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INTERNET BASED PURCHASING SYSTEM (IBPS)
OVERVIEW

The Internet Based Purchasing System (IBPS) is designed to operate over the World
Wide Web utilizing Web technologies. This creates an interactive web site providing a
complete purchasing and contract management support system for Air Force activities
that operate using Nonappropriated Funds (NAF). IBPS is also designed to interface
with the Air Force Services Financial Management System (AFSFMS).

The screen prints contained throughout this manual are snapshots an IBPS Manager
with Base level authority will view. Actual screen shots will vary somewhat from this
manual depending on the users Realm of Influence (ROI).

The Live Site is a secure site where all official actions are accomplished. The URL is:
https://ibps.afnafpo.afsv.net/. Requesting access to IBPS is covered in-depth, later in
the manual.

General Information

The Air Force Nonappropriated Fund Purchasing Office (AFNAFPO) posts new IBPS
Tid-Bits on the AFNAFPO website, located at https://www.afnafpo.afsv.net the IBPS
button then the IBPS Tidbits link to access these helpful tools. Recommend you
periodically view this site for the latest guidance.

The IBPS Help-Desk is also available if you require assistance with an IBPS issue.
Inquires sent from activity personnel to the help desk are referred back to their
respective base IBPS manager.
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AFNAFPO OVERVIEW

AFNAFPO was established in February 1973 as a central nonappropriated fund
purchasing function in support of NAF activities worldwide. As part of the Air Force
Installation Mission Support Command, AFNAFPO is dedicated to supporting Air Force
readiness and mission accomplishments by providing corporate purchasing programs in
support of activities that stimulate physical fitness, community cohesion, family well-
being, and quality of life.

AFNAFPO is responsible for purchasing support to over 3,000 DoD activities worldwide
through the Commander's Smart Buy Program (CSBP). The CSBP is the trade name
representing all purchasing programs initiated and managed by AFNAFPO. Trading
partners selected to participate in the CSBP are considered prime sources for
purchases made by activities using nonappropriated funds.

AFNAFPO ORGANIZATION

AFNAFPO is divided into three customer-focused branches, which act like small self-
directed business entities to deliver products and services to the customer. Each
Branch has goals to maximize opportunities on behalf of the customer. The following is
an overview of the organization at AFNAFPO.

Hospitality, Facilities and Lodqging Branch (SVCH)

All Food Operations including Prime Vendor. Facilities, Construction, Architect &
Engineering (A&E), and Lodging initiatives

Strateqic Business Systems and Initiatives Branch (SVCS)

Technology, Finance, Insurance, Business Commodities, Amusement &
Entertainment the Commanders Smart Buy program which encompasses: Golf,
Bowling, Outdoor Recreation, Aero Clubs, Vehicles, Skills Development

Policy, Procedures and Field Support Branch (SVCP)

Contracting Policy & Procedures, NAF Contracting Warrant Program, IBPS
Infrastructure, Training, Web Administration and Systems Support
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AENAFPO PROGRAM DESCRIPTIONS

Essential Products Program (EPP)

The EPP standardizes products being used in various programs across the Air Force
Services community. AFNAFPO awards contracts through a competitive process
resulting in various contractors becoming sole providers of their product. This effort
supports senior leadership's initiative of standardizing the use of certain products where
it makes good business sense. The program is designed to maximize our purchasing
power within the marketplace on products essential to nonappropriated fund operations.

Nonappropriated Fund Purchasing Agreements (NPAS)

NPAs are negotiated as firm fixed price contracts that provide for uniform terms and
conditions. Pricing is based on "most favored customer” conditions. NAF Contracting
Officers can issue delivery orders against these agreements without dollar limitation.
They are a valuable tool in expediting the purchasing process for goods and services
that meet the needs of the Services community. Using this program can reduce normal
purchasing lead times from 30 days to less than 5 days.

Central Vendor Payment Program (CVPP)

AFNAFPO negotiates the "consideration" percentage based upon current business and
market conditions. "Consideration" for participation in the CVPP is taken as a
percentage of each invoice. The Nonappropriated Fund ordering activity (i.e. club,
bowling center, golf course, etc.) receives the discounts achieved through CVPP.
Liability for lost or damaged supplies or equipment in transit will remain a function of the
FOB Point negotiated in each contractor's NPA or open market purchase. Claims and
disputes will be settled between AFNAFPO and the trading partner; however, payment
procedures under CVPP will remain the same.
Benefits:

* Central invoice office

» Payments made twice a month via EFT

* Single point of contact for Air Force Nonappropriated Fund Payment issues
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Requesting Access

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

NOTE: Prior to opening the IBPS web site, the individual who is
requesting access must insert their CAC card in the CAC reader

NAF/IBPS

Covernment NAF Internet-Based Purchasin g System

ign In (registered users)
Request Access

—

If you do not have an IBPS account, select the Request Access link and complete
the system-generated form. (See next page)
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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 conff
been activated.

Required fields are marked with an asterisk (*).

First name:  Self populates with first name from your CAC *

Last name:  Self populates with last name from your CAC *

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

Official name: | Self populates with First and Last name -
Title: | Enter your JOB title "

- If I ith CAC E-mail addr
Email address: | S/ populates with CAC E-mail address i
Commercial phone: |_Phone is a mandatory entry with Ext being optional *

DSN phone: | DSN phone # is optional, but highly recommended

Fax: | Enter a FAX # if available

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

Service: | Air Force v ¥

MAJCOM: | Your Major Command
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Base:

Activity:

Primary route

Alternate route

Warrant:

Access level:

Notes:

Your Base r *

Activity you are assigned to

Primary individual you will route actions to within IBPS

Alternate individual you will route actions to within IBPS

Defaults to 0. Update if you’re a NAF Warranted Contracting Officer
Reguisitioner | Enter your function in IBPS (Requisitioner, Approver or Buyer)

Receiver TN

Funds custodian

) ) Place a check in each box if you expect

Delegation of Authority >' to be performing that fuction within

Entertainment contract IBPS

BPA Calls

Delivery orders —

Enter relevant comments for the approving official, then SUBMIT

your request

Submit Request ] ‘ Cancel Request i

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

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
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TOOL BAR

The Main tool bar consists of the following

Purchase Source  Award  Report  Manage  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

&) 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
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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 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 fields
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Approving Users

If the form was completed correctly, the respective base IBPS Manager’s receive the
following email when a user has requested access

Subject: New User Request
From: User requesting access
To: Reflects the various IBPS Manager’'s email addresses

The e-mail Body contains: “A new request for access to IBPS is waiting for your
processing.” Use this link to go directly to this request:

Key Information of requester:

Name: {First name} {last name}

E-mail: {e-mail address}

Phone: Commercial: {Commercial phone number}
DSN: {DSN phone number}

IBPS manager functions are available only to IBPS Managers. Each base has an
established Primary and Alternate IBPS manager. One of the IBPS Manager roles
is providing routine user account maintenance. (i.e. approve, modify, disable and
deactivate accounts)
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From the main tool bar, select MANAGE then USERS

Locate users in various statuses’ by
Expanding the search area

Purchase  Soufce  Award F‘.Epurt| Manage.[ Help

Iy Profile
Yendors
=] B autbe ber Settings ,_] Lag Sk
Document Templates
Users Notss e
:@ Help sers
v Organizational Units

Search

To locate an Employee, enter the Employee's name in the name box, and then dick the Search button. Em

Hame: |Enter a Portion of the Users Mame (First or Last Mame)

Search |

Search by either of these criteria:

Name OR Hierarchy

Search

To locate an Employee, enter the Employebs name in the name box, and then dick the Search button, Employees|that match the criteria will be displayed.

MHame: IEnter a portion|of the user's name (First or Last)

OR

Hierarchy: Air Force, AIR FORCE SERVICES AGENCY, DIRECTORATE OF MAF PURCHASING, POLICY, PROCEDIURES, TRNG & IEPS
Find... | <

User Status: IAII Users 'I

[ 8PS Managers Only

Approved Users
Search | Deactivated Users
Denied Users
Disabled Users

Plesze Select

Mew User Requests

Once criteria are selected, click the applicable SEARCH button. The User
Screen populates with a list of personnel meeting your selected criteria
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User Name Last Name, First Name EMAIL Base Status Date

Joesmith SMITH, JOE JOE.SMITH@BASE.AF.MIL  Randolph New 01/01/2009

N

Click on the USER NAME link, the screen will open the member’s profile

User Information toolbar

User Information

(@ Return | Route | 3K Delete Zancel | Bemembersettings. | 4 Log GuE

Access Request

H Approve Request ?( Deny Requesk Discard Changes ﬁ_l Route ko IBPS Manager | Ql Help

Return button — Returns you to the user listing screen

X Delete — Use this button to delete a request which will fully delete the request from
IBPS

X Deny Request — Recommend you use the Delete button, if the request is invalid
or not required. If Deny is selected, the request will be a permanent fixture within
IBPS — you will not be able to delete the request if you Deny it.

LOG OUT - Use this button (available at all screens) to log out of IBPS



mailto:user@afnafpo.com

You are directed to the Access Request (major tab), Information (minor tab). Two
columns appear. Areas marked with a RED asterisk (*) are mandatory and
require the IBPS Manager to CONFIM data selected by the user by selecting the
data accordingly in the approved column. Verify all information displayed in the
APPROVED column

Requested Approved
(Members Request) (IBPS Manager Approval)

User Information

@ Returnm | Route | }( Delete Eancel | RememtenSkthings | ,_] Log f

Access Request |

H Approve Requesy ?( Deny Request Discard Changes ﬁ_l Foute bo IEPS Mar

Information Yalidztion Errors

Phones | Access | Authority | Ackion Hiskory

Reguested Approved

IHarmu:uns|

I Ackive - I

User Mame: harmans

Status:

First Mame: Shirley

Last Mame: Harmon

Official Mame: Shirley ¥, Harmon

Title: Executive Assistant IExecutive Assistant

Ishirley.harmun@agency

[15PS Mall =]

Primary route: Jimmy Sawwver Jimnnmy Saweyer

Select I

Alternate route: Flezase Select an alternate rouke

Select |

Email: shirley.harmon@agency, afsy. af, mil

Homepage:

User name — NO SPACES, lower case preferred

Homepage - Select the opening page based on the users need.
I.E. — PR listing, Call listing, Order listing, Contract listing (can be
modified by the user or IBPS manager at any time)

Primary Route — Must be selected. Generally, the primary route is the requestors
approving official. Stated i or the user they’ll primarily going to route actions
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PHONES TAB
Modify, delete, or add phone numbers as appropriate. If this information is correct,
proceed to the ACCESS TAB

Information [RELNl=0 Access | Authority | Action History
Requested Approved
Voice: 330-609-1501 [] 330-609-1501 Voice -
DSN; 346-1501
[[] 346-1501 DSN =
Fax:
’ Add Phone Number ] ’ Delete Checked Phone Numbers
ACCESS TAB

Information | Phones |Wat«e==-M| Authority | Action History

Please select the primary organizational unit and cost center that this employee is associated with.

