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Section I

Requesting Access to IBPS
Computer set up to accept IBPS
Introduction to the Main Tool bar
Tips
Computer Access Card Procedures

Purchase Requests
PR Numbering Structure
Minimum Requirements
Search for a PR,
Create a PR,
Signing a PR,
Approve/Certify a PR,
Requesting /Approving/Certifying Additional Funds
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Requesting Access

Prior to opening the IBPS web site, the individual who is requesting access must
insert their CAC card in the CAC reader open a browser and type the following
Site URL: https://ibps.afnafpo.afsv.net

NAF/IBPS

Government NAF Internet-Based Purchasing System

ign In (registered users)

'Request Access
R

Select the Request Access link and complete the system-generated form. (See next
page)

Page 4 of 67


https://ibps.afnafpo.afsv.net/

Request Access to IBPS

Thank you for your interest in the NAF Internet-Based Purchasing System. Please fill out the form below. You will be conf
been activated.

Required fields are marked with an asterisk (*).

Self populates with first name from vour CAC *

Self populates with last name from vour CAC *

Please enter the name you use for signature, along with your title.

Official name; | Self populates with First and Last name *
Title: | Enter vour JOB title *
Email address: | Self populates with CAC E-mail address *

Commercial phone: | Phone is a mandatoryv entrv with Ext beina optional*

DSN phone: [ DSN phone # is optional. but hiahly

Fax'| Enter a FAX # if available

Select your Organizational Unit (Service, MAJCOM, Base and Activity)

Service: | Air Force *
MAJCOM:

Your Maior Command
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Base:

Your Base

Activity | Activity you are assigned to

Primary route |Primary individual you will route actions to within IBPS

Alternate route (Alternate individual you will route actions to within IBPS

Warrant:| Defaults to 0. Update if you’re a NAF warranted CO

Access level:|  Select your function in IBPS (Requisitioner, Approver or Buyer)

Receiver TN

Funds custodian

Delegation of Authority > Place a check in each_ box if you
expect to be performing that
Entertainment contract fuction within IBPS
BPA Calls
Deliven

Notes: Enter relevant comments for the approving official, then
SUBMIT your request

[ Submit Request l ‘ Cancel Request

When the data passes the validation process, the system saves the access reqguest
to the database and provides the following confirmation message:

Request Complete. Thank you {first name} {last name} for completing the form to
request access. The request will be forwarded to the base IBPS manager - When your
account is activated, you will be notified by e-mail

To prepare your computer for the program by doing the following:

Close out all programs

Open a Browser

Go to TOOLS
- Compatibility View Settings
- Remove AFSV.NET from the allowable sites:
- Close

Go back to TOOLS
- Select Pop-up blocker, turn it on if it's off, then select Popup blocker Settings
- Enter the following -- *.afsv.net -- in the Address of Website to allow box:
- Select - Add
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- Close
- Go back to Tools and turn OFF the popup blocker

Go back to tools and select Delete Browsing History
- Check everything except Preserve Favorites web site data and Tracking Protection
- Select Delete

Go to Tools, and select Internet options and select the Content Tab
- Select CLEAR SSL STATE and OK

Once your account is approved try to log in using the SAME certificate you chose when
you requested access
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Here is a quick review of the MAIN TOOL BAR

The Main tool bar consists of the following

Purchase  Source Award  Report  Mamage  Help

Under each title listed above the following selections are available

PURCHASE
- Purchase Requests — directs user to the Purchase Request listing screen
- Call Regqisters — provides the user with quick access to call registers within their
realm of influence (ROI)

SOURCE
- Reguest for Quotes (RFQ) — directs user to RFQ listing screen
- Request for Proposals (RFP) — directs users to RFP listing screen
- Projects — directs user to Projects listing screen

AWARD
- Orders — provides access to orders (Purchase/Delivery Orders)
- Contracts — provides access to all contracts (search/create)

REPORTS
- Access to various types of reports

MANAGE
- IBPS managers have access to all areas listed below

- My Profile — Allows users to view/update their profile

- Vendors — Allows users to locate vendors

- Document Templates — Useful tool to building templates used on a recurring
basis

- Notes — Allows users to create local notes to be attached to various documents

- Users — Provides IBPS Managers the ability to approve, access, update, user
accounts under their ROI

- Organizational Units( OU) — Allows IBPS managers to create/edit OU information
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Helpful Tips

Help button: — The Help Button on the MAJOR (top) tool bar provides a Table of Contents
(TOC) with general help for the entire IBPS program. The second HELP button is screen
specific and can provide you assistance/guidance for the current screen — Inoperable at
this time

Editing (changing) information in a box or line: To edit information in a box or line, select
(highlight) the text you wish to edit, begin typing the new text or select the delete button on
your keyboard and type your new text

Moving from box to box: To move to the next box in your document press the “Tab”
key, or use your mouse. To move to a previous box hold down the “ Shift” key and
press the “Tab” key, or use your mouse

Scrolling: Moving the screen up, down, left or right. Depending on the screen you
are on, the information displayed may extend off the page to the right or the bottom.
Use the scroll bar located on the far right or very bottom of your screen

Drop-Down Lists: Allows selections from pre-determined data via a drop-down list
field. To select an option in a drop-down list field, point the mouse on the down
arrow to view the options and select the desired option

Standard Tool Bar
.QI) Return . Route Log Out

The IBPS system has a standard main Tool Bar. Based on your access level and the
status of the screens, buttons will be enabled or disabled. Below is a list of the buttons:

Return: Returns you to the Listing Screen from which the document was opened

Route: When selected, this button presents you with the Route pop-up box to route the
current item. The Route feature allows you to select a user in the system either by a Name
search or through an OU hierarchy tree search

Delete: When this button is engaged and selected, documents are deleted. A message
displays for confirmation of the action. If positive confirmation is given, the document is
deleted from IBPS

Cancel: When this button is engaged and selected, documents status is updated to the
cancelled status. A message will display for confirmation of the action. If positive
confirmation is given, the document remains in the system and the status is designated as
Canceled. Some documents will require a Modification to cancel. If so, the system
prompts the user

Remember Settings: Used to assist with setting default data displays on listing screens.
Conduct a search for your documents then select the Remember Settings button. The
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search criteria are saved as the default for this page. If you wish to change your default
criteria enter the criteria you desire, conduct the search, then select the ‘Remember
Settings’ button.

Log Out: When selected, you are logged out of IBPS. The IBPS Log-In screen is
presented. It is imperative that you use the LOG OUT button every time you exit
IBPS. Do not “X” out of the program.

Links: Selecting items with an underline links you directly to that area of the program

Dates: Enter all dates in the MM/DD/YYYY format. A calendar icon is available for all date
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New Computer Access Card (CAC) Card Procedures

If you receive a new CAC

Must be logged into a computer with a CAC reader and your CAC card in the slot

Select your IBPS icon or type in the following URL https://ibps.afnafpo.afsv.net

When prompted, pick a certificate and select OK, make mental note of which certificate you
selected as this is the one you'll select every time you log in

Select the Sign In (registered users)

AF/IBPS

Goviernment NAF Internet-Based Purchasing System

. e Siﬁn“_l__n (registered users)

i Request Access

You'll receive the consent banner. Click Accept.

Click the “Request User Name/Password” link, minimize this page, and enter your email
address. Click Submit Request. Close all Internet browsers.

You will receive two emails.

- 1stwill contain your user name
- 2"d one will contain an encrypted password

Enlarge the page you minimized earlier and enter your user name and system generated
password. DO NOT copy and paste it. You'll receive a message that your account is CAC
enabled

Make sure you use the same certificate when prompted every time you open IBPS
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Current Purchase Request Number Structure

Structure - AAAA-S-Y-#### - Example - RAND-F-4-0112

Note: Dashes are not part of the numbering schema. Provided as a sample only

AAAA — Base PR Code - (four to six elements) — RAND
0 This data pulls from the OU area when IBPS is allowed to number the PR

e S —Service Code — F
o F = Air Force, N = Navy, A = Army and M = Marines and Coast Guard

Y - Fiscal Year indicator (this is the last digit of the Fiscal Year)

#### - four-digit number exclusive to this request
0 This data pulls from the OU area when IBPS is allowed to number the PR

Those PR’s issued before Phase (December 2014) contain a four element cost center

Structure - AAAA-S-####-Y-### - Example - RAND-F-0000-4-0112

Note: Dashes are not part of the numbering schema. Provided as a sample only

AAAA — Base PR Code - (four to six elements) — RAND
0 This data pulls from the OU area when IBPS is allowed to number the PR

e S —Service Code — F
o F = Air Force, N = Navy, A = Army and M = Marines and Coast Guard

o #### - Cost Center — On PRs created before Phase | implementation
e Y - Fiscal Year indicator (this is the last digit of the Fiscal Year)

o #### - four-digit number exclusive to this request
0 This data pulls from the OU area when IBPS is allowed to number the PR.
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Purchase Requests (PR)

A PR at a minimum identifies the requesting NAFI (activity) that:

a.

b.

