout

Acceptor - Receiving Report

[ ioader | (IO [ AcRs | [ Addreases | [ Miscinio | [ Preview Docoment |
Contract Number Delivery Order Reference Invoice Number Inspection Paint Acceptance Point
WS12B1304002 zT01 VTZToIC0214 vTZTO1C0214 o o
* = Required Fieids Total ()
em ary. unit of vomt - .
= Stock Part No. Type o nse iy == Unit Price (5) Qey. Received Qry. Accepted Amount (8)
001AR R699 FT 1 Each EA
Muliple Box PR
Al son ACRN s i
>
Hazardous o PODRISDR Advice
Hiocart Rofrigorated  Perishable = GFE s
H

Type Designation Method

Type Designation Value

Description
Labor Instructor Writer FA 30

port FAQ _Site Index

waret_zhvtHg3AzmfibhoalZGYul

Page:3 of 3 | Words:0 | 5

=EEEE

IF YOU AGREE AND INPUT YOUR QUANTITY IN “RECEIVED AND QUANTITY ACCEPTED”

IF YOU DISAGREE CALL MNPF-VP OR EMAIL SO IT CAN BE REJECTED.

NOW YOU NEED TO UPLOAD YOUR DD250 OR THE SIGNED CONTRACT. CLICK ON THE MISC TAB.
SCROLL DOWN AND CLICK ON THE BLUE “ADD ATTACHMENTS” AND UPLOAD SIGNED PAPERWORK.
CLICK ON THE HEADER TAB.
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a‘ , [ nttps:/ /e cb.mil £ - a8 x| & ewm I_I

File Edit View Favorites Tools Help
5% ] Defense Travel System - ik Wide Area Workflow Versi

B = ~ Page~ Safety~

User Government Documentation Lookup  Logout

Acceptor - Receiving Report

BT [ vinctem || AcRNs || Addresses || Misc. Info || Preview Document |

WARNING: This document was created as @ COMBQ. If rejecting to Initiator, the associated document should be reviewed for potential changes.

Contract Number Type Contract Number Delivery Order P Issue Date Inspection Point Acceptance Point

DoD Contract (FAR) W91RUS11A0006 15T8 2012/08/24 D D

Shipment Number Shipment Date Final Shipment Estimated Delivery Date Supplies Service

2837006831 2012/12/01 N ®

Invoice Number Invoice Date Final Invoice

2837006831 2013/02/06 N

Submit Transportation Data Later TCN Gross Weight Transpertation MethodiType Serial Shipping Container Code FOB

s

Transportation Leg Standard Carrier Alpha Code of Lading Number Bill of Lading Type
Secondary Transportation Tracking Number Tracking Type Tracking Description

Hazardous Material Refrigerated Perishable

Summary of Detail Level Information Total ()

2 CLIN/SLINGs) 236.27

Routing Information

Role Location Code Extension Name

Payee THWUT CELLCO PARTNERSHIP B

Pay Official HQO670 DFAS-INDY VP GFEBS ARNG

Admin WI12LN W7N4 USPFO ACTIVITY VT ARNG

Issue By WI12LN W7N4 USPFO ACTIVITY VT ARNG

Ship To WSO0HTS WB8BF VTARNG ELEMENT, JF HQ

Accept By WIO0HTS WB8BF VTARNG ELEMENT, JF HQ

= Required Fields
ACTION RY- WANHTR =

[ Submit | [ Save Draft Document | [ Previous |

wawf_SKuvyHruddwNNOI7 gejKhv 6 -

SCROLL DOWN TO BOTTOM OF PAGE

a‘ [ nttps /it ebomil O - @sc x| @ cm

File  Edit  View Favortes  Tools  Help
5 7 Defense Travel System - ... ' Wide Area Workflow Versi... I I S =] ~ Page~ Safety~ Tools~ (@b~ &