Requested Approved
Organizational Unit: Service: Air Force Air Force, AIR FORCE RESERVE COMMAND, YOUNGSTOWN ARS
A
MajCom: AIR FORCE RESERVE COMMAND

Base: YOUNGSTOWN ARS

Activity: Outdoor Recreation

Ensure the member has selected the correct Organizational Unit (OU).
If incorrect, click the SELECT button, and select the proper Organizational Unit

To give the member access to more than one Organizational Unit (activity), expand
the All Services selection (+) to view all the activities on your installation and place a
check mark in all the appropriate Organizational Units (activities) the member
requires access to. Flight Chiefs may require access to more than one OU. NAF
CO’s should have access to all base OU’s. To access all activities, place a
checkmark beside the base name.
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Those personnel assigned to lodging should be given access to their respective
lodging Organizational Unit at the (Air Force Services Activity (AFSVA) level

Under the access Tab — locate
AFSVA
SVO - Operations Directorate
SVOLR - Resource Branch
- Check the respective base lodging activity

NOTE: If your base has a Fisher House ensure you and any users obtain access to
the centralized one as well

[ [ AIR FORCE SERVICES ACTIVITY
[[] Centrally Funded Audits
[[] COMMANDER'S ACTION GROUP
[[] FINANCIAL MANAGEMENT & COMPTROLLER DIVISION
L [] FISHER HOUSE

[E] []svO - OPERATIONS DIRECTORATE
[ []SVOLR - RESOURCE ERANCH

—— > [ | ACADEMY LODGING
[]AF LODGING PROJECTS
[[] ALTUS LODGING
[] ANDERSEN LODGING
[] ANDREWS LODGING
[ ARNOLD LODGING
[] AVIANO LODGING
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AUTHORITY TAB
This tab displays a list of the available roles a user may require access to, based on
their job requirements. See next page for a breakdown of these roles

Purchase Source Award  Repork Manage  Help

Jser Information

I:SE']F‘\E!I:l.lrn | Faute | XDelete mance] | Remember Settings |

Access Request

H Approve Regquest X Deny Request Discard Changes ﬁ_l Foute to IER

Information | Phones | fccess (WGl s M Action Historsy

Requested  Approved

-1f applicable, enter the warrant
Warrant (USD): |5000.0000 amount the user holds.

Access Level: IRE Uisitioner = I
< - Select the Access Level

Other Access Options

IBEPS Archiving Manager: -
) - Select the appropriate boxes to
Access to Archive: . !
™ determine the Access Options
IBPS Managet: r and additional Delegation of
Authority requirements

Receiver: b3 [+

- Uncheck those not required
Funds Custodian: -

Delegation of Authority

Request for Proposal: -
Entertainment Contrackts: -
BPA Calls: -
Delivery Orders: -
Issue to Authority: -
Delegated Accounting Authority: -

A user with Buyer rights does not require a check mark to be placed in
the Delegation of Authority boxes EXCEPT the Request for Proposal
and Issue to Authority. Access to the Delegated Accounting Authority is
limited to users located at AFPC/AFIMSC. Issue to Authority must be
physically checked for a user to issue purchase request.
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Authority Tab (continued)

This tab displays a list of the available roles that a user may require access to. Only
an IBPS manager can grant these authorities and only to the level of authority that
the IBPS manager has been granted

Warrant - Used to enter the NAF Contracting Officers warrant amount. If the user
isn’'t a warranted Contracting Officer enter O (zero)

Access Level
This area is designed on a pyramid principal with the lowest access level being
Designer and the highest level as a Buyer

Designer — Used to allow a user to create a Purchase Request but not sign as the
Requisitioner. Normally used at base level within the lodging area

Requisitioner
Allows the user to create and sign a Purchase Request

Approver
Allows the user to approve a PR

Buyer
Allows the user to create awards. Users provided this authority may not sign

awards unless they have a NAF warrant

Access to Archive Site

A check box to indicate if the user can log into the Archive site. Recommend only the
users assigned to the NAF Accounting Office be provided this authority. All users
running reports are required to have this box checked

IBPS Manager

A check box to designate a user as an IBPS Manager. An IBPS Manager can
approve new accounts, update accounts and disable/deactivate user accounts. An
IBPS Manager can only provide rights up to their authority. Recommend as a
minimum two users per base be designated as an IBPS manager

Receiver
Allows a user to create receiving reports. If this box is not checked the user can see
the receiving tab within the award area but cannot create a receiving report

Funds Custodian
Reserved for those members in the organization authorized to certify funds, typically
the Resource Manager
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Delegation of Authority

Use this area to provide additional rights within the system.

Example: In the Access Level - if the user is provided Requisitioner rights, but they
also need the ability to create calls against BPA and BDO Contracts then the BPA
Calls box needs to be checked. Reminder: if a checkmark is placed in
Entertainment Contract, BPA Call or Delivery Order, per AFMAN 64-302, the
contracting officer shall provide written authorization delegating these authorities. In
addition, if a user has been given Buyer rights, a checkmark is not required in the
Entertainment Contract, BPA Calls or Delivery Orders. They are automatically
granted these rights by virtue of holding the role of Buyer.

Request for Proposal (REP)
Allows the user to create RFPs. Primarily assigned to AFNAFPO personnel

Entertainment Contract
Allows a user the ability to create entertainment contracts

BPA Calls
Allows the user to create calls

Delivery Orders
Allows the user the ability to create delivery orders. NOT RECOMMENDED!

Issue To
Allows a user to Issue Purchase Requests to the appropriate buying office.
Normally assigned to a NAF warranted Contracting Officer or Purchasing Agent
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ACTION HISTORY TAB

- The system adds the following action to a user’s action history:
e Action: “New”
e Logged in User: Name of user logged in approving the account
e Local Date/Time: The system will record the date and time in Greenwich
Mean Time (GMT) that the system recorded the action
e Official Name/Date: Official name of logged in user approving account
Notes/Reason: The text entered in the Notes field

— Select the APPROVE REQUEST button to APPROVE the member’s request

User Information

@ Returm | Route | ?( Delete mamcel | Remember Setbings | ,_] Log Cuk

Access Request

Lg Approve Request ?( Deny Request Discard Changes ﬁ_l Foute bo IBPS Manager | Ql Help

If a VALIDATION error appears, click the Validation error TAB to determine what the
error is. Correct the error and select APPROVE REQUEST again

Your screen refreshes to the USER’S Listing screen. An e-malil is generated and
sent to the USER advising them that their request has been approved. Member can
now gain access to IBPS using the same CAC certificate used when requesting
access

DO NOT Deny Request - if the member does not require access and you will not
Approve the Request, select the X Delete button.
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Logging in using the Computer Access Card

When the users account is approved, an email indicating approval is sent to the
member

Before logging in we HIGHLY recommend they set their computer setting as follows:
-Set up a Shortcut
-Anywhere on the Desktop computer screen, create a shortcut as follows:

-Right Click and select NEW

View »
Sort by 4
Refresh

Paste
Paste shortcut
Undo Rename Ctrl+Z

i
MNew >|I

B Screen resolution
E| Gadgets

EX  personalize
_—

Select — Shortcut
Folder {
|_1"J Shortcut |

“-| Microsoft Office Access 2007 Database
& Bitmap image

1=| Contact
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The following box appears

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

at item would you like to create a shortcut for?

This\vizard helps you to create shortcuts to local or netwark programs, files, folders,
compyters, or Internet addresses.

Type th® location of the item:

https:f,fibps.afnafpo.afsv.net Browse...

Click Next to continue,

[ MNext H Cancel ]

Select: Next and type IBPS in the dialog box

What would you like to name the shortcut?

Type a name for this shortcut;
IBPS

Click Finish to create the shortcut. [ Finish l l Cancel ]

Select FINISH
The ICON is now displayed on the desktop
To prepare your computer for the program by doing the following:
Close out all programs
Open a Browser
Goto TOOLS
- Compatibility View Settings
- Removed the following AFSV.NET from the allowable sites
- Close

Go back to TOOLS
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- Select Pop-up blocker, turn it on if it's off

- Once its OFF, select Popup blocker Settings

- Enter the following in the Address of Website to allow box: *.afsv.net
- Select - Add

- 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

Use the short cut you just created to access IBPS
Select your certificate when prompted

It is very important you select the same certificate every time you log on
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New CAC Card Procedures

If you receive a new Computer Access Card (CAC)

Must be logged into a computer with a CAC reader and your CAC 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)

e Sign

[ Ilegt_l._est 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. If you are using a .net computer these you will not
receive these, you must be logged into a .mil computer.

- 18t will contain your user name
- 2"d one will contain an encrypted password

If these emails are not received within 30 minutes, please contact AFSVA/SVCPS

for assistance.

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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EDIT USER PROFILES

Select - Manage
- Users -- locate the user profile and select the link

TOOL BAR
-  SAVE USER - Select this button after changes are made to a profile
- Discard Changes — If selected prior to saving, data entered to this point is
discarded

Information Tab

User

7l Save User FA Discard Changes | STATUS

- Active — Able to use system

I GG Bl Fhones | Access | Authoriky

- Deactivated — Deactivate a user when
User Name: |Mewllser] an employee Ieave.s the organization,
or access to IBPS is no longer

Status: I.ﬁ.ctive vI D required. You'll need to enter a note

to why account is deactivated. Once

First Name: |NEW the Status on the account shows
deactivated, click the Delete button

Last Name: |USER to remove the account from IBPS.
Official Name: [NEW USER. - Disabled — Member has attempted to

log in unsuccessfully three times or
member has failed to log in within 30
days of their last log in date/time.

Title: I.ﬁ.ctivit':.-' Manager

Email Address: INEWUSER@AFNAFPO.C

Homepage: [PR Listing ] To update the Status use the drop
. down, select the appropriate status
Primary route: Stephen Reynolds and then SAVE USER

Alternate route: NEW USER

Select |

Guidance on Phone tab, Access and Authority Tab provided earlier

ORIGINAL REQUEST TAB
- Provides a history of the initial access request information

ACTION HISTORY TAB
- Provides a history of all actions taken on the users profile

Local Date/Time

(GMT -5.00) Amount Official Name Official Date MNoltes/Reason

Action Logged-in User

LOGON HISTORY TAB
Provides a user log-on history report
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CREATING an Organizational Unit (OU), a.k.a Activity

Select
- Manage
- Organizational Units
Manage | Help
My Profile
Vendors

Document Templates
Mokes

Users

! COrganizational Units

Select
- Air Force (should default)
-  MAJCOM (defaulted)
0 BASE (defaulted)

Please select an OU, or create a new one.
[=] all services
[=] air Force
[5] PACIFIC AIR FORCES

P ANDERSEM AFEB

- Expand the desired OU by selecting the + (Indicates the box is expandable) and
more data is located within, see expansion below

ouUs

] Create OU SEditou | &) Help

Please select an OU, or create a new one.
[=] all Services
[=] air Foree
[5] PACIFIC AIR FORCES
=1»
P MAF ACCOUNTING OFFICE
P COLLOCATED CLUE COMPLEX
F PALM TREE GOLF COURSE
F GECKD LAMES BOWLING CENTER
F ANDERSEM LODGING
P CUTDOOR RECREATION

- Select (highlight) your base name - Create ALL OU’s (Activity) under the
base, not within an existing OU (Activity)

| Create QL

- Scroll to the top of the screen and select

2-22



OU Information Tab

- Name of the OU
- Verify the following

e Active

e Use Parent Time zone (must be selected at the base level), unless an

activity is located in a different time zone
e Currency — (only loaded at the base level)
o To load currency
= Select the currency using the drop down menu
e Add Currency
0 Repeat until all currencies are loaded. Enter the
applicable exchange rates and then select SAVE

OuU
OU Information |LG6EEEEE | Accounting | Document Mumbering
OU Name: |MAME OF THE ACTIVITY *
Status: | Active b

Do NOT check
these two hoxes at

Chis COrganizational Unit manages PR. numbering the OU (aCtiVity)
level. These are
[ IThis Organizational Unit manages Award numbefin 0n|y checked at the

BASE LEVEL OU

Time Zone: | Use Parent Time Zone

— ** Currency **

There is no currency assigned to this OU to display.