Prepares the PR and determines the requirement
Determines the desired Deliver By date

Provides a Statement of Work for service related requests
Defines delivery point

Clearly and accurately describes all technical requirements to eliminate any
restrictive features which might tend to limit competition

Identifies the essential physical characteristics and functions required to meet
the minimum needs of the NAFI

Ensures approval and certification is obtained

SEARCH for a PR

From the toolbar menu, select - PURCHASE

- PURCHASE REQUESTS

Purchase

Purchase Reguests
Call Registers
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The SEARCH area is expanded by default. If the SEARCH area is collapsed, expand the
screen by clicking anywhere on the blue area on SEARCH, or the double carat to the far
right

PRs
] Create PR @) Help
Search X &
OR
PR Criteria: | PRs held by me w
PR Status: | All PRs W
| Search |

Filter your view of PR’s by clicking on one of the drop-down lists and selecting a view
option. The filter titled PR Criteria has four options and is used in conjunction with the PR
Status options

1. PR’s held by me

2. PR’s acted on by me

3. PR’s by hierarchy for a selected level

4. PR Issued To

PR Criteria: |PRs held by me W

PRs acted on by me
PRs by hierarchy for selected level
PRs Issued To

All PRs il

All PRs

Pending
Warking
Awarded
Completed
Canceled
Denied

The filter titled PR Status has seven options and are combined with the PR Criteria

PR Status:

e AllPR’s Display all PR’s for selected PR Criteria

e Pending Displays all PR’s pending that have not been issued

e Working Displays PR’s that have been approved, certified and issued, in the
working status awaiting award action

e Awarded Displays PR’s that have been awarded to a contractor (vendor)

e Completed Displays PR’s that have gone through the entire, award and receiving
process

e Canceled PR'’s that for whatever reason have been canceled

e Denied PR’s denied by the approver or certifier
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3
Select the desired PR CRITERIA and PR STATUS then click the SEARCH button

Search ¥
PR #: I Search I
OR
PR Criteria: IF'Rs held by e =]
PR Status: IF'enu:Iing - I
Search 4
—— 1

PR’s matching the selected Criteria and Status are displayed in the format depicted below.
Select the link to view the desired PR. NOTE: Once you route a PR, you no longer
“‘own/hold” it. To locate a PR you do not hold, change the SEARCH Ciiteria to “PR’s acted
on by me” or “PR’s by Hierarchy — For Selected Activity”

Currently viewing 1 through 1 of 1 total.
PR Number Purpose Certified USD Issued Deliver By Held By Status

Click on any one of the column headings to sort by that particular heading

REMEMBER SETTINGS BUTTON

L‘;_-‘ Remember Setbings |
The Remember Settings button ;on the main toolbar allows you to save

the search criteria as a default. In other words, when you open the PR screen, PR’s are
displayed in the STATUS/CRITERIA selected to be remembered. This setting can be
changed at any time
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CREATE A PURCHASE REQUEST

PR’s are to be initiated by an activity, approved at the activity or by an RM. PR’s are
certified by the RM

From the main tool bar select
Purchase
Purchase Requests

=T )

Purchase Regquests
Call Registers

Purchase Source fward  Report Manage Help

-Select Create PR

PRs

FEfrn | Flalihe | Gelete Eance] | HRemember Settings | LﬂLDg 2k

—> " S Create PR
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PR INFORMATION TAB - Mandatory Entries
- Organizational Unit — Defaults to logged-in user’s assigned OU
- NAFI CODE - Defaults to the logged-in users NAFI. This information is pulled

from the Organizational Unit. If incorrect, stop and contact your local IBPS
manager

-  PURPOSE - Enter an applicable purpose for the purchase

- DELIVER BY DATE - Date you expect delivery of the product(s). If thisis a
service, enter the expected completion date

- FOB - Not a mandatory entry if you know the FOB, select it from the drop

down. After selecting the FOB allow the screen to refresh before selecting
Shipping Instruction.

PR Pending | History/Links [

7l Save PR A Discard Changes .4 Print Preview -3 Copy PR @ Help

e tormovon | Y Y Y

Flease review the information below and change as needed.

Organizational Unit: Air Force, AIR COMBAT COMMAND, CANNON AFB, CANNON LANES

NAFI Code is hard If this PR is being created

for an activity other than
coded and populates 4

NAFI Code: 001 - Base MWR Eund your own, it is CRITICAL
:ﬁeﬂgjrl]svlglzﬁidtg; c o= o that the OU be changed.

selected activity

Purpose: Bowling Fins

Deliver By Date: 03/06/2013 ___?_1_‘| (MM/DD/YYYY)
FOB: FOB Destination -
Shipping Instruction: "\ " < to destination -

Contractor pays to destination.

PR’s can be saved anytime by selecting SAVE PR button. If any mandatory information is
missing, a VALIDATION ERROR tab is generated. Select the validation error tab for
details regarding the error, and make the necessary corrections then SAVE the PR
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LINE ITEMS TAB - Line items must be incorporated prior to using the Add Attachment or
Add Note buttons

There are two methods you could use to add line items. The first is to Search for Items.
However, this feature is limited in its operation so we will by pass this area and concentrate
on manual line item entries

CREATE A LINE ITEM

1. From the line items tab, select the appropriate currency using the drop down menu,
then the CREATE NEW LINE ITEM button

PR Pending I History /Links

[l Save PR [ Discard Changes (=4 Print Preview =4 Copy PR iLHEIp

Line Items
There are no items to display. A/l
| search for tems | | —Please Select Currency— V|| Create NewLine Item || Add Attachment || Addnote |

2. The screen refreshes as seen below: The screen is automatically displayed in the
expanded state:

Enter, Item Name (no more than 25 characters). If it exceeds 25 characters use the
expanded description box

Enter the Quantity, Unit, and Unit Price and a Unit of Issue
-- Unit of Issue definitions can be found in DoDI Table 53, located in the back of this

guide
PR Information |ELTRi= "0 Addresses | Signatures
—-Please Select Sort Order—- - [ View l ’ Rearrange Line Items
[ |»| Ttem# Ttem Qty. Unit Unit Price (USD) Total (USD)
] |»|0001 Bowling Pins =) il 1| 5SE - 1150 0.00
This area is to be used to enter an expanded description of your purchase. You may use up to 285 characters, you may copy and paste into this area. -

The recipient will default to the OU
selected on the PR information tab.
To change it, select the PR

information tab and update the OU

Vendor/Contract: --Flease Select—
Vendor Mfg #:

Standard Pack:

Recipient: Air Force, AIR COMBAT COMMAMND, CANNON AFB, CANNON LANES
Cost Center: * GLAC: * Edit
.

Total {us[)}l/ 0.00

To add the appropriate COST CENTER and GLAC select the EDIT button

Page 18 of 67



The following dialog box is displayed. From the drop down, select the appropriate COST
CENTER and GLAC and APPLY

SELECT ACCOUNTING INFORMATION

Air Force, AIR COMBAT COMMAND, CANNON AFB, CANNON LANES

Cost Center

—-Please Select—- [~
GLAC
--Please Select-- E
| apply | cancel

To enter additional line items, select the CREATE NEW LINE ITEM button
PR Pending | History/Links

71l Save PR 4 Discard Changes |4 Print Preview -3 Copy FR € Help

PR Information |RELRi=) "0 Addresses | Signatures

--Please Select Sort Order-—- = [ View l ’ Fséarrange Line Items
| Ttem# 11?41 Oty.
] |»|0DOL BOWLING PINS / -

v

Search for tems ] | Create Mew Line tem ” Add Attachment ] ’ Add MNote

A second line item is created. Fill in the Item name, Quantity, Unit and Unit Price

[ |»| Ttem# Ttem Qty. Unit Unit Price (USD) Total (USD)
[C] |»|0001 BOWLING FINS = 1|EA - 1,000.00 1,000.00
] |»|0002 BOWLING BALLS =1~ || 1| EA - 85 0.00
Spaulding Super Grip - Blue -
Vendor/Contract: --Please Select-- -
Vendor Mfg #:
Standard Pack:
on Air Force, AIR. FORCE PERSONNEL CENTER, NONAPPROPRIATED FUND PURCHASING DIVISION, POLICY, PROCEDURES & IBPS
Recipient:
SECTION
Cost Center: 0201 - Lanes Operations{ Over 12} GLAC: 7200000 - Supply Expense Edit
=
Total {USD)l 1,000.00

Note that the COST CENTER and GLAC defaults to the previous line. If a different
accounting string is required, select the EDIT button and update accordingly
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Upon saving a PR, line items will collapse and the total will update

PR Pending | History/Links [

#4 Save PR L1 Discard Changes |4 Print Preview -2 Copy PR € Help
PR Information [ L=Rics Y8 Addresses | Signatures

--Please Select Sort Order-- - [ View ] [ Rearrange Line Items
[1 |w| Items# Item Qty. Unit Unit Price (USD) Total (USD)
[T |» {0001 BOWLING PINS 1|EA - 1,000.00 1,000.00
[] |»|0002 Hand Braces 10 EA - 18.50 185.00
[C] |»|o003 Shoes 3| PR = 45.00 135.00

Total (USD) 1,320.00

To expand all line items collectively, select the carat on the blue line next to Item #

vl Ttem#

Item

Qty.

Unit Unit Price (USD)

Total (USD)

1,000.00

1w
-

[[] |+ |o001 BOWLING PINS EA - 1,000.00

Vendor/Contract:

Vendor Mfg #:

Standard Pack:
Recipient: Air Force, AIR COMBAT COMMAND, CANNON AFB, CANNON LANES

185.00

Cost Center: 0201 - Lanes Operations{ Over 12) GLAC: 7200000 - Supply Expense

1%

| |T‘DDDZ ‘ Hand Braces 10 ‘ EA - ‘ 18.50 |

5 Left hand
5 right hand

Vendor/Contract:

Vendor Mfg #: 12343455

Standard Pack:

on Air Force, AIR FORCE PERSONMEL CENTER, NONAPPROPRIATED FUND PURCHASING DIVISION, POLICY, PROCEDURES & IBPS
Recipient: SECTION

Cost Center: 0201 - Lanes Operations{ Over 12) GLAC: 7200000 - Supply Expense

Verify each line item to ensure the proper accounting data string
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To Delete a line item, check the box next to the line item you want to delete. Expand the
APPLY TO CHECKED ITEMS box and select DELETE CHECKED ITEMS

[] |=| Item# Item

1 |»|o0D1 BOWLING PINS =
] |w|0002 Hand Braces =
» (0003 Shoes x

’ Search for Ttems ] ’ Create Mew Line Ttem ] ’ Add Attachment ] [

— - Apply to Checked Tteni®
Vendor/Contract: There are no active Vendor/Contract/Price Lists.

GLAC: --Please Select--

Cost Center: --Please Select-—- -

Apply to Checked Items ]l’ Delete Checked ltems
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To collectively update/change a GLAC and or a COST CENTER for a within a PR,
select all line items by checking the box on the far left of the blue column heading
— row. This will automatically check all line items

PR. Information [REyRic 0 Addresses | Signatures

--Flease Select Sort Order-- - View l [ Rearrange Line Items

—Pp v | Item# Item
M (0001 BOWLING PINS
» | 0002 Hand Braces
» | 0003 Shoes ]
Search for Items l [ Create New Line Item ] I Add Attachment

— - Apply to Checked Items
Vendor/Contract: There are no active Vendor/Contract/Price Lists.