Wide Area Workflow 5. User ID

User Government Ugocumentation  Lookup  Logout

Acceptor - Recelving Report

BT (oo [ Acn | [ Audreses | [ M e |[ Preview Bussmen |

Transportation Leg Standard Carrier Alpha Code Bill of Lading Number Bill of Lading Type
Secondary Transportation Tracking Number Tracking Type Tracking Description

Hazardous Matarial Rofrigeratad Perishable

Summary of Detail Level Information Total ($)

2 CLIN/SLIN(s) 236.27

Routing Information

Role Location Code Cxtension Name

Payee 1HWUT CELLCO PARTNERSHIP

Pay Official HOOB70 DFAS-INDY VP GFEBS ARNG

Admin wWaiZLN WTN4 USPFO ACTIVITY VT ARNG

Issue By WS12LN WTN4 USPFO ACTIVITY VT ARNG L

Ship To wWeoHTS WEBF VTARNG ELEMENT, JF HQ

Accept By WYUH 18 WEBE VIARNG ELEMENI, JF HQ

* = Required Fields
ACTION RY: WO0HTS =
Has been made by me or under my supervision and they conform to contract,
except as noted herein or on supperting documents

O caa "
Date Received Acceptance Date

[T Acceptance
YYYY/MM/DD 0= YYYYMMDD 0=

[T Reject to Initiator Signature OF

Submit Without Preview

[Submit] [ Save Drart Document | [ Previous |

el _5Kuny Hruddw NN gejKhy, E -

CLICK IN THE BOX THAT SAYS ACCEPTANCE AT FAR LEFT AND BOTH YOUR
DATES WILL BE THE DATE YOU RECEIVED THE GOODS OR SERVICES.
CLICK ON CERTIFICATE SIGNATURE
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===y
G@I@ bt/ wawdoebomlf P~ @scx|[@ comi g™ A
File Edit View Fevorites Tools Help
33 &) Defense Travel System - ... '@ Wide Area Workflow Versi... = - ~ 1 dh - Poge~ Safety~ Tools~ @- &L

Wide Area Workflow 5

User Government Documentation Lookup Logout

Acceptor - Receiving Report
B (e v |[ AcRns | [ Acaremes |[ mie. info || Preview Document |

ennrm g o o s e FUSTU——— @ rorm s tea e e oy s g e

] s
Transportation Leg Standard Carrier Alpha Code Bill of Lading Number Bill of Lading Type

Secondary Transportation Tracking Number Tracking Type g Description

Hazardous Material Refrigerated Perishable

O O O

Summary of Detail Level Information Total ($)
2 CLIN/SLIN(s) 236.27
Routing Information

Role Location Code Extension Name

Payee THWUT CELLCO PARTNERSHIP

Pay Official HQO670 DFAS-INDY VP GFEES ARNG

Admin WS12LN WT7N4 USPFO ACTIVITY VT ARNG

Issue By WS12LN WT7N4 USPFO ACTIVITY VT ARNG

Ship To WOOHTS WBBF VTARNG ELEMENT. JF HQ r
Accept By WOOHTS WBBF VTARNG ELEMENT. JF HQ

= Required Fields
ACTION BY: WO0HTS =~
Has been made by me or under my supervision and they conform to contract,
except as noted herein or on supporting documents
caa
Date Received Acceptance Date

Acceptance
2013/02/06 = 2013/02/06 =

Signature Of

Reject to Ini

Submit Without Preview

((submc] [‘save oram Doument] [ provious

Logon Date MST  Last Accessed Date
wawf_5KuvyHruddwNNOIT gejKhy #100% -
T [T [ |
e©|@ https://wawi.eb.mil/ £ - @B x| eomi g™ {0 2% €23

File Edit View Favorites Tools Help

52 & Defense Travel System - ... &% Wide Area Workflow Versi... i ~ B ~ 1 é=h -~ Page~ Safety~ Tools~ @~ &

Select the certificate you want to use.