Select Currency: | Aloerian Dinars w

Add Currency |

|— ** TCH Information Area **

= TCN Information Area — For use by Overseas locations only and
collapsed by default. Expand TCN Information Area and enter TCN
information

= TAC - Transportation Account Code

= TP — Transportation Priority

= POD - Point of Debarkation (Overseas ending port)

= POE - Point of Embarkation (Stateside port)

= TCN Prefix — Transportation Control #

Further guidance on TCN is provided in the miscellaneous section of this manual
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Addresses Tab

Select the ADDRESSES tab

QU Detail
(&) Return | | 3 Delete

ou

|l Save CU 4 Discard Changes | & Help

OU Information |WENli{==-=-0 Accounting | Document Mumbering

There are no Ship To Addresses to display.

There are no Bill To Addresses to display.

Bl To & [ Add OU Address

BllTo |
(ShipTo Rl

Select which address you are loading from the drop down (BILL TO or SHIP TO) then
select add OU ADDRESS

Bill To addresses are loaded at the Base Level Only. An activity’s Bill To address is
automatically pulled from the address loaded at the base level.

Unless otherwise authorized by the Shared Service Center (SSC) the default Bill To
Address is

Note: Address is subject to change at any time, you must keep abreast of
changes

AFSVA/SVTEA
2261 HUGHES AVE, SUITE #156
JBSA LACKLAND TX 78236-9854

CONTACTS:
First Name: Email: Last Name: AP.INVOICES@AFSV.NET

Telephone: 210-395-7720
Fax: 210-395-7493

Ensure the DEFAULT radio button is selected
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SHIP TO addresses are loaded at each OU (activity), but NOT at the BASE level,
unless all shipments to a base are through a central warehouse

Loading a SHIP TO ADDRESS
- Select SHIP TO from the drop down menu (see previous screen shot)

- CRITICAL -- If the default button does is not automatically selected, YOU

MUST manually select the Default button

address click the OCONUS box. APO address
addresses with the United States as the country.

\\
N
I |»|Ship To Expand or Collapse the address box by N
[T | »lellBALTUS clicking the carat Defaaﬁ i
Name: |CLUB ALTUS
Addressl: I‘B?TH SERNICES SQUADROMN
Address2: IIDE F. &%E., BLDG, 307
Address3: |
City: [ALTUS AFE State: [OK  zZip: [73523
Country: ILInited States Il
Comments: N
B
Contacts: rirst Name i_asl: Name rmail
Telephone 1: I Ext I Type IM
Telephur% | Ext | Type m
i=ir5l: Nqaé i.ast Mame rmail
elephone l:| Eutl Type |Yoice _-
Telephone 2: | Ext | Type Im
4

Enter the activities POC information in the contacts box noted above. This may
require periodic maintenance as personnel do rotate. Enter a commercial phone
number for the activity.
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Select the ACCOUNTING TAB

ou e

‘sl Save OU 14 Discard Changes @ Help

OU Information Accounting |GGl
MAJCOM Code: ACC - Air Combat Command ) | This datais
provided as an
Activity Code: 11937 example only and
> is assigned by
Program Code: 0109 - Aero Club NAFT. Reference
your cross walk
NAFI Code: 001 - Base MWR Fund | tables.
Select Cost Center:
1915 - Additional Concessions 2
1917 - Continency Dining Hall MDA Select only those Cost centers
1920 - Other Admin provided by NAFT and associated
1921 - Other Food and Beverage with the OU, then select Add Cost

1922 - Other Bar
1927 - NAF Catering - FTI Contract
2001 - Administration

Center.

Add Cost Center J

Select GLAC:

1010000 - Cash in Bank - Checking

1010001 - Cash - Qutstanding Checks (AF Use Cnly)*
1030001 - Foreign Currency in Bank - USD

1030002 - Foreign Currency in Bank - Yen

1030003 - Foreign Currency in Bank - Won

1030004 - Foreign Currency in Bank - Euro

1030005 - Foreign Currency in Bank - Kroner

[] Code Name
[ 1710000 |
n 1810000 |
[ 1860000 |

[ Remaove Checked GLACS ]

To ADD a Cost Center or GLAC, simply select the desired Cost Center/GLAC and
then click the applicable ADD button. To delete a Cost Center/GLAC from the display,

select the Cost Center/GLAC you want to remove and click the applicable REMOVE
button

SAVE OU
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Document Numbering Tab

- Document numbering is set at the BASE LEVEL OU ONLY and should not be
incorporated at the Activity level. The PR code and Award Code are the first
four letters of the base name

- As documents are processed in IBPS, this area tracks the number of
documents processed in the system. Numbers automatically reset to 1 at the
beginning of the Fiscal Year

OU Information | Addresses | Accounting [EeSZe Tt il T ET AT

PR Code: |BASE |Prefix for @ PR when it is numbered, {up to & characters)

PR Humber: |1 Yalue for the next PR number (1 to 9935)

Award Code: BASE| | Prefix for an award when it is numbered, {up to & characters)

PO/DO Number: |1 Value for the next PO or DO number (1 to 9993)
RFQ Humber: |1 Yalue for the next RFQ number (1 to 9952)
RFP Number: |1 Yalue for the next RFP number (1 to 9999)
BPA Number: |1 Value for the next BPA number (1 to 9999)
BDO Number: |1 Value for the next BDO number (1 to 9953)
Std(D)/EPP/NPA Number: |1 Value for the next 5td(D)/EPP MPA number (1 to 9999)
Std(C)/SVC Number: |1 Value for the next Std(C)/SVC number (1 to 9999)

SAVE - to keep changes or Discard Changes to cancel any changes made
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Edit Organizational Units (OU) (IBPS Manager Function)

This section provides directions for selecting, editing an OU

At any time during this process you may select SAVE OU or DISCARD
CHANGES

- From the MAIN TOOL bar, select Manage, Organizational Units

Manage | Help

My Profile
Yendors

Document Termplates

MNotes

Users

Qrganizational Units

- Select
o Air Force (if not defaulted)
o MAJCOM (if not defaulted)
o Base (if not defaulted)

Flease select an OU, or create a new ane.

=] all services
[=] Air Force
+ indicates the ElF‘ACIFIC AIR FORCES
: > Gl
box is expandable

This example depicts Anderson AFB. To view activities loaded under the

base, click on the + (see below), select (highlight) activity you wish to
edit/view and select EDIT OU

OUs

] Create OU JlEditou | | @ Help

Please select an OU, or create a new one,
= all services
= air Foree
5] PACIFIC AIR FORCES
(=] » ANDERSEN AFE
P [AF ACCOUNTING OFFICE|
P COLLOCATED CLUB COMPLE
F PALM TREE GOLF COURSE
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OU DETAIL SCREEN is displayed

(TR Ec Bl Addresses | Accounting | Document Numbering

OU Hame: MAF ACCOUNTING OFFICE

Status: | Active w

Time Zone: |Use Parent Time Zone b
Chis Organizational Unit manages PR. numbering

[ IThis Organizational Unit manages Award numbering

— ** Currency **

There is no currency assigned to this OU to display.

Select Currency: | Aloerian Dinars w

Add Currency

|— ** TCN Information Area **

Edit OU Name as needed
Status

- Active/Deactivated (Duplicate OU’s should be deactivated and ensure you
change the name to Activity Name (Deactivated). Update all user profiles that
utilized the deactivated OU (see updating a Users Profile).

- Time zone - Select proper time zone from drop-down menu. Leave as
USE PARENT TIME ZONE unless this is the Base OU or an activity
located in a different time zone then the Base OU

- PR numbering / Award numbering boxes — Should only be checked at
the BASE LEVEL

- Currency is not required at the individual OU level. Currency is
established at base level and is available to ALL activities on the base.
However, update this information as need be to maintain the exchange
rate.

TCN Information Area - TCN is collapsed by default (Overseas units only)
- TAC — Transportation Account Code
- TP — Priority Code
- POD - Point of Debarkation (Overseas ending port)
- POE - Point of Embarkation (Stateside port)
- TCN Prefix — Transportation Control #
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ADDRESSES TAB

If this is the BASE level OU, the only address loaded should be the Air Force Services
Financial Management System (AFSFMS) Bill To address. This address must be
selected as the default address. You may have additional Bill To addresses, such as
your local NAF AO (used for P-Card purchasing), however the AFSFMS address

should be selected as the default.

If this is an activity you are editing, you are required to have at a minimum one SHIP
TO address selected as a default. More than one address can be entered, however

only one can be designated as the default.

L] |*| Ship To

] : MAF ACCOUNTIMNG OFFICE

Default &

me: |MAF ACCOUNTING OFFICE

Addreks2: |UNIT 14004

ity: APOD State: AP Zip: |95543-4004

Count United States W

Comments:

Expand or Collapse the address box by
clicking the carat

Contacts: First Name Last Hame Email
Telephone 1: |571-366-3140 Ext Type | Voice w
Telephone 2: |671-366-2245 Ext Type | Voice w
Bill Ta |» [ Add OU Address ] [ Delete Checked Addresses ]
Bill To !
Ship To age T

To delete an address, check the
box next to address and click on
Delete Checked Addresses
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ACCOUNTING TAB - - Allows the IBPS manager the ability to maintain Cost Centers
(CC) and General Ledger Accounting Codes (GLAC'’s) assigned to a given OU

ou

71 Save OU

MAICOM Code:
Activity Code:
Program Code:

HAFI Code:

£ Discard Changes

iU Information | Addresses |WFYelsllllayTi]

& Help

ACC - Air Combat Command )
11937
0109 - Aero Club

001 - Base MWERE Fund

_

Crocument Mumbaeina

Information
contained here
is gleaned
from your
cross walk
tables,
provided by
the Shared
Service Center

Select Cost Center:

0000 - Balance Sheet
0001 - Fund Administration
0002 - Value Added Tax (WAT)

Add an authorized cost center by
locating and selecting the required
cost center, and then select the ADD
COST CENTER button.