GLAC: --Please Select--

Cost Center: --Please Select-- -

Apply to Checked tems ] ’ Delete Checked tems

1. Expand the Apply to Checked Items Box
2. From the drop-down, select the appropriate GLAC and or Cost Center

3. Select Apply to Checked Items. When the screen refreshes, SAVE the PR
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ADDRESSES TAB
Provides a listing of all addresses associated with the Purchase Request

The Bill To Address is never displayed on the Purchase Request, it is however, displayed

on awards. Exception when the PR is issued to the BSCO it will display on the working
PR.

The Ship To Address is an editable address. If the address is incorrect or needs to be
updated, IBPS Managers are the only ones who can make permanent changes as
necessary to the Ship To address

If line items are selected using the search for items feature the vendor address self-
populates here. Verify the vendor addresses

Manual/open market line item entries require you to enter a vendor address. Select Add

Vendor Address
T

|l Save PR |

PR Information | Line Items (Wil RS0 Signatures

There are no Yendor Addresses to display.

[ Add Vendor Address ]

The Select a Vendor Address pop-up window is displayed
Select a Vendor Address

Click on the Vendor index tab for a vendor list
# ABCDEEFGHIJELMNOPQRERSTUYWIXYZ

OR

Enter the information below to search for a vendor:

Vendor Mame: |

Contract Number:

|

Contact Last Name: |

Contact First Name: |
Zip Code: | |

Cancel
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The most effective method to determine if a vendor exists in the data base is to enter a
vendor name. Partial names always work better. (i.e. Jimmy’s Technology Center can be
located by entering the name JIMMY). Take time to review all like vendors

1. When known, we recommend that you utilize the CONTRACT NUMBER feature.
Enter the contract #, and then click on SEARCH. Very effective for requests where
items are available against an NPA, EPP or GSA contract

2. If entered into the database, results by Contact (POC) can be useful. Search by
contact Last and or First Name

3. Although the ability exists to locate a vendor by selecting a letter from the Vendor
Index, this feature is the least recommended way to search; it displays all vendors
that begin with that letter

4. Scroll through the listed vendors and select on the vendor link. For the example
below, we’ve entered the name “Joyce”, and selected Search. All vendors meeting
the criteria are listed.

Enter the information below to search for a vendor:

Vendor Name: |Joyce
Contract Mumber;

Contact Last Mame:

Contact First Mame:
Zip Code:
Search Results:

Joyce Sporting goods

Cancel

Select the vendor link
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A pop up with the available addresses opens. Select the applicable vendor address link

Select a Yendor Address

Select an address below or dick Cancel to dose this window,

Available Addresses:

Joyce Sporting Goods
123 Geko Street
San Antonio, TX 87532

Joyce Cambell
Voice: 210-654-3210

The vendor is added to the Addresses tab

[] [»| vendor Additi
] |»| Joyee Sporting Goods
Select Another Address for Joyce Sporting Goods \
Name:
Addressl:
Addressa These
ressd:
> boxes are
Address3: READ
) ONLY
City: State: Zip:
Country:
J
Comments: 0o yOT enter Social Security Mumbers
DO MOT enter Account Information
DO WOT enter Privacy Act Information
Contacts: First Name Last Hame Email
Joyce Cambell
Telephone 1: |210-654-3210 Ext Type | Voice »
Telephone 2: Ext Type | Voice

SAVE your PR

Before you select the Signature Tab, take a moment to VERIFY the information entered in
all TABs
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SIGNING THE PR

At this point, a signature only signifies that there is a need for the requested items

Select the SIGNATURES TAB

PR Pending | Histary Links

H Save PR [Djscard Ehanaes | BlintFreview | EapER | & Help

PR Information | Line Items | Addresses |yl =

Click the Sign butkon o Sign and rouke your PR or click the Route button on the kool bar above to Rioute wour PR withouk a signatur

There are no Signatures to displar,

Sign PR |\
If all information is correct, Sl R by selecting SIGN PR button. Upon signing the
PR a record of your signature, date and time~s-digitally recorded in History/Links

Upon signing, the ROUTE (send) the PR to the Approving Official — Normally your activity
manager. If you are the activity manager you may requisition and approve the PR.

The following SIGN and Route screen is displayed

Sign & Route

Ls

Search by name:

Firsk Marme: I IEPS - DIRECTORATE OF MAF PURCHASIMNG

Lask Mame: |

OR

Search by OU: Search |

Select an OU below:

" Bob Jones -IBP.RKSDHLE AFE - AIR COMBAT COMMARND

all Services

il

apply | Zancel

To route a PR to the next level (approver), radio select that members name if available.
Names displayed on your screen are your PRIMARY and ALTERNATE routes as set up in
your user profile, (Manage, My Profile)

If the name of the person to whom you want to route the PR is not listed, type their FIRST
NAME and/or LAST NAME and select SEARCH. If that individual has access to IBPS,
their name populates onto the screen. Radio select the name and APPLY
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Sign & Route Dialog Box is displayed

- Subject box is editable as needed

- Type the desired message to the recipient
- Select APPLY

Sign & Route

To: stephen.reynolds@randalph, af  mil

Subject: |Bob Jones has routed a PR Eo vou

Message:
Bob Jones has routed PR # PR Pending - Furniture For MAF Accounting Office to wou,
Click this link ko open the PR
Request, approval of the PR ;I -
-
Apply Zancel

A pop-up is displayed - Select OK

L] "_-. Dacument was successfully rouked,
[

Screen refreshes to the PR LISTING SCREEN

The PR is now being held by the individual you selected, awaiting APPROVAL and/or
CERTIFICATION. Unless you routed it to yourself you DO NOT hold the PR
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APPROVAL AND CERTIFICATION

Depending on the individual's realm of influence (profile settings), only those authorized to
approve and certify are able to view the following screen shots

The person, to whom the PR is routed to, receives an e-mail notifying them a PR is
awaiting their action. The receiver of the email can select the PR LINK on the notification

message

Fram: MNEWLSER@DAFNAFPC, COM

To: skephen.reyvnoldsi@agency, afsy, af . mil
o

Subject:  MEW USER has routed a PR ko wou

MEW TITZEE. has routed PE # PE Pending - Test the PE Section to vowm.
Clicle this hnk to open the PE: hitpsdibp straining. afhafpo. afsv.netPESTEDetail aspx?idPE=511

Pleaze review the Attached PR and ensure it 1z forwarded for Approval and Certification

If the member is logged in to IBPS the system will open the PR. If the member is not
logged into IBPS, they are required to log-on to IBPS

APPROVER (Usually the Activity Manager or Flight Chief)

Activity managers have rights to create, and approve PR’s. Other delegations are
provided by the NAF IBPS Manager

If not using the link noted above, locate PR’s by selecting PR’s held by me in the Pending
Status and selects SEARCH

PR Criteria: |PRs held by me w
PR Status: |Pending v

Search

A list of PR’s meeting selected criteria is displayed. Select the link to open desired PR.
Review contents for accuracy on each tab (PR Information, Line Items, and Addresses)

PR Pending | HistorsyLinks

H Save PR FA Discard Changes | =l Prink Preview | S3Copy PR | @) Help

LS OIE N ELG W Line Tkems | Addresses | Signatures

When review is completed, select the SIGNATURES tab

Conversion rates can be updated on this screen and will display when a foreign currency
was selected on the Line Items tab. The currency conversion should be changed
according to local procedures set forth at your installation. Currency exchange rates
affecting all activities are made by your local IBPS Manager
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|5 Save PR |7 Discard Changes

PR Information | Line Items | Addresses |R=Tilibleilges

Click the Unsign or Approve or Approve and Certify or Certify or Deny button to
Unsign or Approve or Approve and Certify or Certify or Deny and route vour PR or click
the Route button on the tool bar above to Route your PR without a signature.

PR Pending | History/Links

[ =4 Print Preview —4 Copy PR (7

Official Name Official Date
Requisitioner: Stephen Reynolds 03/28/2011
Approved Amount (USD): 5.70
uspD JPY

0.01085658451851

1

Currency Rate:

1

92.1100000000000

NOTE: Changing the Currency Rate could recalculate the
Certified Amount.

The Approver has two options

1. Make any necessary adjustments to the Cost Center SAVE and/or GLAC, click

SAVE and Approve the PR

OR

2. Deny the PR — Used to initiate corrections by the requestor or completely deny the
request. Denying a PR will allow you to route it back to the originator without losing
the data. If denied for corrections the Requisitioner has the ability to un-sign the
PR, make the corrections, re-sign and re-route (as appropriate) the PR back to the
approver. If this request is not required/needed and is still in the Denied state un-

sign the PR and DELETE the PR

If APPROVED, the Approving official selects APPROVE PR and the following is generated
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Approve & Route

Search by name:

' Stephen Reynolds - POLICY, PROCEDURES, TRMG &
First Mame: | IEPS - DIRECTORATE OF MAF PURCHASING

Lask Mare: |
- Joyce Caso - BARKSDALE MAF COMTRACTING OFFICE

Search | - BARKSDALE AFE

OR

Search by OU: Search |

Select an OU below:

all Services

| | b
) Cancel |

Select the individual to whom this is routed to for CERTIFICATION (Normally the Resource
Manager (RM)) by selecting the appropriate Radio Select Button. If the individual is not
displayed, search for them by name or OU, then radio select and APPLY

Complete the e-mail message sent to the recipient

Approve & Route

|»

To: stephen.reynolds@randolph, af . mil

Subject: |Jo3-'|:e Zaso has routed a PR ko you

Message:

Jovyee Casa has routed PR # PR Pending - Furniture for NAF Accounting Office ko you,
Click this link to open the PR

PR is approved, request certification of funds, ;l

Apply | Cancel |

The person to whom the PR is routed to receives an e-mail notifying them that a PR is
awaiting their action

Page 30 of 67



CERTIFIER

If not using the link from the e-mail, you may locate a PR by selecting the following criteria
and Status, then select SEARCH

PR Criteria: | PRz held by me w

PR’s meeting the selected criteria are displayed on the PR listing screen, select the
appropriate link to the PR to open it. Review contents in each tab for accuracy. Make any
necessary corrections to the accounting data, and SAVE. All other type corrections require
the PR to be Denied (see below)

PR Pending | History Links

H Save PR FA Discard Changes | (= Print Previews | 52 Copy PR | @ Help

PR Information |SEENEE B REEE AN S g =

Select the SIGNATURES tab

An RM has the ability to increase or decrease the certified amount in addition the Certifier has
two options

1. Certify the PR and route to the member who will ISSUE the PR (Contracting
Officer or Purchasing Agent)

OR
2. Deny the PR — Route to the requisitioner for update/changes/deletion
e s I
|5 Save PR 4 Discard Changes | 4 Print Preview 3 Copy PR N

PR Information | Line Items | Addresses |E=liliriailf=

Click the Unsign or Certify or Deny button to Unsign or Certify or Deny and route your
PR or click the Route button on the tool bar above to Route yvour PR without a signature.