Note: Only X509 Certificates fram your Personal Certificate Stare that are used for Digital Signing
and Non-Repudiation will be displayed

issuedto [ Issued by I Friendly name |__Expiration Date
LANDRY DANIEL RAY_. |DOD CA-30 [CANDRY.DANIEL.RAY._|Fri Jan 01 18:50.50 ES.

Loading Select Your Certificate Window #100%

SELECT YOUR NAME AND CLICK ON OK
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@. 7 [ hitps://want ebmil O-aBex Hw T I_I

File Edit View Favorites Tools Help

5% £ Defense Travel System - ... ik Wide Area Workflow Versi...

Wide Area Workflow 5.3.1

User  Government Documentation Lookup Logout

Success

The Destination Inspection and A pt: R: iving Report was successfully accepted.

It has been processed via EDI.

Contract Number Delivery Order Shipment Number Invoice Number
W31RUS11A0006 1578 2837006831 2837006831

Email sent fo Vendor: faye manning@verizonwireless.com
Send Additional Email Notifications

Thu Feb 07 09:28:01 MST 2013

Logon Date : 2013/02/07 09:16:49 MST  Last Accessed Date : 2013/02/07 09:28:01 MST

Security & Privacy Accessibility Vendor Customer Support Government Customer Support FAQ Site Index

wawf_SKuvyHruddwhNOIT gejKhv

H100%

ONCE YOU SEE THIS ... THEN YOUR DONE LOG OFF AND CALL OR EMAIL
MNPF-VP.
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APPENDIX E

New York Local Purchase Authorization Memo

1. This memorandum is a new requirement for all items that have a National Stock
Number (NSN), whether supply is accountable, durable or expendable. The Supply
Management Officer must validate that the supplies requested are authorized to be
local purchased.

2. Steps to Complete Local Purchase Authorization Memo:

a. STEP 1. Purchase Request Number: this is generated upon saving your PR in
GFEBS, input that number.

b. STEP 2. Description: Brief Description of Purchase and Line Iltem Number (LIN)
if applicable and NSN.

c. STEP 3. Choose Box that applies to Purchase, if Army Enterprise System
Integration Program (AESIP) non-standard stock number requested, input AESIP
request number or MCN in #2, with justification.

d. STEP 4. In para 2 of memo, provide justification for purchase and LIN/NSN or
MCN.

e. STEP 5. “Questions may be addressed to”, annotate PBO POC information with
phone number.

f. STEP 6. PBO signs and send to Supply Manager Officer for signature.

3. The Supply and Services Division POC that is approving the PR at L3 level will
upload the memo to the GFEBS PR and L3.
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DEPARTMENTS OF THE ARMY AND THE AIR FORCE
NATIONAL GUARD BUREAU
UNITED STATES PROPERTY AND FISCAL OFFICER FOR NEW YORK
330 OLD NISKAYUNA ROAD
LATHAM, NEW YORK 12110-3514

MNPF-SS Date:

SUBJECT: Local Purchase Authorization
To: USPFO-NY, Purchasing & Contracting

Purchase Request Number:

Description:

1. The Referenced purchase request has been approved for local purchase, IAW AR710-2, for
the following reasons:

Request is a bona-fide urgent requirement and delivery from wholesale sources will not
t the urgent delivery requirement.

The DoDI 4140.01, DoD Supply Channing Materiel Management Policy; has AAC
“K” or “L” or has otherwise granted authority to local purchase.

Item is not in FedLog and is a NS stock number in AESIP.

Local purchase is determined to be in the best interest of the Government in terms of
quality, timeliness, and cost that best meet the requirement provided.

2. It is advantageous for the government to purchase the item locally for the following reasons:

3. If item is durable or Non-Expendable. PBO must approve and sign.

Questions may be addressed to , phone.

PBO Supply Management Officer

PBO SIGNATURE BLOCK DEBORAH M. HOLSER

RANK, BRANCH Supply MGT Officer

(Work Phone) USP&FO-NY, Supply & Services Division
(Cell Phone) DSN 489-3700, cml 518-272-3700
(Email) deborah.m.holser.civ@mail.mil
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