1010001
1030001
1030002
1030003
1030004
1030005

0003 - Maintenance
0004 - Reach )
000S - Marketing And B To remove a cost center, click the box
0006 - NAF Accountifg Office (A0) next to the code, and click the
Remove Checked Cost Centers
[ Add Cost Center button
] «— Hame
1 22
"4
[ Remove Checked Cost Centers
select GLAC:
1010000 - Cash in Bank - Checking

- Cash - Outstanding Checks (AF Use Only)®
- Foreign Currency in Bank - USD
- Foreign Currency in Bank - Yen
- Foreign Currency in Bank - Won
- Foreign Currency in Bank - Euro
- Foreign Currency in Bank - Kroner

Select the appropriate GLAC’s associated with the
OU, click on ADD GLAC. Toremove a GLAC, click
the box next to the code, and click on Remove

Checked GLACs

e
[ ] Name /
D 1710000 | /
e
D 1810000 | /
D 1360000 / |/
[ Remowve Checked GLACS /
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DOCUMENT NUMBERING TAB

Does not require editing, numbers automatically reset at the beginning of the Fiscal
Year

SAVE OU - to keep changes or Discard Changes to cancel changes
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SECTION 3

Create Document Templates

Replacing Document Templates

Create Notes

AFNAFPO
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CREATE DOCUMENT TEMPLATES

This area is only available to IBPS Managers and allows the user to bundle various documents
for easy selection when attaching documents. This area can be used to “bundle” those
documents used on a recurring basis. NOTE: Templates do change on a periodic basis. If
you create a “bundle” type template, and AFNAFPO updates one of the templates make sure
to update your “bundle”

Select Manage, Document Templates

Manage

My Profile

Yendars

Document Templates

Maktes

sers

Crganizational Units

Tire Zones

The Document Template Listing screen displays all document templates within your Realm of
Influence (ROI) in ascending order by Title. Clicking any column heading sorts the items
alternating in ascending and descending each time the heading is selected. To view or edit
any Document Template, click the link for that document template

Currently viewing 1 through 10 of 15 total.

Title & Attachments

Aircraft L ease Agreement (Master) AIRCRAFT LEASE AGREEMENT FORMAT.rtf (26 KB)

AMUSEMENT,MUSIC OR VENDING MACHINE (Master) | AMUSEMENT, MUSIC OR VENDING MACHINE CONTRACT.rtf
(37 KB)

Charter Flight and Tour Desk Concessionaire (Master) CHARTER FLIGHT AND TOUR DESK CONCESSIONAIRE
CONTRACT FORMAT.rtf (23 KB)

Concessionaire Contract Format (Master) CONCESSIONAIRE CONTRACT FORMAT.rtf
(25 KB)

CONSIGNMENT CONTRACT FORMAT (Master) CONSIGNMENT CONTRACT FORMAT.rtf (22 KB)

ELECTRONIC EFT FORM (Master) EFT Enrollment FORM(1) (Master).xls (31 KB)

ENTERTAINMENT CONTRACT (Master) ENTERTAINMENT CONTRACT FORMAT.rtf (19 KB)

Flight and Ground Instructor (Master) FLIGHT AND GROUND INSTRUCTORS CONTRACT FORMAT.rtf
(21 KB)

General Provisions (Master) GENERAL PROVISIONS Jan 05[1].doc (50 KB)

INDIVIDUAL SERVICE CONTRACT (Master) INDIVIDUAL SERVICE CONTRACT FORMAT (Aug 05).rtf (18 KB)
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To CREATE a template (bundle) for future use:

Select the Create Document Template button
Document Templates

Document Templates

] Create Document Template

Title your template
Document Template | History,Links

|zl Save Document Template Discard Changes | @) Help

Document Template Information |

Title: |ISC Contract Template - RAFE

Select the BLANK template to bundle into your template (i.e. ISC), and select MERGE

Merge a Document Template
To add a Document Template from IBPS, dick the Merge Document Template button to selegra Document Template.

Document Template: | INDIVIDUAL SERVICE CONTRACT (Master) || [Merge |

—Please Select—

# Topof Page  |General Provisions (Master)
EMTERTAINMENT COMTRACT (Master)
TICKET COMSIGMMENT

IMDIVIDIJAL SERVICE CONTRACT (Master)

PRE PRICED BPA (Master)

UNPRICED BPA (Master)

ELECTROMIC EFT FORM (Master)

Aircraft Lease Agreement (Master)

Flight and Ground Instructor (Master)

Individual Service Agreement (With Minors- Master)
AMUSEMENT MUSIC OR VENDING MACHIME (Master)
Interior Design Contract Format (Master)
Consessionaire Confract Format (Master)
COMSIGMMEMT COMTRACT FORMAT (Master)

Charter Flight and Tour Desk Concessionaire (Master
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Repeat to add other documents utilizing the steps on the previous page. The example below
depicts two templates. Individual Service Contract format and General Provisions
Document Template | Histaory Links

|7l Save Document Template A Discard Changes | @) Help

Document Template Information |

Title: |ISC Contract Template - RAFE

Global?: |:|
Attachment(s)
INDIVIDUAL SERVICE COMNTRACT FORMAT (Aug 05).rif (18
Ule
[ |GEMERAL PROVISIONS Jan 05[1].doc (50 KB)

| AddAttachment || Delete Checked Attachments |

Merge a Document Template
To add a Document Template from IBPS, dick the Merge Document Template button to select a Document Template

Document Template: | —Please Select—- v| [Merge ]

Keep in mind, other than General Provisions, the attached templates are BLANK documents;
and must be filled in with the appropriate terms and conditions. Saved Documents can be
added or replaced

Adding documents to a template from your hard drive

Add Attachment

Select the | button

The Add/Replace File window displays

Select BROWSE and locate the document (on your hard drive) you wish to add to the
DOCUMENT TEMPLATE and APPLY >

A IBPS 4 -- Web Page Dialog X

Add/Replace File

Click Browse, ., ko select a file from vour computer, Then click apply,

IH:'I,S'u'CKI Policy and Procedures) TRAIMINGY, Contract Te

Apply Zancel
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Select the REPLACE button next to the desired file then select the BROWSE button. Locate
the desired document (filled in template) off the hard drive. Open and then APPLY. The
original document is replaced with your selected document. SAVE the document template.

To delete a document from the template, check the box and select the Delete Checked

Selected document(s) are added to the template

Attachment(s)

INDIVIDUAL SERVICE CONTRACT FORMAT (Aug 05).rtf {18

Hig
[ | GENERAL PROVISIONS Jan 05[1].doc (50 KB)
[ | AFNAF-IBPS SYNOPSIS. doc (22 KB)

Save the Document Template

H Save Document Template

REPLACING a document in a template

Attachment(s}

INDIVIDUAL SERVICE CONTRACT FORMAT (Aug 05).rtf (18
Hig
[ | GENERAL PROVISIONS Jan 05[1].doc (50 KB)
[ | AFNAF-IBPS SYNOPSIS. doc (22 KE) Replace

Attachments button. SAVE DOCUMENT TEMPLATE.

How to use your newly created template will be discussed in future chapters. (Purchase

Request (PR), Contracts and Calls)

The notes area allows you to create notes that are used repeatedly. Common use could be,

CREATE A NOTE

SHIPPING INSTRUCTIONS, DELIVERY INSTRUCTIONS

Select -

Manage
Notes
Create Note

v

Purchase

Source  Award  Report | Manage | Help

My Profile
Vendors

Refirn Falife Melete

V¥ Docurment Templates

MNotes

Users

] Create Mote | 80 Help Organizational Units

Time Zones
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MNote

I |7l Save Mote I E4 Discard Changes & Help

| HistoryfLinks —

Note Information |

The title of the note should be descriptive enough to identify th

Title:

Note:

IBPS TRAINING NOTE

Flease call Jos Smith @ 652-6931 prior to delivery,
All trucks must report to gate 5 for base access.

Enter a short, descriptive Title
for the note.

In the NOTE box enter the
desired text which prints on your
documents.

Click the Save Note button.
OR
Click the Discard Changes

- To view a note, select MANAGE then NOTES

] Create MNote |

@) Help

e |

Title &

* Payment Terms Met 15 Days, 30%

Currently viewing 1 through 10 of 546 total.

Note

Payable after Initial Visit
1/2%:20, Met 30 payment

10 M5G SVFI - COMFIRMATION

STATEMENT
10 M5G SVFI - EFT/PO#/TAX EXP

Payment Terms is 1/2%:20,Net 30

plus reimburse expenses. Balance payable Met 15 Days Upaon Presentation of final report plus reimbursable expenses,

CONFIRMATION OF ORAL ORDER WITH ON . DO NOT DUPLICATE ORDER.

10 MSG/SYFT - FOB DESTIMATION

10 MSG/SVFI - FOR ORIGIM

SHIPPING TERMS: FOB ORIGIN - CONTRACTOR TQ PAY SHIPPING BY MOST ECOMONMICAL MEANS AMD BILL AS SEPERATE ITEM ON INVOICE.

- 1.5, Government Purchase - Tax Exempt Mo.; 98-03578 and Federal ID Mo.: 84-0616189 - Vendor MUST be paid by Electronic Funds Transfg
in accordance with "Debit Collection Improvement Act of 1996 mandates all Government payments by EFT. - Vendor MUST annotate the Purch

SHIPPING TERMS: FOB DESTINATION AND EBILLED AS A SEPERATE ITEM ON INVQOICE

=

N

Select the link to the desired note

Once the note is open you have the ability to:

H Save Make

EA Discard Changes

After changes are made

Before you save

7 Delete | .
When you no longer require that note

How to use your newly created note will be discussed in future chapters. (Purchase Request

(PR), Contracts and Calls)
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Vendor Search

Vendor Information Requirements
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VENDORS
To search for a vendor

From the toolbar, select MANAGE, VENDORS

Manage |

Iy Profile
Wendors

Document Templates

MNotes

Usetrs

Qrganizational Units
Time Zones

Vendor searches shall be conducted in general terms
NOTE: Do not enter common words like "The", "A", "Inc" during the vendor search
To locate or create a vendor, enter the Vendor’'s name in the Vendor Name box or the name of

the Point of Contact in the Contract First Name or Contact Last Name box, then click the
Search button.

Greateendor. || 68 Help

Search

To locate or create a vendor, enter the Wendor's name in the Wendor Mame box or the name of the Point of Cont

Seatch butkan, Dan't enter comman words like "The", "&", "Inc", Any vendars that match the criteria will be displa
Mew Yendor butkon to establish them,

I Yendor Name: I |

I Contack First Name: I I Contack Last Name:

Search I

As an example: if looking for Jimmy’s Technology Center, we suggest you use the vendor
name box and enter one of the following, but not the complete vendor name

a. Jimmy (stay away from special characters) or
b. Technology, or
c. Center

Vendors matching the criteria are displayed
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Currently viewing 1 through 10 of 37 total.
Vendor Name

Agentur Jimmy Jensch-X¥treme Event Services

BEARDEMN, JIMMY

Benavides, Jimmy

BOOTHE, JIMMY

Boothe, Jimmy D

CASAS, JIMMY

FRANKES, JIMMY RAY

Go Jimmy Go
Graham, Jimmy

Ingrim, Jimmy

Notice the bottom of the screen, you have three more pages to look for your vendor, select the
number to view the next 10 vendors matching your criteria. If your vendor is found, select the
link to that vendor to verify the address. To update an address contact AFNAFPO. If you don’t
find the vendor you are looking for, follow the procedures outlined on the subsequent pages.
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From the Pre-Award Tab, select the Addresses Tab

Status: Working

Select a Vendor Address
Enter the information below to search for a vendo
Vendor Mame:

There are no Vendor Addresses to dsplay.