Official Name Official Date
Requisitioner: Stephen Reynolds 03/28/2011
Approver: Stephen Reynolds 03/28/2011
uspD JPY
0.01085658451851 | = 1

Currency Rate: 1 = | 92.1100000000000

NOTE: Changing the Currency Rate could recalculate the
Certified Amount.

Certified Amount (USD): 5.70

Unsign PR ” Certify PR H Deny PR ]

Page 31 of 67



Once the PR is certified, the screen refreshes to the following: Certifier should enter an
appropriate note and select APPLY

Certify & Route

Please enter a note or reason.

FS
PR 15 APPROYED AMD CERTIFIED, PLEASE PROCEED WITH PURCHASE]

=
| B
Apply | Cancel |
Search for and select the member (Contracting Officer) to whom the PR will be routed to
and select APPLY

Certify & Route

Search by name:

Purchase

Y
Search Results:
First Marne: I
. c ; _
Last Name: IJONES EDITH HOLLINS-JOMES - HO USAFEfALSRC - HO
USAFE
' Jimmy Jones - HQ USAFE/A7SFA - HO USAFE
oR ' earnest jones - BLISINESS OPERATIONS FLIGHT -
RAMSTEIM AE
Search by OU: Search | F Bob Jones - BARKSDALE AFE - AIR COMBAT
MM vI
4| | »
Spply | Zancel |
Complete the email notification and APPLY
3 IBPS 4 -- Web Page Dialog X
Certify & Route
il
To: MEWLSER@AFMNAFPO,COM —
Subject: |Stephen Feynolds has rouked a PR to you
Message:

Stephen Reynolds has routed PR # PR, Pending - Test the PR Seckion to you,
Click this link to open the PR

E

-

Cancel |

Apply |
Pop-up screen is displayed
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L] E Document was successiully routed.
L

SELECT OK

Purchase Request has been:
1. Requested — Activity — signed and routed to the APPROVER
2. Approved — Activity Manager — signed and routed to the Certifier
3. Certified — Funds Custodian — signed and routed to the Contracting Officer
All three signatures are included in the History Links

The PR is still in a PENDING status
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ADDITIONAL FUNDS (ADD FUNDS) — After initial certification
Use this same guidance to de-obligate funds

Request Additional Funds

Additional funds are requested for a PR in a Working or Awarded status and require the
same approval and certifications as the original PR. Additional funds can be requested by
any member having access to the Organizational Unit for whom the PR is being processed

Locate the PR you wish to add funds to
- User must hold the PAD to initiate the Add Funds process
- At the PRE AWARD tab, select the ADD FUNDS tab

ASYCFA 10036 | Pre-Award | Hiskary fLinks

S P [isEatd GhANEES | =4 print Preview | =rCopy PAD Suspend FAD Add ko Project | @) Help

PAD Information | Line Items | Addresses [EGGEZTHTES

- Fill in the additional funds requested ($ Amount) in the Requested Amount Box and
select the Request Funds button

/

R O A T = | Add Funds

If you are the Byyver and not the Requisitioner of the PR, route the PR to the Requisitionar to begin the
&dld Funds protess. Ensureinthe e-mail note to provide pertinent information about the funds needed.
(i.e. amount, frhatline items are impacted, new unit pricas, etc)

anuesttdfmunt (usp): [100.00

Request Funds
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The Request Funds & Route box appears — The requestor of the additional funds enters a
note documenting the need for the additional funds. Be specific of why the additional funds
are required, and specify the line items(s) involved with the additional funds. Select the
proper individual (Approver/Certifier) and select APPLY

Request Funds & Route

Please enter a note or reason.

| Additional funds for line item 0001 due to incorporating logo

=
Search by name:
T Joyce Caso - POLICY, PROCEDURES, TRNG &
NaF;:::? IBPS - DIRECTORATE OF NAF PURCHASING
Last
Mame: " stephen Reynolds - POLICY, PROCEDURES,
cearch TRMNG & IBPS - DIRECTORATE OF MAF PURCHASING

A second Request Funds & Route box appears. Type your e-mail message directed to the
next level (approver) and APPLY

Request Funds & Route

To: stephen.reynolds@here.af. mil
Subject: |Stephen Reynolds has routed a PR to you

Message:

Stephen Reynolds has routed PR # ASVCFZ 160154 - Office Furnishings @ Elmo Club to you.
Click this link to open the PR

Eill, this request is submitted for vour approval of £100 of additional funds|

[ apply ] [ Zancel

A pop-up is displayed- DOCUMENT SUCCESSFULLY ROUTED

Select OK

L] "_n.‘ Docurnent was successiully routed.
L]

PR has been routed to the individual selected
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APPROVE or APPROVE/CERTIFY Additional funds
If receive an e-mail notification for the request of additional funds, click the link to the PR,

or locate the PR from the PR Listing Screen. At this stage the PR is either in a Working or
Awarded status

Only those individuals having authority to Approve /Certify Funds see the following screen.
If you are only an approver you will only see the APPROVE Funds button

Select the ADD FUNDS tab

Verify the requested amount, edit as needed and select the appropriate button.

If only Approving, enter a note, select the person to certify funds, then click the Apply button.
If Approving and Certifying or if Denying, enter a note, select the Buyer, then dlick the Apply
button.

Approved Amount (USD): |100.00

Approve Funds | Deny Funds

— 4 Add Funds by Proxy

Official Name Official Date (MM} DD/ ¥YYY) Amount (USD) —]
Approved: Select on __j

Apply Proxy Information |

- Verify the amount (if desired) to be approved, edit as needed
- Click the appropriate button for action desired:

- Approved amount - Select the APPROVE FUNDS button, and route the PR to
the certifier

- Approve and Certify Funds If you are the Approver and Certifier you may
accomplish both steps simultaneously by selecting the Approve and Certify
Funds button then route the PR to the NAF CO

- Deny Funds — Will require you to enter a note and the add funds process will
stop with no additional funds added. If either the Approver or Certifier denies the
funds, route the PR back to the Buyer/Contracting Officer/Purchasing Agent for
appropriate action
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FUNDS CERTIFICATION

If you receive an e-mail notification for the request of additional funds, click the link to the
PR, or locate the PR from the PR Listing Screen

- Verify the amount to be certified, edit as needed
Click the appropriate button for action desired:

- Certify Funds - If you are the certifier and the additional funds have been
approved, you will only see the Certification button

- Deny Funds — Will require you to enter a note and the add funds process will
stop with no additional funds added.

PAD Information | Line Items | LGGEEEEEES | Add Funds

Verify the additional funds, edit as needed and either Certify Funds or Deny Funds by
clicking the appropriate button.
Enter a note, select the Buyer, then click the Apply button.

Certified Amount (USD): [100.00

Certify Funds | Deny Funds I

Once certified, a dialog box appears. Enter appropriate notes and select the Contracting
Officer/Purchasing Agent (CO/PA) you will route the PR to. Next is an e-mail prompt. Type
an e-mail message directed to the CO/PA. E-mail is sent to the person selected — screen
will refresh to PR listing screen. The CO/PA will receive the e-mail message and proceed
with appropriate actions

Page 37 of 67



Section I1

Locate Call Register from Contract
Create a Call
Credits
Update a Call

Locate a Call using the tool bar

Call Register Reports
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Locating a call reqgister from the main Tool Bar

A (one) BPA/BDO call register is automatically created upon the creation of a BPA and or
BDO. The call register will be shared by those activities identified by the NAF CO. The NAF
CO must grant access to pertinent activities and MUST provide the vendor and each
authorized activity with a Call Delegation letter

Locating a call from the main Tool Bar
To find the Register, from the toolbar select:

- PURCHASE
- CALL REGISTERS

I Purchase

Purchase Requests

| all Registers |

- Those call registers you have access to are displayed. Listing is also determined by
the search criteria set by you in the Search area, expand the Search area by
clicking on the word Search

—

Search “

OR
Vendor: Al Vendors
Find... | Clear
Contract Status: Active -
. Al Statuses
Hierarchy: _ .
¥* | pendin Selecting the Contract Status drop
E&k . down menu will display the different
Locke statuss a call register may be in.
| Search Closed

A

Select the ACTIVE status, then the
SEARCH box
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Permanently set your search criteria to all registers you have access to in the active status
by selecting the REMEMBER SETTINGS button on the top of your screen. Adapt and
adjust your settings as needed

Call Registers

2T FaLirs [Bec (S50 ] 7 Remember Settings | Log Out

Call Registers

Creating the call

- Obtain all necessary information before beginning
o Deliver By date
o What are you ordering
0 Quantity to be ordered
0 Unit Price of items

Once the correct register is identified, select the VENDOR NAME link

Currently viewing 1 through 10 of 29 total.
Vendor Contract #  Activity  Cost Center FEffective Expiration # of Calls Status
v

Sodexo F41993-13-0-0008 09/12/2013 05/25/2015 14 Active
Management, Inc.

CLUB CAR INC. F41999-13-0-0007 08/29/2013 01/01/2014 6 Active
Trademark Buiding ~ F41999-13-0-0005 08/26/2013 03/19/2014 7 Active
Services

Screen will re-populate to the CALLS LIST tab. All calls for which you have access to are
displayed/listed on your screen - select the CREATE CALL button

Status: Activ s Vendor: GEAR FOR SPORTS, INC,

Call Register Detail

FEE R REEtEE __] Log Out

Call Register | Calls List | Repgge’| History/Links

calls

] Create Call &) Help

call # Call Date #of Line tems  Amount (USD) Status
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a. Call #is Pending, and will remain pending until you SIGN the call. Calls
should not remain in a pending status. The call number generated by IBPS
MUST be provided to the vendor when placing the call. Include the
BPA/BDO award number with the call number

b. Remember, only one call register for use by authorized activities will be
created for each BPA/BDO

c. Date of call defaults to the current date. Date the call is placed may NOT be
a date in the future. DO NOT BACK DATE except as authorized by Accounts
Payable

d. Deliver by date - must be today or in the future. It cannot be before today’s
date

*—> Jlcall #Pending | Updated Call | Receiving | History/Links _

. Save call 4 Discard Changes & Help

=1 BN L Y Line tems | Addresses | Signatures

Please review the information below and change as needed.