Contract Number:

Add Vendor Address |

L Contact Last Name:
A

Contact First Name:
Zip Code:
| [ seoen ]
Search Results:
No vendors were found.

I

Enter Suggested Source

Select Add Vendor Address Button. Conduct a thorough search for the vendor. If vendor isn’t
available click the ENTER SUGGESTED SOURCE BUTTON.

Completely and accurately fill out the Vendor information, address, contacts and numbers
fields, and then SAVE the PAD. Note the annotation under the additional information area
“Suggested Source Vendor“. You cannot award to a Suggested Source.

Notify the AFNAFPO to convert a suggest source vendor:
1. Submit a Ticket via MyPers or contact the IBPS Helpdesk and provide the following:

- Vendor name as entered (i.e. The Feed Company)

- Commodity — What are you buying from the vendor

- Currency - if being submitted for an overseas location
- Country - if being submitted for an overseas location
- Internet Site

2. Helpdesk personnel will convert your suggested source vendor. Email Notification is

provided via MyPers when the vendor is loaded. Once it's converted you may make
your award.
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REQUEST TO ADD A VENDOR TO IBPS

All requests to add a new and or update an existing vendors must be submitted to the
AFNAFPO for approval

If you are unable to locate a particular vendor, submit the following information via MyPers.

Vendor Information Requirements

oo

oo

f.

g.

Vendors Name
Type of business (provide one of the following)
Small
Small Disadvantaged
Minority
Woman Owned
Large Business
. Intra-Government
Commodity — MANDATORY — Unknown is not a commodity, ISC is not a commodity
Full Mailing Address. If OCONUS address, excluding APO/FPO addresses as these are
considered US address, the Country must be provided.
Vendor POC information
1. First Name, Last Name
2. Telephone (type of phone) Voice, Fax, Cell, Pager
3. E-mail address (if available)
Currency (especially important for OCONUS vendors)
Country (especially important for OCONUS vendors)

ok wNE

Vendors, especially when establishing an individual service contract, must provide their
personal contact information and not their Government mailing address, phone number or
email data.
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Intentionally left blank
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SECTION 5

Purchase Requests (PRs)

Purchase Request Numbering Structure
PR Minimum Requirements
Search for a PR,
Remember Settings Button

Create a Purchase Request
Signing a PR,
Approval/Certification
Issue a PR,
Search for a PR after Issue
Create PR by Proxy
Edit PR,

Adding Notes T Attachments
Additional Funds
Approve/Certify Additional Funds
History Links Tab
Awarding a PR,

Creating an Award
Create an Award for a BDO

AFNAFPO




Purchase Request Number Structure

Those PR’s issued before December 2014 will contain a four element cost center

Example - RAND-F-0000-4-0112

Purchase Request Number Structure A/O December 2014

Structure - AAAA-S-Y-#i#H#
Example - RAND-F-4-0112
Note: Dashes are not part of the numbering schema. Provided as a sample only

e 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

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) Minimum Requirements

The requesting NAFI (activity) as a minimum:
a. Prepares the PR and determines the requirement
b. Determines the desired Deliver by date
c. Provides a Statement of Work for service related requests
d. Defines delivery point

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

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

g. Ensures approval and certification is obtained

SEARCH for a PR

From the toolbar menu, select - PURCHASE
- PURCHASE REQUESTS

Purchase

Purchase Reguests
Call Registers

The SEARCH area is expanded by default. If not expanded, click anywhere on the blue
area on SEARCH, or the double carat to the far right

PRs

] Create PR @) Help

Search

OR

PR Criteria: | PRs held by me w

PR Status: | All PRs w

| Search |
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Filter your view of PR’s by selecting 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 held by me

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

PR Status: | Al PRs b

Pending
Working
Awarded
Completed
Canceled
Denied

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

All PR’s

Display all PR’s for selected PR Criteria

Pending Displays all PR’s pending that have not been issued
Working Displays PR’s that have been approved, certified and issued, in the

working status awaiting award action

Awarded  Displays PR’s that have been awarded to a contractor (vendor)
Completed Displays PR’s that have gone through the entire, award and

receiving process

Cancelled PR’s for whatever reason have been cancelled

Denied

PR’s denied by the approver or certifier. If you wish to delete these,
route them to yourself, unsign and delete the PR.

Select the desired PR CRITERIA and PR STATUS then click the SEARCH button

Search ¥
PR #: Search I
OR
PR Criteria: IF‘RS hield by me ;I
PR Status: IF‘enu:Iing - I
Search | <

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 Ciriteria to
“PR’s acted on by me” or “PR’s by Hierarchy — For Selected Activity”

5-3



Currently viewing 1 through 1 of 1 total.

PR Number . Purpose Cettified USD Issued Deliver By Held By Status
Click on any one of the column headings to sort by that particular heading

Remember Settings button

[H Remember Settings ||
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

CREATE A PURCHASE REQUEST

Note: PR’s are to be initiated by an activity, approved at the activity and certified
by the Resource Manager

From the main tool bar select
Purchase
Purchase Requests

Purchase

Purchase Requests
Call Registers

-Select Create PR

Purchase Source Mward  Report Manage Help

Returm b Rowtes | DElEte cancel | e Remember Settings || Log Out

—> ] Create PR &) Help




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.

- 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.

[rrening T sorrirs TR

k4 Discard Changes

7 Save PR 4 Print Preview —3 Copy PR @ Help

RS

o tormacin | T T Y

Flease review the information below and change as needed.

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

NAFI Code: 001 - Base MWR Fund

If this PR is being created
for an activity other than
your own, it is CRITICAL
that the OU be changed.

NAFI Code is hard
coded and populates
to the one loaded at
the OU level for the
selected activity

Purpose:

Deliver By Date:

FOB:

Shipping Instruction:

Bowling Fins

03/06/2013

FOB Destination

D1 - Pays to destination

3 (myoDYYvY)

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

Line Items Tab — Line items must be incorporated prior to using the Add Attachment or
Add Note buttons
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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 | History/D

[l Save PR Discard Chs

PR. Information

Line Ttems |Gl EREE

Signatures

There are no items to display.

| searchfor tems | | —Please Select Currency—- |||  Create NewLine Item || Add Attachment || Addhote |

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 (Unit of Issue), and Unit Price

Unit of Issue definitions can be found in DoDI Table 53, located in the back of
this guide - Section 13



PR Information |ELTSid= "M Addresses | Signatures

—-Please Select Sort Order—- - [ View l ’ Rearrange Line Items
[ |»| Ttem# Item Qty. Unit Unit Price (USD) Total (USD)
=] |»|0001 Bowling Pins = il 1| 5E - 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. -
Vendor/ Contract: | —Flesss Selec The recipient will default to the
OU selected on the PR information
Vendor Mfg #:

tab. To change it, select the PR
information tab and update the OU

Standard Pack:

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

- . .
Cost Center: GLAC:

Total {us[)ll/ 0.00

To add a COST CENTER and/or a GLAC select the EDIT button

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

SELECT ACCOUNTING INFORMATION

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

Cost Center

—Please Select— E
GLAC
—Please Select— E

Cancel

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

74 Save PR 4 Discard Changes |4 Print Preview /5 Copy PR & Help

PR Information |ME-Ric= W Addresses | Signatures

--Please Select Sort Order—- = [ View l ’ Rearray(ge Line Items
] |»| Ttem# Item / Qty.
] |w»|0DOL BOWLING PINS / -

v

Search for Items ] | Create Mew Line tem | ’ Add Attachment ] ’ Add Note
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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)
] |» (0001 BOWLING PINS = 1|EA - 1,000.00 1,000.00
~ = 1| EA - 85 0.00

[l |»|oo02 BOWLING BALLS

-

Spaulding Super Grip - Blue
Vendor/Contract: --Flease Select--
Vendor Mfg #:
Standard Pack:

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

SECTION
Cost Center: 0201 - Lanes Operations( Over 12) GLAC: 7200000 - Supply Expense |
Total {us[))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

Upon saving a PR, line items will collapse and the total will update
PR Pending | History/Links

#d Save PR 14 Discard Changes |4 Print Preview -4 Copy FR @) Help

PR Information [WE L:-Ric=h A8 Addresses | Signatures

--Please Select Sort Order— - [ View H Rearrange Line Ttems ]
[] |»| Ttem# Ttem Qty. Unit Unit Price (USD) Total (USD)
[] |»|0001 BOWLING PINS 1| EA - 1,000.00 1,000.00
] |» {0002 Hand Braces 10|Ea - 18.50 185.00
[] »|o003 Shoes 3| PR - 45.00 135.00
Total (USD) 1,320.00
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To expand all line items collectively, select the carat on the blue line next to Iltem #

v

v || Ttem# Item Qty. Unit Unit Price (USD) Total (USD)

w (0001 BOWLING PINS 1,000.00 1,000.00

i
-
X
4

Vendor/Contract:

Vendor Mfg #:

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

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

|'!' ‘DDDZ ‘ Hand Braces o 10 | EA - ‘ 18.50 185.00

5 Left hand
5 right hand
Vendor/ Contract:
Vendor Mfg #: 12343455

Standard Pack:

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

Verify each line item to ensure the proper accounting data string

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

w (| Ttem# Item
» (0001 BOWLING PINS -
» | 0002 Hand Braces =
7 |»|0003 | Shoes -
et
Search for tems | | Create MNew Line Item | | Add Attachment | L

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

GLAC: --Flease Select--

Cost Center: --Please Select-- -

Apply to Checked tems Delete Checked tems
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To collectively update/change a GLAC and or COST CENTER 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 [RE=Ric= 0 Addresses | Signatures

--Flease Select Sort Order-- - View ] ’ Rearrange Line Items
'L v | Item#& Item
» (0001 BOW/LING FINS
» | 0002 Hand Braces
» | 0003 Shoes ]
Search for Items ] ’ Create New Line tem ] 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 Items

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

H Save PR

PR Information | _ine Items

Addresses

dor 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 Mame:
Contact First Mame:
7ip 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 Mame: | Joyce
Contract Mumber:
Contact Last Name:
Contact First Name:

7ip Code:

Joyce Sporting goods

Search Results:

Cancel

Select the vendor link
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A pop-up with the available addresses opens. Select the applicable 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
Vioice: 210-654-3210

The vendor is added to the Addresses tab

[]|®| vendor Additi
] |»| Joyce Sporting Goods
Select Another Address for Joyce Sporting Goods \
Name:
Address1:
Addressa These
resss > boxes are
Address3: READ
) ONLY
City: State: Zipe
Country:
J
Comments: \no yoT enter Sodial Security Numbers
DO MOT enter Account Information
DO WOT enter Privacy Act Information
Contacts: First Name Last Name 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

As a Buyer/Contracting Officer, your name should NOT appear in any of the three
major areas (Requisitioner, Approver or Certifier)

- The PR remains in the PENDING status until it is ISSUED by an individual with
ISSUE TO Authority at your installation (normally the NAF Contracting Officer) after
all three signatures are obtained on the PR

- Select the SIGNATURES TAB

PR Pending | History Links

H Save PR iscatd Ehanme | BrintEresiemn | (B | &) Help

Addresses

PR Information | Line Ikems Signatures

Click the Sign button to Sign and route your PR, or click the Route button on the tool bar abowe to Route wour PR owithout a signatur

There are no Signatures ta display,

Sign PR |\

If all information is correct, the activity will SIGN the PR by selecting SIGN PR button.
Upon signing the PR a record of thier signature, date and time is digitally recorded in
History/Links

Upon signing, the user is required to ROUTE (send) the PR to the Approving Official. If
the requisitioner has approver rights they may sign and approve the PR.

The following SIGN and Route screen is displayed
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Sign & Route

L

Search by name:

First Mame: I IBPS - DIRECTORATE OF MAF PURCHASING

Lask Mame: I

" Bob Jones -IBF'.RKSDF'.LE AFE - AIR COMEAT COMMAMD

OR

|
|
|
|
Search by OU: Search | I
|
|
|
|
]
1

Select an OU below:

all Services

ol

| 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

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 NAF Accounting OFfice ko you,
Click. this link to open the PR

Request, approval of the PR ;I |-

Apply | Cancel |
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A pop-up is diselaxed - Select OK

L] E Document was successfully routed,
L]

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

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: MEWLISER@AFMAFFPC, COM

To: stephen.revnoldsi@agency . afswv . af . mil
o

Subject:  MEW USER has routed a PR to vou

MEW TITZEE. has routed PE # PE Pending - Test the PE. Section to youw
Click this link to open the PE. hitpsJfibpstramimg athafi o afev netPEaTEDetal aspaVidPE=511

FPlease review the Attached PR and ensure it 13 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, user can 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 |+

Search
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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 | Histary/Links

'l Sanvee PR EA Discard Changes | =3 Prink Preview | S5 Copw PR | @ Help

LRI EIL T Line Ikems | Addresses | Signakures

I

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 can be made at the Manage, Organizational Unit, (Base
Level) area by the IBPS Manager

PR Pending | History/Links

74 Save PR 4 Discard Changes [ =4 Print Preview =4 Copy PR (7

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 yvour PR or click
the Route button on the tool bar above to Route your PR without a signature.

Official Name Official Date
Requisitioner: Stephen Reynolds 03/28/2011

Approved Amount (USD): 5.70

uUSD Y
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 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 the holder to route it back to the originator
without losing the data. If denied for corrections, the requisitioner can un-sign
the PR, make the corrections, re-sign and re-route (as appropriate) the PR back
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to the approver. If the denied PR is no longer we recommend the PR be

unsigned and DELETED

If APPROVED, the Approving official selects APPROVE PR and the following is

generated

Approve & Route

Search by name:

Firsk Name: |

Last Marne: I

Search |

OR

Search by OU: Search |

Select an OU below:

all Services

. Stephen Reynolds - POLICY, PROCEDURES, TRMG &
IBPS - DIRECTORATE OF MAF PURCHASIMNG

. Joyce Caso - BARKSDALE MAF COMTRACTIMNG OFFICE
- BARKSDALE AFE

[ 3]

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 selected recipient

Approve & Route

To: stephen.reynolds@randolph. af, mil

Subject: IJD':.-'EE Caso has routed a PR, to you

Message:

Click this link to open the PR

Jowce Caso has routed PR # PR Pending - Furniture for MAF Accounting Office ko wou,

PR is approved, request certification of funds,

=

|»

Apply | Cancel

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

awaiting their action
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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: | PRs held by me W

PR Status:

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 | Histary [Links

H Save PR E4 Discard Changes | (= Print Preview | =2 Copy PR | @) Help

| PR Information | Line Itkems | Addresses | Signatures

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
PR Pending I History/Links

H Save PR -4 Discard Changes | =4 Print Preview -4 Copy PR (7]

PR Information | Line Items | Addresses |Efilitiailf=

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 your PR without a signature.

Official Name Official Date
Requisitioner: Stephen Reynolds 03/28/2011
Approver: Stephen Reynolds 03/28/2011
usD JIPY
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 || cCertfy PR || DenyPR
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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. I3 APPROWED AMD CERTIFIED, PLEASE PROCEED WITH F‘LIRCHF'.SEl

=
i ©
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:

First Marne: I

Search Results:
Last Name: [JONES

"' EDITH HOLLINS-JONES - HQ USAFE[ALSRIC - HD
LISAFE
.
' Jimmy Jones - HQ USAFEIATSFA - HO LUSAFE
oR ' earnest jones - BLISINESS OPERATIONS FLIGHT -
RAMSTEIN AB
Search by OU: Search | % {Bob Jones - BARESOALE GFE AIR COMBAT
: -
4| | _*|_I

Apply |

Cancel |
Complete the email notification and APPLY

A IBPS 4 -- Web Page Dialog

Certify & Route

£
Fs
To: MEWUSER@AFMAFPO, 0N i—
Subject: IStephen Reynolds has routed a PR bo vou
Message:
Stephen Reynolds has routed PR # PR Pending - Test the PR Section ba you,
Click, this link to open the PR

Purchase

B

-

Zancel |

Apply |
Pop-up screen is displayed
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L] E Document was succeszfully 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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ISSUE A PR

To open the PR, click the e-mail link or Search for it from the PR SEARCH area as

detailed below

From the MAIN tool bar, select Purchase, Purchase Requests

|Purchase Source  Award FReport Manage Help

Purchase Requests
Call Registers

=irie2

|s Remember Settings | | Log Out

Search —]
-
OR
PR Criteria: |PRs held by me . ¢
PR Status: |Pending W '|<
.

To expand the SEARCH
BOX - click here

Using the drop-down menu
select - PR’s HELD BY ME
Select — PENDING

SELECT SEARCH

All Pending PR’s held by you are displayed

Locate and select the associated PR link

Review the line items to determine the applicable buying office

5-22




Select the SIGNATURES tab

PR Pending | History/Links [

|7l Save PR [ Discard Changes 4 Print Preview -3 Copy PR @) Help

PR Information | Line Items

Click the Issue button to Issue and route your PR or dick the Route button on the tool bar above to Route
Official Name Official Date
Requisitioner; Stephen Reynolds 05/02/2014
Approver: Stephen Reynolds 05/02/2014
Certifier: Anke Buck 05/07/2014
PR Number: (AAAAAASY ##£#) zee help for explanation of format
Issued To: V] e—]
Issued To drop-down
—Please Select—
RAMSTEIM AB
MOMAPPROPRIATED FUMD PURCHASING DIVISION
* BASE 5CO
| |
Issue PR

If the PR is being issued to the Base Servicing Contracting Office (SCO), your BSCO
may provide you with a PR number beginning with FIX or FOX #. If this is the case at
your respective base, enter the number in the PR Number block otherwise leave it
blank, IBPS will automatically number your document once it's issued

Using the Issue PR Drop-down menu, select the buying office and select the ISSUE PR
button

If issued to the BASE LEVEL
- The holder of the PR is no longer an individual but it is awaiting assignment
B You are required to route it to an individual (Purchasing
Agent/Contracting Officer)

If issued to NONAPPROPRIATED FUND PURCHASING DIVISION
- Holder becomes the AFNAFPO awaiting assignment — No further action is
required, AFNAFPO will process the PR

If issued to the BASE SCO
- Select the appropriate Bill To Address when prompted
- The issuing member remains the holder of the PR; however it must be printed
and delivered to the Base SCO along with supporting documentation (GP’s,
SOW'’s, quotes, etc). Base SCO’s do not have access to IBPS

Once your selection is made, select the ISSUE PR button
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A Pop-up message appears — enter a note if desired and select APPLY

Mote f Reason

Please enter a note or reason.

PR has been issued, Once it's been issued the skatus of the ;I
FR changes from PEMDING to WORKING|

[
apply | Cancel

L] 'E Document was succeszfully routed.
L

Select OK

The PR has been assigned a number by the system
See Page 5.1 for numbering Schema
PR status is updated to: WORKING
The screen refreshes to the PR Listing Screen

If the PR was issued it to the Base SCO, the Pre Award Document (PAD) is displayed.
As mentioned earlier the issuing member remains the holder of the PR
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Searching for a PR after issue

Search for your PR by either of the two methods below:

Search
PR &: | < H SEErch 1_]
OR
PR Criteria: |F‘Rs Issued To v|
PR Status: |Working v D
Issued To: | ANDERSEN AFB v |

(oo )

1. If known, enter the PR
# and Search

OR
2. Populate the PR

criteria area and
Search

When the screen refreshes, select the desired PR link to open the PR

Currently viewing 1 through 3 of 3 total.

PR Number _ Purpose Certified USD Issued Deliver By Held By Status
RAMSF000230161 RFQ - VAT & AE FORMS $16,662.22 01/14/2013 02/15/2013 RAMSTEIN AB Working
RAMSF13A0009 Baoling Lane Maintenance $40,000.00 04/18/2013 04/19/2013 RAMSTEIN AB Working
RAMSF220330160 Wine Order $1,352.21 01/14/2013 01/22/2013 RAMSTEIN AB Working

Once the PR refreshes pay close attention to the PR Detail line

If the Holder is the base (awaiting assignment) route the PR to the NAF CO who
will make the purchase

Holder: RAMSTEIMN AL

PR Detail

Status: Working

@ Return

RAMSF220330160 | Pre-Award | History/Links

o Route

When routing — name(s) entered in your profile are displayed. If the NAF CO’s name is
not available, conduct a search by FIRST/LAST name. Make your selection and APPLY

Route
Fo
Search by name:
) Jimmy Sawyer - GOLF COURSE - McGLUIRE AFE
First Mame: | |
Last Name: | ) Stephen Reynolds - POLICY, PROCEDURES, TRNG &
IBPS - DIRECTORATE OF MAF PURCHASING
i
. ¥
Apply ] [ Zancel
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E-mail dialog box appears: Remember comments become part of History/Links. Once
completed, select APPLY

Route

To: MNOWHERE@AF.MIL
Subject: |BILL BUTTERFINGER has routed a PR to youl

Message:

BILL BUTTERFIMGER has routed PR # ANDEFO000630002 - TEST SYSTEM o you.
Click this link to open the PR

COMPLETE THE EMAIL MESSAGE BY ENTERIMG DESIRED TEXT IM THIS BOX,
THEM AFPPLY

il

[ Apply ] [ Cancel ]

The message — DOCUMENT WAS SUCESSFULLY ROUTED is generated — select OK
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Create a PR by Proxy

Websters Il, New College Dictionary defines PROXY as;
Authority to act for another; written authorization to act in place of another

We will concentrate on the signature page of a PR. Entering signatures by proxy can
only be accomplished by a user designated as a BUYER

Verify information in all tabs, SAVE the PR and select the Signatures tab; expand
the Create PR by Proxy box

|zl Save PR EA Discdrd Changes | (=4 Print Preview | =3 Copy PR | @) Help

PR Information | Line Ikens | Addresses [REhiyElalgay

Click the Sign butkon ko Jign and route your PR or click the Route button on the tool bar above ko Rouke wour PR without a signature.

There are no Signatures o display.