CALL

Date of Call: ||35,f23,fzt|14 | | (MM/DD/vvvY)

Delfiver By: [05/30/2014 | 24 (Mm/pD YY)

Payment Terms: NET 15 DAYS

Delivery Terms:
FOB: FOB Destination
Shipping Instructions:

e. The following are hard-coded and cannot be changed - derived from the
parent contract
B Payment terms
B Delivery terms
m FOB
B Shipping Instructions
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To add items, select the Line Items Tab then the Create New Line ltem button

Ensure you know
a. What you are ordering
b. Quantity to be ordered
c. Prices of your goods. Obtained from the approved price list if using a PRE-
PRICED BPA or a BDO

Call #Pending | Updated Call | Receiving | History/Links

7 save call 24 Discard Changes &) Help

Call Info |WET=Ric= =@l Addresses | Signatures

| --Please Select Sort Order-- V‘ ‘ View ‘ | Rearrange Line ltems
There are no items to disolav.
¢ Ttem# Item Qty. Unit Unit Price Total
Total (USD) 0.00
| Search for Items | ‘ Create New Line Item | | Add Note | | Delete Checked Ttems
e Save call 14 Discard Changes @ Help

Call Info |WEERiT=VCll Addresses | Signatures

| --Please Select Sort Order-- V‘ | View | | Rearrange Line tems |
»  Item# Item Qty. Unit Unit Price Total
] |»|ooo1 | [Foop = |1 |- [svv] [2,000 usD 0.00 USD)

Ext. Description:
USED TO ENTER AN EXPANDED DESCRIFTION OF

GOODS OR SERVICES.

Vendor Mfg #: |ENTER IF KNOWN X

Minimum Purchase:
Standard Pack:
Recipient:
Shipping Address:
Cost Center: * GLAC: *

Total (USD) 0.00

| Search for tems | | Create New Line Itemn | | Add Note ‘ ‘ Delete Checked tems |

- Enter the Iltem Name, Quantity, Unit of Issue and Unit Price

B Recommend entering a Quantity of 1, Unit of SV and the total estimated
amount of the line item for the specific Cost Center or GLAC. This is an
efficient way to process the call and the award data doesn’t display on your
General Ledger. The General Ledger is populated from the receiving report
where the Unit Price can be adjusted. Entering the line item this way will
minimize the need to update a Call. Calls would be updated only if the
amount was more than initially entered

- Enter an extended description as needed
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- One line item should be created for each separate Cost Center and/or GLAC
Establish the Activity, Cost Center and GLAC the line item is for

If you have access to only one Activity, the Recipient and Shipping Address are pre-
populated as seen here, otherwise you must select the Recipient (Activity)

Recipient: Air Force, UNITED STATES AIR FORCES IM EUROPE, RAMSTEIN AB, RAMSTEIN WOODLAWN GOLF COURSE
Shipping Address: 86 FSS/FSBG | WOODLAWMN GOLF COURSE | APO, AE 09094-3240
Cost Center: * GLAC: * Edit
Total ( 0.00

- Use the edit button to establish the Cost Center and GLAC fields /

- If a desired selection isn’t available, stop and contact your local IBPS Manager

If you have access to multiple activities (e.g. Flight Chief) you must select the Edit button
for the Recipient, then the Shipping Address and lastly the Cost Center and GLAC for the

appropriate Activity for whom the call is being created for

If the correct activity is not displayed the IBPS manager must provide access to the activity
by updating the users profile

Select an OU below:

El all services
El air Force
E} UNITED STATES AIR FORCES IN EUROPE
El ramsTEmN AB
CHILI'S
IR ROCKERS
MACARONI GRILL
FAMSTEIN ENLISTED CLUB
RAMSTEIN OFFICER'S CLUB

Apply Cancel I

In this case, | have access to those activities listed above, and the call is for Ramstein
Officer’'s Club

Recipient: Air Force, UNITED STATES AIR FORCES IN EUROPE, RAMSTEIN AB, RAMSTEIN OFFICER'S CLUB Edit

ShiPPiﬂgMdVBSSZ* I N I IS S S EEE IS IS S e s . .. >

Cost Center: * GLAC: *
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Update the Shipping Address by selecting the EDIT button and select the applicable SHIP
TO address

SELECT SHIP TO INFORMATION

Select an address below or click Cancel to close this window.
Available Addresses:

86 FS5/FSBBR

RAMSTEIN BOWLING CENTER
UNIT 3240 BOX 535

APO . AE 09094

86 FSS/FSBBR

RAMSTEIN BOWLING CENTER
GEB. 2139
6877 RAMSTEIN-FLUGPLATZ

Select the EDIT button to enter the applicable COST CENTER and GLAC

Recipient: Air Force, UNITED STATES AIR FORCES IN EUROPE, RAMSTEIN AB, RAMSTEIN OFFICER'S CLUB Edit
Shipping Address: * dit

Cost Center: * GLAC: *
I [ I [ I [ I [ I [ I [ I [ *

SELECT ACCOUNTING INFORMATION

Air Force, UNITED STATES AIR FORCES IN EUROPE, RAMSTEIN AB,
RAMSTEIN OFFICER'S CLUB
Cost Center

—Please Select-—- V|
GLAC
—Please Select-—- v|

Enter additional line items as necessary. One line should be created for each separate
Activity, if the user has access to multiple activities, Cost Center and/or GLAC

Page 44 of 67



[] = ooot | [Foob FOR CLUB | [1 | [sv v [2,000.00 uso 2,000.00 USD

Ext. Description:
USED TO ENTER AN EXPANDED DESCRIPTION OF GOODS OR SERVICES.

Vendor Mfg #[[ENTER IF KNOWH |

Minimum Purchase:

Standard Pack:

Recipient: Air Force, UNITED STATES AIR FORCES IN EUROPE, RAMSTEIN AB, RAMSTEIN OFFICER'S CLUB

Shipping Address: 86 FSS/FSEMO, RAMSTEIN OFFICERS CLUB | BLDG. 302 | APO, AE 09094-3240

Cost Center: 2202-RF - 0'Club Dining Room GLAC: 4010000-Purchases

[] » ooz SUPPLIES FOR CHILI'S | 12 | [sv v [500.00 USD 500.00 USD
Ext. Description:

Minimum Purchase:

Standard Pack:
Recipient: Air Force, UNITED STATES AIR FORCES IN EUROPE, RAMSTEIN AB, CHILI'S
Shipping Address: 86 FSS/FSBME | CHILI'S | APO, AE 09094-3240
Cost Center: 2770-Chili's Dining Room GLAC: 7200000-Supply Expense
Total (USD) 2,500.00
‘ Search for tems | | Create New Line Ttem | ‘ Add Note | | Delete Checked Ttems |
- -
~—

To add a new line item, select CREATE NEW LINE ITEM button

Subsequent (additional) line items will default to the previous line items line of accounting —
MAKE THE NECESSARY EDITS by selecting the EDIT buttons

After all your line items have been entered, SAVE the call and review each tab for
accuracy

Select the ADDRESSES tab
- A separate ship to address will be listed for each Recipient selected at the line item
level, confirm their accuracy. The Ship To address information must be provided to
the vendor at time call is placed

Call Info | Line tems |WLNLE-==C01 Signatures

» Ship To
» | 86 FS5/FSEME

» | 86 FS5/FSBMO, RAMSTEIN OFFICERS CLUB

Select the SIGNATURES tab, note the call is still PENDING
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[call #Pending | Updated Call | Receiving | History/Links [ |

7 Save Call -4 Discard Changes @ Help

Call Info | Line tems | Addresses [EESCiLETalle=s

There are no signatures for this Call.

— - Sign Call -

To insert a manual call number use the Sign Call by Proxy area

Entering a manual number will
impact all users utilizing the
Call Register. DO NOT

Notes: manually number a call unless
authorized by your NAF CO

Call # |Pending

Sign Call

— - Sign Call by Proxy -

Call #: |Pending

Name: Find

Notes:

Apply Proxy Information

When you select the SIGN CALL BUTTON, the following dialog box appears.

NOTE: IBPS is not programmed to compare the call amount to a funded PR amount, if
applicable. The activity must manually ensure they don’t exceed their authorized budgets
Read and understand what you are selecting

"-I Ivalidate that funds are available for this calll

Yes Mo

Page 46 of 67



If you select YES, IBPS will automatically generate the call number, unless one was
entered manually. YOU MUST PROVIDE this number along with the BPA/BDO contract
number to the vendor at the time you place the call. The vendor must reference this
number on the invoice provided to AFSFMS. If you select NO, the call will remain pending

In this case, the call # is 0001 (see below)

Call Detail Status: Issued Vendor: ARE Food Corporation

(@) Return 4 Cancel  Log Out

Call #0001 | Updated Call | Receiving | History/Links

Available Reports: | Summary Report V” View |

] Create Receiving Report

Summary Report

There are no signed receiving reports for this Call

Selecting the HISTORY/LINKS tab will allow you to track action history, view related
documents (PR’s/Awards) and add Invoice Files or notes by selecting the applicable button

[
Call #0001 | Updated Call | Receiving | History/Links
4 Print @ Help

Action History | Related Documents ([T e =Y 50

There are no memos to display.

Add Attachment Add Note
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Credits, Returns, or Refunds

Do not enter a negative quantity or negative unit price as you cannot purchase a negative
guantity or amount. Doing so will cause the line item not to interface to AFSFMS.