Sign PR

- Create PR by Prory

Dfficial Name Official Date (MM/DD/¥YYYY) Amount {(USD)
Signed: Bob Jones, Activity Manager — — — = = = = - Select on ID‘B,I'IG,I':ZDD? E
Approved: Joyce Caso, Field Accounting Techniciare — — — — 9 Select an ||:|9||'1?l|'2|30,‘.-‘ E
Certified: Jovce Caso, Field Accounting Technician = — — — - Sglect on ||:|9;1?,|'2DU? ] Forl 30.01|
Al
Issued To: |BARKSDALE &FB =]
PR Mumber: I [AAAAAATHNEEY 4 #4) see help For explanation of Format
Date Buyer I— H
Ao [ooi7izo07 | L2 gamyoo ven)

Apply Prosey Information |

Actions must be completed in order of Signed, Approved, Certified, and Issued. A
user does not have to complete all actions at the same time. Each action can be
completed separately as long as they are done in order. If an action does not display it
is because that action has previously been completed

Click the Select box associated with SIGNED. When prompted, search for and select
the requisitioner’s name, then enter the official date the PR was signed by the
Requisitioner

Click the Select box associated with APPROVED. When prompted, search for and
select the APPROVERS name, and enter the official date it was signed by the
APPROVER

Click the Select box associated with CERTIFIED. When prompted, search for and
select the CERTIFIERS name, and enter the official date it was signed by the
CERTIFIER - then enter the amount the request was certified for
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Additional display below:

- Currency rate box grid is displayed for a PR containing foreign currency. Allows
the user to enter the rate equivalent to one USD or for the rate equivalent to one
Foreign Currency. When one is entered, the other is automatically calculated.
Rate defaults to information entered in the OU area by the IBPS Manager

usD JPY
Currency Rate: ||0.00942334000000|(( = 1
1 = || 106, 119486296790
— - Create PR by Proxy
Official Name Official Date (MM/DD/Y¥YY) Amount (USD)
Signed: Lee R. Tripp, Golf Course Superintendent on 05/07/2014 E
Approved: David Quinn, Chief, Resource Management on 05/08/2014 E
Certified: David Quinn, Chief, Resource Management on 05/08/2014 :ﬁ far 2,500.00
Issued To:
--Please Select--
PR Number: FITS iS00 (AAARAASY =22 2) see help for explanation of format
MOMAPPROPRIATED FUND PURCHASING DIVISION
Date Buyer |gasE 5CO
Received: T e i i Rt 7
| Apply Proxy Information |

- Use the drop down box to select the office you are issuing to

- DO NOT fill in the PR Number unless the number has already been previously
assigned and or you are using a Base SCO provided number

- Enter the date you, the Buyer received the PR to process
- Apply Proxy Information
O opens a pop-up, allowing you to enter an optional note -recommend you
enter a note as to why PR is being entered by proxy
- System refreshes to the PR Listing Screen and is issued a PR number
- Any time the Proxy area is used, the document containing the original signatures
must be attached. Scan the signed document to your hard drive. Attach the

document via the History/Links, Memo For Record area. Select the Add Attachment
button, locate the signed document and click Apply
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To locate the PR

As indicated earlier, if the PR was issued to the Base SCO, you remain the holder;
otherwise you have two options on locating the PR

- If known, enter the PR #, then SEARCH

4

OR

Search

PR Criteria: | PRs Issued To b
PR Status: |Working v

Issued To: | DIRECTORATE OF NAF PURCHASING w

. ,

— —

Y

Or enter

- PR Criteria— PR’s Acted On by Me, or PR’s ISSUED TO
- PR STATUS — Working (it's been issued and now has a #)

- If you selected PR’s Issued to the ISSUED TO; box is displayed, select the
appropriate office

- Select Search - PR’s meeting Criteria/Status are displayed
- Note the HOLDER column -- route to the appropriate employee as needed. To
route you must select the link, open the PR and route accordingly. If you sent it to
yourself then:
- Search for PR’s held by me, in the working state
o From the PR listing screen, select the link to open the PR. The PR opens
up to the Pre Award Document (PAD), Line Items tab. A PAD is the

working version of the PR. The original PR data is maintained at the state
of time it was certified
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Edit a PR/Pre-Award Document (PAD)

Take time to note the PR detail line at the top of the Screen
What is the Status? Who is the holder?

Only a user with Buyer authority can edit the PAD

Purchase  Source Award Report Manage Help

PR Detail Status: Working Holder: DIANA RUNKLE

@ Return L'ﬁ\' Route DEelgte L_a Cancel RemembEgEENNEE _j Log Out

ASVFCF40004 | Pre-Award | History/Links

7l Save PAD .14 Discard Changes 4 Print Preview 3 Copy PAD ) Suspend PAD -, Add to Project

OGO  El Ll Ling Eems | Addresses | Add Funds

Organizational Unit: Air Force, AIR FORCE PERSONNEL CENTER, NONAPPROPRIATED FUMND PURCHASING DIVISION, POLICY,

NAFI Code: 003 - Air Force Morale, Welfare, and Recreation Fund

Purpose: |Diana testing Phase I

Deliver By Date: |IDBD{2014 |ﬁ {MM/DD/YYYY)

Select the PRE-AWARD, PAD Information TAB

- Organizational Unit - If this is not correct, CANCEL the PR. Notify the
requisitioner that the PR was for the wrong OU - The PR must be recreated.

- NAFI — Hard coded, loaded from the Organizational Unit — If it's wrong here, it's
wrong at the OU level contact you must correct this before proceeding

- Purpose — Verify and update as needed

- Deliver by Date — Negotiated date of receipt of goods or completion date of
service — Critical this is correct as it will be reflected on subsequent reports

- Save the PAD
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Select the Line Items tab and verify ALL line item data:
- Expand all line items and review the extended description if applicable.
RAMSF220330160 | Pre-Award | History/Links
|7l Save PAD | Discard Changes | =4 Print Preview 5 Copy PAD () Suspend PAD 3, Add to Project @) Help

PAD Information |MELCRLGHIE Addresses | Add Funds

—Please Select Sort Order— - [ View l l Rearrange Line Items ] USD Funds Summary

PR Certified: 1,352.21
PR Obligated: 0.00
PR Remaining: 1,352.21

[ »  Item# Item Qty. Unit Unit Price Total
] |« (o001 2010 Riesling Spaetlese, 0,75L 192 BT ~ 4.00 EUR ~ 768.00 EUR
VendorfContract: WEINGUT WALTER ERBEN [ Open Market(WEINGUT WALTER ERBEN) -

Vendor Mfg #:
Standard Pack:
Redipient: Air Force, UNITED STATES AIR FORCES IN EUROPE, RAMSTEIN AB, RAMSTEIN OFFICER'S CLUB

Cost Center: 2203-RF - 0'Club Bar GLAC: 4010000-Purchases

Ensure each line item contains the proper OU and Accounting Data, select the
EDIT button to update

Expand the APPLY TO CHECKED ITEMS by selecting the + next to Apply to Checked
ltems
l

— - Apply to Checked Ttems
Vendor/Contract: --Please Select-- -
GLAC: --Flease Select-- -
Cost Center: --Flease Select-- -
Currency: --Flease Select-- -
Apply to Checked Line Items ] ’ Delete/Cancel Checked tems

This area allows users to update the Vendor/Contract /GLAC/Cost Center and Currency
collectively for those line items with a check mark. It is not necessary to update all
available selections, just the applicable items. Select desired data from the drop down
menu and APPLY TO CHECKED LINE ITEMS. Again, the one stipulation is that the
affected line items must be checked



Other features on the LINE ITEMS TAB

Funds Summary Block

USD Funds Summary

PR Certified: 350.00
PR Obligated: 0.00
PR Remaining: 350.00

Rearrange Line Ikems

Chairs - Mediterannian "
Chair Assembly

[

%10

LL

Allows rearrangement of line items in increments of one or ten. Select the line item,
then pick the appropriate carat (UP or DOWN) and APPLY
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ADDING NOTES

Add Natke

On the line items tab, locate the button

a. You may use an existing system note by selecting the drop-down. Locate

desired note and select APPLY /
Select Note /
Select a System Mote: j
|--F'Iease Select-- -]
OR
Tvpe a Mew Mote

b. To create a note--select TYPE A NEW NOTE (see below)

This area should not be used to add Statements of Work or item
descriptions.

Write the Note in the box provided

Add the note to your local list by checking the box. Only do this if the
note will be used multiple times. If the note is only applicable to this
PR/PAD, do not check the box.

Title the Note

Select Apply - Your note is attached to the Pre-Award Document
(PAD). The note is editable when loaded onto the PAD

Select Note

| Seleck a System Mote I

OR
Type a New Note:

Deliver ko the NAF Accounking office between 12-4PM, Pleass ﬂ
call 210-123-4567 before delivery is made

;ndd this note to my OU's local list {A Title is required)

Title: [NEWY DELIVERY MOTE

Apply | Cancel |

If payment terms of the award are GPC and the Department Card will be
used, add the Department Card Language (Base Use Only Note)
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ADDING ATTACHMENTS

To add an attachment/document

Click the Add Attachment

drop-down

| button and select a system document template from the

Select Attachment

Please select a document temp o attach. Then click Apply.

| General Provisions (Master) T ;I

OR

Click Browse, ., to select a file from wour computer, Then click apply,

I | Browse. .. |

or - Select a file from your hard drive by selecting BROWSE. Locate file on your hard
drive and select OPEN

Screen refreshes — Selected file name appears in BROWSE box
Select Attachment

Please select a document template to attach, Then click apply.

|--F‘Iease Select-- ;I

OR

Click Browse, ., ko select a file from wour computer, Then click Apply,

IH:'I,S'u'CKI Policy and Procedures)\ TRAIMINGY Contrack Te | Browse. .

/ apply Zancel

SELECT APPLY to attach the desired document

Attachment becomes part of the PAD
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Documents or notes you attach to your PAD are displayed directly under the line item
entries. Do not move a note or attachment to be above the line items

Below is a depiction of a 2 line item PAD, with a Statement of Work and an attached

Note
|:| » | Ttem#& Item Qty. Unit Unit Price Total
] |»|ooot Chairs - Medierrainian 4|[|EA W 80,00 || USD » 320,00 UsSD
I:‘ ® 0002 Chair Assembly 1)]| 5V % 40,00 || USD | » 40.00 UsD
O ATCHOD1 [Statement of Work.docx (10 KE)
F NOTEDL | peliver on the 2nd Tuesday of each week.
Total (USD) 360.00

ADDITIONAL GUIDANCE

General Provisions and other necessary documents are required and
attached to PR’s that result in an Open Market Purchase Order (PO)

General Provisions are not required on a document resulting in a Deliver

Order (DO)

If the PR will result in a contract or a Non-Personal Service contract,
attachments can be added up until the PR is awarded
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ADDITIONAL FUNDS

Use this same guidance to de-obligate funds

Additional funds can be requested by any member having access to the Organizational
Unit for whom the PR is being processed. Additional funds are requested on a PR in
the Working or Awarded status only, and require the same approval and certifications
as the original PR. If you are the Buyer and not the Requisitioner, route the PR to the
Requisitioner to begin the Add Funds Process. Ensure in the e-mail note to provide
pertinent information about the funds needed. (i.e. amount, what line items are
impacted, new unit prices, etc)

Locate the PR you wish to add funds to.
- Requisitioner must hold the PR (Pre-Award Document) to initiate the Add Funds
process

- At the PRE- AWARD tab, they will select the ADD FUNDS tab

PR Detail Skatus: fwarded

@ Return LT;;} F.oute [IENCEE (EamiEE]