Instead, in the description box of the line item enter “Refund”, “Return”, “Trade-In", or
“Discount” followed by the total dollar value (for example: Keg Return ($50.00)). In the
Quantity box enter “1”, Unit box enter EA and in the Unit price box enter “0.00”. Example

below:

Ensure you select the proper line of accounting using the EDIT buttons

Example of a negative line item entry within IBPS displayed in the box below

‘r ‘uuuz ‘ Deposit ($50.00) =< | B | BA ¥ * 0.00 USD‘ 0.00 USD
Ext. Description:
Enter a detailed description of what your ftem is and 3 $ amount in parenthesis
Vendor Mfg #:
Minimum Purchase:
Standard Pack:
Recipient: Air Force, AIR MOBILITY COMMAND, FAIRCHILD AFB, CLUB FAIRCHILD Edit|
Shipping Address: 92 FS5/FSRMC | 1010 Survival Loop Road, Bldg 1257 | FAIRCHILD AFB, WA 99011 ﬁ
Cost Center: 2201-Club Admin GLAC: 1300000-Prepaid Supplies Edit]

Save and sign the call when all actions have been verified
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Updating a Call

Occasionally, calls need to be adjusted due to price adjustment, discounts or you received
more than the original call. First, ensure there isn’t a pending receiving report by selecting
the Receiving tab. If the create receiving report button isn’t available, locate the pending
receiving report and delete it. Return to the Updated Call tab

Update, and SIGN the updated call before initiating receiving actions. Select the
affected call # then the UPDATED CALL TAB

Call #0001 | Updated Call | Receiving | History/Links

s Save call 4 Discard Changes @) Help
Call Info |WERiS "l Addresses | Signatures
| --Please Select Sort Order-- V| | View | | Rearrange Line tems |
[] » Item# Item Qty. Unit Unit Price Total
] »looo1  |[Fooo For cLus | |1 [[sv v 2200.00 X |usD 2,000.00 USD
Received:| 1 0.00 0.00
[] w0002  ||SUPPLIES FOR CHLIS | |1 |[5v~ 500.00 usp 500.00 USD
Received:| 1 0.00 0.00
Total (USD) 2,500.00
| Search for Items | | Create New Line tem | | Add Note | | Delete Checked tems |

Make necessary changes, and select SAVE CALL. In the example above, we changed
the unit price from $2,000 to $2,200. Once it's saved the total will update, see below.

[] » TIem# Ttem Qty- Unit Unit Price Total
(] |»|ooo1  |[Foop For cLus | | 1 || B 2,200.00 usD 2,200.00 USD
Received:| 1 0.00 0.00
[] |» 0002  ||SUPPLIES FOR CHILTS | | 1 || B 500.00 USD 500.00 USD
Received:| 1 0.00 0.00
Total (USD) 2,700.00

Select the Signatures Tab and enter appropriate notes, SAVE the call and sign the
updated call. Data interfaces with AFSFMS. All actions are recorded in History/Links.

NOTE: If adding additional funds to the call, you manually must assure the funds are
available on your budget.

***** Due to constraints in the financial system — PLEAES WAIT at least 15 minutes prior to
conducting the next step *****

- Return to the receiving tab, and select CREATE RECEIVING REPORT (see next
chapter). All UPDATED items are reflected on the Receiving Report. If the updated data
isn't displayed, delete the pending receiving report and then verify that the updated call
was signed. Return to the Receiving tab and select Create Receiving Report
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CALL REGISTER REPORTS

You can create Call Register reports using the Reports tab within the Call Register area.
Open the register and select the REPORTS TAB

all Reqister | Calls Lisk | Reports | History iLinks

Available Reports: I -Please Select- ;I Yiew I

Brint: | | Create Report |
A

Call Register Report |

To create a monthly report, select the Create Report button

Expand the Search area, if applicable
1. Using the drop down select the desired month and then the View button

OR

2. Enter Start and End Dates using the Calendar icons or enter the dates in manually
and click the View button. You must enter dates into each field or the system will
prompt you to do so

Call Register Report

—Search

Month: |October, 2007 =]
'-.-'iewl

113

Start Date: | il (MM7DD; YYYY) *

End Date: | | (MM/DD; Y¥YY) *

Wigw |

The call information for the month selected is displayed on the screen or, if no information
exists, a message stating “No calls are available for the reporting period” is displayed

For call information displayed, you can sign the report
To sign the report:
1. Select the Yes or No ‘Revised’ radio button. Default is set to ‘N0’
2. Enter a note in the ‘Notes’ field if desired
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3. Select the Sign Report button

- Sign Repork -

Revised: " vyes % o

Motes:

Save Report | Sign Repark |

4. The report is now available for viewing in the “Available Reports” drop-down list

To sign the report by Proxy, expand the box
- %2ign Report by Proxy -

Revised: " ye: % g

NAFI Official: * Findl

Date Signed: | i (MM DD YYYY) ¢

MNotes:

Apply Procey Information |

1. Select the Yes or No ‘Revised’ radio button. The default is set to ‘No’

2. Click the Find button to search for the name of the individual who report is created

for

3. The ‘Select an Employee’ pop-up window opens with your Primary and Alternate
Route users in the search results and two options to search for other users in the
system through Name and OU tree views

4. Using any of these options, select the name of the person and click the Apply

button or click the Cancel button to cancel the action and return to the Reports tab

5. If the Apply button was clicked, the person’s nhame is populated in the
corresponding field

6. Use the Date icon to enter a date in the ‘Date Signed’ field, you may also enter a
date manually but ensure the date is in the format of MM/DD/YYYY

7. If desired, enter a note in the ‘Notes’ field

8. Click the Apply Proxy Information button

Page 51 of 67



9. The report is now available for viewing in the Available Reports drop-down list

Once the report has been signed, you may print the report.

To print a report:
1. Open the report by selecting it in the ‘Available Reports’ drop-down list

2. When the report displays, click the Print button

3. A printable call report form will be displayed in a pop-up window to be printed
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Section IT1

Create a Recetving Report
Partial Receiving
Final Receiving
Print a Receiving Report

History Links

Memo for Record
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RECEIVING AGAINST AWARDS

As items are physically received for Purchase Orders, Delivery Orders, Contracts, and
BPA/BDO Calls, receipt in IBPS is required

Note: Users provided Receiving Authority (set by the respective IBPS Managers) and
assigned to the activity (NAFI/OU) for which the Awarded Document is created will have
the see that RECEIVING BUTTON is activated

It is NOT necessary for a member to hold the award to receive against it, however;
the user must have Receiving Authority and have access for the activity for which
the awarded document is created

If the CREATE receiving button is greyed out this is an indication that either you do not
have the proper rights to receive against the award (contact your IBPS manager), or there
is an unsigned report pending

If you are a Receiver, and the Award is in the COMPLETED or CLOSED status, the
Receiving page is read-only

IT IS CRITICAL receiving be accomplished in IBPS within one business date of the
items/services being received

Creating a Receiving Report

Locate and open the award you are receiving against, and select the Receiving Tab
Summary Report screen is displayed. The screen reflects a summary of all receiving to
date. Selecting Available Reports from the drop down displays all previous receiving done
in IBPS (if any). To view/print a previous report, select it and then select VIEW and print
ICON

Crder #BARK-F-07POO0Z | Maods | Updated Order | Receiving | History Links

Available Reports: [Summary Report L vew |

SSummary Repork
BARESDALE MAF CDNTRACTING QOFFICE #1

Saye Heceiing Bep | | Create Receiving Repart

Summary Report |

Receiving Report Number: Summary Report
Today's Date: 9/19)2007

Item# |Mfg & Item Qty |U/T |Unit Price {USD}|Total {USD)| GLAC

0001 Item: Chairs - Mediterannian | 4|EA 80.00 320007230000
Received| 4 320.00

0002 Ttem: Chair Assembly NED 30,00 30,00 | 7230000
Received| 0 0.00

Total Received (USD): 320.00
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To create a Receiving Report, select the Create Receiving Report button. Take the time to
review the Summary Report to determine what has or has not been received before
selecting the Create Receiving Report button

Crder #BARK-F-07PO00Z | Mods | Updated Crder | Receivi Histarw Links
Available Reports: | surmmary Report = | Yigw |
Saye Heceliving Remort iscard Ehanges | Erimit: | ] Create Receiving Repar

Summary Report |

Receiving Report Number: Summary Repaort

Today's Date: 2192007

Item# |Mfg # Item Qty |U/T|Unit Price {USD) |Total {USD)| GLAC
o001 Item: Chairs - Mediterannian | 4 [EA 50.00 320.001 7230000
Received| 0 0.00
o0z Item: Chair Assembly 1|3 30,00 30,00 | 7230000
Received| 0O 0.00
Total Received (USD): 0.00

If this button is grayed out, it indicates either the award is closed, cancelled or there is a
pending receiving report that hasn’t been signed, or finally you do not have access to this
ou

When the pending receiving report opens the Qty defaults to the remaining quantity
to be received if the Unit of Issue (U/l) is other than SV

If the Unit of Issue (U/l) is SV the quantity should ALWAYS be 1. You will receive
incrementally on the Unit Price (dollar amount)
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L‘l-‘ Save Receiving Repork

Discard Ghangess | =4 Prink | Greate Beceiving Repatt

Order #EARE-F-07P0002 | Mods | Updated Order | Receiving | History/Links

Receiving Report |

Expanded view of Order

— Order Info

Payment Terms:
NTE Amounk:
Delivery Motes:
Yendor:
Effective Date:
Deliver By:

FOB:

P
<

Information

GOWERMNMERNT PURZHASE CARD
350,00

M

Sktephens Furniture

09172007

09/28/2007

FOE Destination

. - The Receiving Report Number field is

— Receiving Report Info — free form; however, the system generates
Receiving Report umber: [1 “« a sequential default number beginning
Invoice Humber: | - with one (1)
Date Recerved: [mmmne | Eemmoney — - ENter the Invoice Number/Delivery ticket

number, if available

Receiver: Anks Buck, Supervisory Purchasim ent
~ - Create receiving reports on the ACTUAL
Statust () Final () Partial (NOTE: If final is select date received — DO NOT BACK DATE

your receiving

rtial.}

a. The Receivers name defaults to the logged in user. If you were not the receiver,
select FIND, locate the actual receiver (MUST have an IBPS account), radio select
the member and APPLY. Screen will refresh with the selected name

b. Radio select: Partial or Final. If additional receiving is required on the award, select
Partial. NOTE that the QTY or Unit Price displaying is the total left to be received,
update as needed. If all receiving is completed on the award, select Final. When

you create a final receiving report, the award’s status is set to complete
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PARTIAL RECEIVING

Radio Select PARTIAL

Status: () Final () Partial (MOTE: If final is selected & there are open line items for other activities the receiving report will be labeled as partial.)

Calls can be placed for more than one activity. Ability to do so will depends on a user’s
realm of influence. In the example below, one call, for two separate activities was created

- Under the Qty column, enter the Quantity received for the respective line item(s)
- Unit of Issue (U/l) is READ ONLY
- Unit price is editable ONLY IF SV is the unit of issue

Line item #0001, Unit of Issue entered as SV. Normally the quantity should be one and all
receiving occurs against the unit price. Unit Price is editable

Line item #0002, Unit of Issue entered as EA, Quantity is editable but not the Unit Price
which is READ ONLY. If the unit price requires adjustment and is not editable contact your
Contacting Officer who is required to issue a modification, except for calls. If receiving
against a call, an updated call will be required. Delete the pending receiving report before
beginning the Updated Call steps discussed in the Call chapter above

The user is assigned to the Bowling center, who is unable to receive for the Club, therefore
will select the PARTIAL receiving

When the Club receives on its line item (#0001), they will have the option of doing a patrtial
or a final for the Clubs piece of the call

— Receiving Report Info

Receiving Report Number: | 1 |

Invoice Number: | |

Date Received: i (/oo vvve)

Receiver: Kimberly Coffee, Bowling Manager
[ Foe. ]

Status: () Final () Partial (NOTE: If final is selected & there are open line items for other activities the receiving report will be labeled as partial.)

Ttem# Mfg # Ttem Qty  UJI Unit Price (USD) Total (USD) GLAC
0001 Item:  Food for the Club 1|sv 1,000.00)  1,000.00 4010000
Recipient: RAMSTEIN AB | CONSOLIDATED CLUBS
Receiving o/sv 1,000.00)  1,000.00
0002 ITtem:  Food for the Bowing Center 50|EA 10.00 500.00 4010000
Recipient: RAMSTEIN AB | RAMSTEIN BOWLING CENTER
Receiving EA 10.00 500.00
Total Received (USD): 1,500.00
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Notes: 1y THIS EXAMPLE I CAN ONLY RECEIVE AGAINST THE OFFICERS CLUB.
THIS BOX IN INTENED FOR YOU TO ENTER FREE FLOW COMMENTS
REGARDING THE RECEIPT OF GOODS/SERVICES

Sign

Enter comments pertinent to the receipt and SIGN the report. Data is transmitted to the
AFSFMS. Once the receiving report has been signed, the CREATE RECEIVING REPORT
button is re-engaged

FINAL RECEIVING

Select the Receiving Tab, then the Create Receiving Report button

Crder #BARK-F-07PO00Z | Mods | lpdated Order | Receiving | Histoty LinK

T

'.I.l

1A

Available Reports: ISummary Report _I

saye Heceving Rer B":"RKSD":"LE MAF CONTR":"':TING COFFICE #1 | j Creake Receiving Report

SEE BELOW
- Receiving Report Number will default to the next available #
- Enter an Invoice Number or delivery ticket number, if available
- Enter the actual date received
- Ensure the actual receivers name appears in the Receiver Box
- Radio select - FINAL

— Receiving Report Info

Receiving Report Number: |2

Invoice Number: |

Date Received: IIZI‘B,I'I‘B,I'ZEIIJ? :ﬁ (MM DD, ¥ YY)

Receiver: Bob Jones, Activity Manager

Fird. .. Select - FINAL

Status: @ Fingl " Partial I

Line Item Guidance for receiving
- Under the Qty column, enter the Quantity received for the respective line item(s)

- Unit of Issue (U/l) is READ ONLY

- Unit price is editable ONLY IF SV is the unit of issue
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Line item #0001, Unit of Issue entered as SV. Normally the quantity should be one and all
receiving occurs against the unit price. Unit Price is editable

Line item #0002, Unit of Issue entered as EA, Quantity is editable but not the Unit Price
which is READ ONLY. If the unit price requires adjustment and is not editable contact your
Contacting Officer who is required to issue a modification, except for calls. If receiving
against a call, an updated call will be required. Delete the pending receiving report before
beginning the Updated Call steps discussed in the Call chapter above

Item# |Mfg # Item Qry U/I| Unit Price (USD) |Total (USD)| GLAC
o001 Iter:  Testitem #1 NES 1,000,00|  1,000.00{1810000
Recipient: POLICY, PROCEDURES, TRMG & [BPS f DIRECTORATE OF MAF PURCHASING
PR %: ASYAFS10250005
Receiving|| Lse ] 1,000.00/|  1,000.00
onnz Item: Test Trem #2 1|En 500,00 S00.00 |16 0000
Recipient: POLICY, PROCEDURES, TRMG & [BPS f DIRECTORATE OF NAF PURCHASING
PR #: ASYAFS10250008
Receiving I 1 ||E& 500.00 0.00
Total Received (USD): 1,000.00

# Top of Page

MNotes: d

Sign |

- Enter applicable notes (bottom of Receiving Report)

SELECT SIGN
The following message is generated - Make your selection

YES - finalizes your order/contract/call

NO — returns to the pending receiving report

¥Bscript: Confirmation

“® | Mo further receipts can be made after this receipt,
\-'4/ Do you wank to sign the receiving report?

Yes

Mo

If YES selected, the award status will change to a Completed state, and data interfaces to
AFSFMS

Order Detail Status: Completed Holder: Bob Jones

(@) Return |t Rouke | Delete zamcel b BememberSetbnas, | L4 Lag Gut
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To view any prior report open the award and then the Receiving Tab

Crder #BARK-F-07PO00Z | Mods | Updated Order | Receiving | History Links

Available Reports: | Summary Report =1 Wi I

Save ReceivingRel

| areate

BARKSDALE MAF CONTRACTING COFFICE #2

Using the Available Reports (drop down menu) select the report to view. (Numbered
sequentially as they are created) then VIEW

Print Receiving Report

a. To print a report select it from the drop-down menu of available reports, select
view

=4 Prink

b. Click the button

Call Detail Skatus: Closed

@ Return |

Call #0002 | Updated Call | Receiving | History fLinks

Available Reports: | NAF ACCOUNTING OFFICE #1 |+
| =J Print

c. Once printing is complete click the close this window link to return to the
receiving report screen

HISTORY/LINKS TAB

To view actions taken on any PR/Order/Contract/Call, select the HISTORY LINKS tab

Crder #BARK-F-07PO00Z | rods | Ipdated Order | Receiving | HistoryfLinks

Saye Receving e par: [iscatd Ehanges | Erirats | areate Res

Available Reports: |2

Action History Tab
ALL actions taken to date on this order
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COrder #BARK-F-07PO00Z | Mods | Updated Order | Receiving | History,/Links _
&) Help
LY 0 ol Relaked Documents | Memeo Far Recard
Action Logged-in User Local Date/Time Amount Official Mame Official Date Motes/Reason
{GMT -5.00)
Created Bob Jones 09/17/2007 10:01 AM Bob Jones a9i 1712007 Created from PR # BARKFOO0170002
Contrackor  Bob Jones 09/17/2007 10:49 AM Mr, Reynolds Q91712007
Sigried
o Bob Jones 09/17/2007 10:49 AM Bob Jones Q91712007 Crder Amount: 350,00 ()
Sigried
Issued Bob Jones 09/17/2007 10:50 AM Bob Jones 091712007 Crder Amounk:
Rrw, Bob Jones 09/19/2007 10:30 AM Bob Jones, Activity  09/19/2007 Partial 1 320.00
RpE. Manager
Sigried
Rrw, Bob Jones 09/19/2007 10:44 Al Bob Jones, Activity  09/19/2007 Final 2 30.00
Rpk. Manager
Sigried

Related Documents Tab
Lists all documents relating to selected document

T —
Order #BARK-F-07P000Z | Mods | IUpdated COrder | Receiving | History /Links

&) Help

Related Documents Im—

5] related Documents
=] ¥ PR: BARKFOOD1 70002
P Order: BARK-F-07PO00Z

Memo for Record Tab

Attachments or Notes may be added at any stage, even if the award is in a Completed
status. Discussions with the contractor or customers and if any actions are signed outside
IBPS or if the BASE SCO makes an award, scan the document(s) to your hard drive and
add here. Once added you cannot remove

Order #BARK-F-07P0002 | Mods | pdated Order | Receiving | History /Links

@ Help

Action Hiskory | Related Documents (B S0 L0l A= g1 |

There are no memos to display.

Add Attachment | Add Maoke |
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DoD 4100.39-M
Volume 10
TABLE 53
UNIT OF ISSUE CODES

Table of Unit of Issue terms/designations authorized for assignment to items of
supply/services:

AM  Ampoule A small glass or plastic tube sealed by fusion after filling.

AT  Assortment A collection of a variety of items that fall into a category or class
packaged as a small unit constituting a single item of supply. Use only
when the term “assortment” is a part of the item name.

AY  Assembly A collection of parts assembled to form a complete unit, constituting a
single item of supply, e.g., hose assembly. Use only when the term
“assembly” is a part of the item name.

BA  Ball A spherical-shaped mass of material such as twine or thread.
BD Bundle A quantity of the same item tied together without compression.
BE Bale A shaped unit of compressible materials bound with cord or metal ties

and usually wrapped, e.g., paper and cloth rags.

BF Board Foot A unit of measure for lumber equal to the volume of a board 12" X 12”

X 1"

BG Bag A flexible container of various sizes and shapes which is fabricated
from such materials as paper, plastic or textiles. Includes “sack” and
“pouch”

BK  Book A book-like package, such as labels or tickets, fastened together along

one edge, usually between protective covers.

BL  Barrel A cylindrical container, metal or wood, with sides that bulge outward
and flat ends or heads of equal diameter. Includes “keg”.

BO Bolt A flat fold of fabric having a stiff paperboard core.
BR Bar A solid piece or block of various materials, with its length greater than

its other dimensions, e.g., solder. Not applicable to items such as
soap, beeswax, buffing compound.
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BT

BX

CA

CB

CD

CE

CF

CK

CL

CM

CN

CcO

CY

Bottle

Box

Cartridge

Carboy

Cubic Yard

Cone

Cubic Foot

Cake

Coll

Centimeter

Can

Container

Cylinder

A glass, plastic, or earthenware container of various sizes, shapes,
and finishes such as jugs but excluding jars, ampoules, vials, and
carboys, with a closure for retention of contents.

A rigid, three dimensional container of various sizes and material.
Includes “case”, “carton”, “tray” and “crate”.

Usually a tubular receptacle containing loose or pliable material and
designed to permit ready insertion into an apparatus for dispensing the
material. Usually associated with adhesives and sealing compounds.

A heavy duty, bottle-type container used for transportation and storage
of liquids. Usually designed to be encased in a rigid protective outer
container for shipment.

A unit of cubic measure.

A cone-shaped mass of material wound on itself such as twine or
thread, wound on a conical core.

A unit of cubic measure.

A block of compacted or congealed matter. Applicable to such items
as soap, buffing compound.

An arrangement of material such as wire, rope and tubing wound in a
circular shape.

A unit of linear measure, equal to 1/100 of a meter.

A rigid receptacle made of fiber, metal, plastic or a combination
thereof. Cans may be cylindrical or any number of irregular shapes.
Restricted to items which cannot be issued in less than container
guantity. Includes “pail” and “canister”. Do not use when the packaged
guantity equates to a unit of measure, i.e., pint, quart, gallon, ounce or
pound.

A general term for use only when an item is permitted to be packaged
for issue in optional containers, e.g., bottle or tube for a single National
Stock Number.

A rigid, cylindrical, metal container designed as a portable container
for storage and transportation of compressed gasses, generally
equipped with protected valve closure and pressure relief safety
device.
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Ccz

DR

Dz

EA

FT

FV

FY

GL

GP

GR

HD

HK

JR

Cubic Meter A unit of cubic measure expressed in the metric system of

Drum

Dozen

Each

Foot
Five
Fifty
Gallon

Group

Gross
Hundred
Hank

Inch

Jar

measurement. Limited in application to locally assigned stock numbers
used in the local procurement of items such as ready-mix concrete
and asphalt in oversea areas where the metric system prevails.

A cylindrical container designed as an exterior pack for storing and
shipping bulk materials, e.g., fuels, chemicals, powders, etc. Drums
may be made of metal, rubber, polyethylene or plywood, or fiber with
wooden, metal or fiber ends.

Twelve (12) of an item of supply.

A numeric quantity of one item of supply. Do not use if a more specific
term applies, such as kit, set, assortment, assembly, group, sheet,
plate, strip or length.

Unit of linear measurement, sometimes expressed as “linear foot”.
Five (5) of an item.

Fifty (50) of an item.

Unit of liquid measurement.

A collection of related items issued as a single item of supply, e.g., test
set group. Use only when the term “group” is a part of the item name.

One hundred forty-four (144) of an item.
One hundred (100) of an item.

A loop of yarn or roping, containing definite yardage, e.g., cotton, 840
yards; worsted, 560 yards. See “skein” for comparison.

Unit of linear measurement, equivalent to 1/12 of a foot and
sometimes expressed as “linear inch”.

A rigid container having a wide mouth and often no neck, typically
made of earthenware or glass. Excludes “bottle”.
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KG

KT

LB

LG

LI

LT

MC

ME

MR

MX

oT

Oz

PD

PG

PM

Kilogram

Kit

Pound

Length

Liter

Lot

Thousand
Cubic Feet

Meal

Meter

Thousand

Outfit

Ounce

Pad

Package

Plate

A unit of measure equal to 1000 grams.

A collection of related items issued as a single item of supply, such as
the tools, instruments, repair parts, instruction sheets and often
supplies typically carried in a box or bag. Also includes selected
collections of equipment components, tools, and/or materials for the
repair, overhaul or modification of equipment. Use only when the term
“kit” is a part of the item name.

A unit of avoirdupois weight measure equivalent to 16 ounces.

Term applies to items issued in fixed or specific linear measurement,
without deviation. This term no longer applies to random lengths which
will be expressed in definitive units of linear measure such as foot or
yard. Excludes “strip”.

Unit of liquid measure expressed in the metric system of
measurement.

A collection of associated or miscellaneous articles sold as one unit.

Unit of cubic measure expressed in one thousand (1,000) increments.

The measure of food generally taken by an individual at one time.

A unit of linear measure expressed in the metric system of
measurement, equivalent to 39.37 inches.

One thousand (1,000) of an item.

A collection of related items issued as a single item of supply, such as
the tools, instruments, materials, equipment, and/or instruction
manual(s) for the practice of a trade or profession or for the carrying
out of a particular project or function. Use only when the term “outfit” is
a part of the item name.

A unit of liquid or avoirdupois weight.

Multiple sheets of paper that are stacked together and fastened at one
end by sealing.

A form of protective wrapping for two or more of the same item of
supply. To be used only when a unit of measure or container type term
is not applicable. Includes “envelope”.

A flat piece of square or rectangular-shaped metal of uniform
thickness, usually 1/4 inch or more. Use only when “plate” (Federal
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PR

PT

PZ

QT
RA

RL

RM

RO

SD

SE

SF

SH

SK

Pair

Pint

Packet

Quart

Ration

Reel

Ream

Roll

Skid

Set

Square
Foot

Sheet

Skein

Supply Classes (FSCs) 9515 and 9535) is used in an item name to
denote shape.

Two similar corresponding items, e.g., gloves, shoes, bearings; or
items integrally fabricated of two corresponding parts, e.g., trouser,
shears, goggles.

A unit of liquid or dry measure.

A container used for subsistence items. Use only when “food packet”
is part of the item name (Federal Supply Group (FSG) 89).

A unit of liquid or dry measure.

The food allowance of one person for one day. Use only when “ration”
(FSC 8970) is a part of the item name.

A cylindrical core on which a flexible material, such as wire or cable, is
wound. Usually has flanged ends.

A quantity of paper varying from 480 to 516 sheets, depending upon
grade.

A cylindrical configuration of flexible material which has been rolled on
itself such as textiles, tape, abrasive paper, photosensitive paper and
film, and may utilize a core with or without flanges.

A pallet-like platform consisting of a load-bearing area fastened to and
resting on runner type supports.

A collection of matched or related items issued as a single item of
supply, i.e., tool sets, instrument sets, and matched sets. Use only
when the term “set” is a part of the item name.

A unit of square measure (area).

A flat piece of rectangular-shaped material of uniform thickness that is
very thin in relation to its length and width, such as metal, plastic,
paper and plywood. Use of this term is not limited to any group of
items or FSCs. However, it will always be applied when “sheet” is used
in the item name to denote shape, e.g., aluminum alloy sheet, except
items in FSC 7210.

A loop of yarn 120 yards in length, usually wound on a 54-inch circular
core. See “hank” for comparison.
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SL  Spool
SO Shot
SP  Strip
SV Service
SX  Stick

SY Square Yard
TD  Twenty-four
TE  Ten
TF  Twenty-Five
TN  Ton

TO  Troy Ounce

TS  Thirty-six

TU Tube
VI Vial
YD Yard

A cylindrical form with an edge or rim at each end and an axial hole for
a pin or spindle on which a flexible material such as thread or wire is
wound.

A unit of linear measurement, usually applied to anchor chain;
equivalent to 15 fathoms (90 ft).

A relatively narrow, flat length of material, uniform in width, such as
paper, wood and metal. Use only when the term “strip” is a part of the
item name.

The purchase of employment, or defining of work to be done.

Material in a relatively long and slender, often cylindrical form for ease
of application or use, e.g., abrasives.

A unit of square measure (area).

Twenty-four (24) of an item.

Ten (10) of an item.

Twenty-five (25) of an item.

The equivalent of 2000 Ibs. Includes short ton and net ton.

A unit of troy weight measure, based on 12 ounce pound, generally
applied to weights of precious metals.

Thirty-six (36) of an item.

Normally a squeeze-type container, most commonly manufactured
from a flexible type material and used in packaging toothpaste,
shaving cream, and pharmaceutical products. Also applicable as form
around which items are wound, such as thread. It is not applicable to
mailing tube, pneumatic tube or cylindrical containers of a similar type.

A small container which is cylindrical in shape and flat bottomed with a
variety of neck finishes to accommodate any type of cap, cork or
stopper.

A unit of linear measure, equivalent to 3 feet and sometimes
expressed as “linear yard”.
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	When the data passes the validation process, the system saves the access request to the database and provides the following confirmation message:
	Request Complete.  Thank you {first name} {last name} for completing the form to request access.  The request will be forwarded to the base IBPS manager - When your account is activated, you will be notified by e-mail
	Moving from box to box: To move to the next box in your document press the “Tab” key, or use your mouse.  To move to a previous box hold down the “Shift” key and press the “Tab” key, or use your mouse
	Scrolling:  Moving the screen up, down, left or right.  Depending on the screen you are on, the information displayed may extend off the page to the right or the bottom.  Use the scroll bar located on the far right or very bottom of your screen
	Drop-Down Lists:  Allows selections from pre-determined data via a drop-down list field.  To select an option in a drop-down list field, point the mouse on the down arrow to view the options and select the desired option
	 AAAA – Base PR Code - (four to six elements) – RAND
	o This data pulls from the OU area when IBPS is allowed to number the PR
	 S – Service Code – F
	o F  = Air Force, N = Navy, A = Army and M = Marines and Coast Guard
	 Y - Fiscal Year indicator (this is the last digit of the Fiscal Year)
	 #### - four-digit number exclusive to this request
	o This data pulls from the OU area when IBPS is allowed to number the PR
	Those PR’s issued before Phase (December 2014) contain a four element cost center
	 AAAA – Base PR Code - (four to six elements) – RAND
	o This data pulls from the OU area when IBPS is allowed to number the PR
	 S – Service Code – F
	o F  = Air Force, N = Navy, A = Army and M = Marines and Coast Guard
	 #### - Cost Center – On PRs created before Phase I implementation
	 Y - Fiscal Year indicator (this is the last digit of the Fiscal Year)
	 #### - four-digit number exclusive to this request
	o This data pulls from the OU area when IBPS is allowed to number the PR.
	YES - finalizes your order/contract/call
	NO – returns to the pending receiving report