ASVFCF810200023 | Pre-Award | Histd

Save PAD Discard GhenEes

PAD Information |1k

- Fill in the additional funds requested ($ Amount) in the Requested Amount Box
and select the Request Funds button
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PAD Information | Line Items | Addresses |EEXGEETHT S

If you are the Buyer and not the Requisitioner of the PR, route the PR to the Requisitioner to begin the
Add Funds process. Ensureinthe e-mail note to provide pertinent information about the funds needed.
(i.e. amount, whatline iterm s are impacted, new unit prices, etc)

Requested Amount (USD): [100.00

Request Funds |I

Request Funds & Route

| Please enter a note or reason.

| =

Search by name:
o Joyce Caso - POLICY, PROCEDURES, TRNG &

NaFni::F IBPS - DIRECTORATE OF NAF PURCHASIMG
Last
Mame: " Stephen Reynolds - POLICY, PROCEDURES,

TRMG & IBPS - DIRECTORATE OF MAF PURCHASING
Search |

4| |

Zancel |

The Request Funds & Route box appears — The requestor of the additional funds routes
the PR to the next level (Approver/Certifier). Select the proper individual and select
APPLY

A second Request Funds & Route box appears. This is used by the funds requisitioner
to coordinate on the additional funds. Type your e-mail message, directed to the next
level (approver) and be specific, and specify the line items(s) requiring the additional
funds

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

Bill, this request is submitted for vour approval of $100 of additional funds|

apply ] [ Zancel
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A pop-up is displayed- DOCUMENT SUCCESSFULLY ROUTED

Select OK

L] 'E Document was succeszfully routed.
L

PR has been routed to the individual selected
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APPROVE/CERTIFY Additional funds

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. At this stage the PR is either in a
Working or Awarded status

Only those individuals having the authority to Approve/Certify Funds see the following
screen. Approvers will only see the APPROVE area

Select the ADD FUNDS button

Sane P Diseard Ehanaes | = Print Preview | 53 Copy PAD Suspend BED C% addta Project | @) Help

PAD Information | Line Ikems | Addresses Add Funds

PAD Information | Line Items | Addresses |WaGLESTLL]

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 click the Apply button.

usD EUR
Currency Rate: |1 40900090000099 1
1 1.66666666666667

Approved Amount (USD): |SD.DD |

Certified Amount (USD): [50.00 |

Approve Funds || Approve and Certify Funds || Deny Funds

— + Add Funds by Proxy

Official Name Official Date (MM/DD/YYYY) Amount (USD)
Approved: | Select |on| |3
Certified: [select ] on| @ o[ soa0]
uspD EUR

Currency Rate: (1 40000000009000
1

1
0.66600000666667

| Apply Proxy Information ‘

- Verify the amount (if desired) to be approved, edit as needed

- Click the appropriate button for action desired:
0 Approved amount - Select the APPROVE FUNDS button, and route the PR to
the Certifier
o Deny Funds — Will require you to enter a note

- If you are the Approver and Certifier you may accomplish both steps
simultaneously by selecting the APPROVE AND CERTIFY FUNDS button.
When completed, route the PR to the Contracting Officer or Purchasing Agent for
action
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FUNDS CERTIFICATION of ADDITONAL FUNDS

The RM will receive an e-mail notification for the request of additional funds. User
should click the link to the PR, or locate the PR from the PR Listing Screen

- RM will verify the amount to be certified, edit as needed and select the appropriate
button for action desired

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

- Deny Funds — Will require the RM to enter a note

PAD Information | Line Items | Addresses |W-TiliEETH T

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 |

Once certified, a dialog box appears. User should enter appropriate notes and select
the Contracting Officer/Purchasing Agent (CO/PA) and route the PR and fill in the 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
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HISTORY/LINKS

Displays all actions taken on a given document

BARKFOOOL17000Z | Pre-Award | History,Links

&) Help
Action History Memo Faor Re
Action Logged-in User Local Date,/Time Amount Official Name Official Date Motes/Reason
{GMT -5.00)

Signed Bob Jones 0901352007 11:52 AM Bob Jones 09r13/2007 PR &rnount: 350,00 (US0

Routed Bob Jones 09/13/2007 11:52 AM Bob Jones 09/13/2007 To: Stephen Reynolds - Reqeust youl

Routed Stephen Reynaolds 09)14)2007 10:09 AM Stephen Revnolds 09142007 To: Joyce Caso - Please Approve

Approved  Jovee Caso 097142007 10:25 AM Jowee Caso 09/ 142007 Amount; 350,00 (LS00

Routed Jovee Casa 09)14)2007 10:25 AM Jovee Casa 09/14/2007 Tao: Stephen Reynolds - PR is approvw

Cerkified  Skephen Reynolds 09014)2007 10:45 AM $350.00 Stephen Reynolds 09r14/2007

Routed Stephen Reynalds 09/14)2007 10:45 AM Stephen Revnolds 09/14/2007 To: Bab Jones -

Izsued Bob Jones 09014)2007 12:32 PM Bob Jones 09r14/2007 Issued To: BARKSDALE AFE - PR has
status of the PR changes from PEND]

Funds Bob Jores 0901702007 2:19 AM Bab Jones 09f16/2007

Requested

Funds Bob Jones 09/17§2007 2:19 AM Joyee Caso 09/17/z007

Approved

Funds Bob Jones 09)17/2007 .19 AM $200.00 Stephen Reynolds 091 7/2007 CERTIFIED

Certified

The example (above) indicates this PR has been successfully:

- Signed

- Approved

- Certified

- Funds added

- Additional Funds Approved
- Additional Funds Certified
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AWARDING A PR

Allows a Buyer - Contracting Officer / Purchasing Agent to award to a vendor for the
selected award type

With the desired PR opened to the Pre-Award tab note the following

- Is the status working?
- Am | (user) the holder — If not route to self

Select the Pre-Award (PAD), Information Tab — CONFIRM and edit data as necessary

ASVFCF30012 | Pre-Award | History/Links

sl Save PAD 1 Discard Changes 4 Print Preview - Copy PAD  ig? Suspend PAD

PAD Information |BELENETE Add Funds
This option will only display on Purchase
Non-distributed Vendor Award: < Requests created prior to Nov 2014

Organizational Unit: Air Force, AIR COMBAT COMMARND, BEALE AFE, BEALE LANES

NAFI Code: 001 - Base MWR Fund

Purpose: Bowling Equipment

Deliver By Date: 03/06/2013 :ﬁ (MM/DD/YYYY)
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SELECT THE LINE ITEMS TAB
Expand all line items and confirm ALL data. Update as needed.
Confirm any attachments and notes, edit/replace as necessary and SAVE PR

To make changes collectively to all items, place a \ the box next to the header Item #.
All boxes will be checked

W | e[ Item® Item

¥ |+ o001 IChairs - Mediterannian =

|1=e this bioy o enter an expanded description cnj
If an item is selected from a price lisk the YEMDOY
Make sure you have selected a GLAC Far each lig

Yendor/Contract: |Stephens Furniture | g

Yendor Mg #: |

Standard Pack: |

Recipient: BARKSDALE MAF COMT;

W [w|oooz  (|Chair Assembly =

Expand the Apply to Checked Items Box at the bottom of the screen. It is not necessary
to update all available selections, just the applicable items

— - Apply to Checked Items
Vendor/Contract: --Please Select-- -
GLAC: --Please Select-- -
Cost Center: --Flease Select-- -
Currency: --Please Select- -
Apply to Checked Line tems | | Delete/Cancel Checked Items

When done, select APPLY TO CHECKED LINE ITEMS, or DELETE/CANCEL
CHECKED lItems as applicable. SAVE THE PR
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CREATING AN AWARD

After validating all data and conforming to contracting rules outlined in DoDI, 4105.67,
and AFMAN 64-302 you are ready to make an award

Ensure you own the PR (are you the holder — if not route to yourself)
Expand your line items

Confirm that the Vendor/Contract field is filled in with the vendor you will make the
award to. If the field is vacant, select the drop down to display vendors listed on the
Address Tab. If Suggested Source is displayed by the vendor name, you cannot make
the award to this type of vendor until you have contacted AFNAFPO to load the
particular vendor. If the Suggested Source address is correct, simply provide
AFNAFPO with the commaodity, vendor name and currency via a MyPers Ticket.

Save your document before proceeding

1 » | Item# Ttem Qty. Unit Unit Price Total
] | * |ooo1 BOWLING TOWELS 25 | EA - 3.50 usp - 87.50 UsD

This is the expanded description area. Post up to 285 characters in this box as needed to fully descibe your purchase.

Vendor/Contract: FRONTIER PRO SHOP / FRONTIER PRO SHOP (Open Market) -

--Please Select--
Vendor Mfg #: Remove Vendor/Contract
Standard Pack- FRONTIER PRO SHOP / FRONTIER PRO SHOP (Open Market)

Recipient: Air Force, AR COMBAT COMMAND, BEALE AFB, BEALE LANES

Cost Center: 0208-Lanes Pro Shop--( 12 Or Less) GLAC: 4010000-Purchases Edit
ATCHO1 | GEMERAL PROVISIONS (Dec 2011).doc (53 KB)
NOTEOL | calL Jonny B. Good AT 719-333-6021 FOR DELIVERY INSTRUCTIONS, AND LOCATION. -
k Total (USD) 87.50

Place a check mark next to any attachment(s), or notes you wish to include in your
award
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Scroll down - using the drop down on the Award To: block, select the vendor to whom
the award will be made

—

—
Award To: FRONTIER PRO SHOP/FRONTIER PRO SHOP (Open Market) -

Award Type: PO/DO -

Use the drop down on the Award Type select the type of award you wish to make —
listing is below
Award Type: |PO/DO w

-Please Select--

PODO

BDO: Blanket Delivery Crder

BPA: Pre-Priced

BPA: Un-Priced

STD(C): Standard Contract (Firm-Fixed)

SVC: Aircraft Lease Agreement
{SVC: Amusement, Music or Yending Machine Contract
SWC: Charter Flight and Tour Desk Concessionaire Contract
|SVC: Concessionaire Contract
|SVC: Consignment Contract

SWC: Entertainment Contract

SWC: Flight and Ground Instructors Contract

SWC: Individual Service Contract

SVC: Interior Design Agreement

SWC: Ticket Consignment Agreement

This is a major area that you the NAF CO must understand

If you are making an Open Market Purchase and it falls within your warrant
limitation select PO/DO

If you are making a Purchase against an NPA, EPP or GSA contract, your
purchase limitations are unlimited, select PO/DO, unless you are creating a BDO
then select BDO —see BDO guidance later in this manual

If you are making a purchase for either a Pre-Priced or Un-Priced BPA, make the
appropriate selection

If the award was issued by the Base SCO it's important the proper award type is
selected. To determine the award type look at the Base SCO award number and
select the Award Type accordingly (see tables below)

You will receive an award document which will look similar to this one:
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The Number located in blocks 1 and 2 are what will assist in determining the type
of award you need to select on those awards made on your behalf by the BSCO.
Block one is the Basic # of your award. The type of contract you need to select is
identified in the 9" position as a letter. Letter break outs are below:

Block two identifies the Delivery Order/Call #/or Task Order #

AGREEMENTNO.
FA5270-12-D-0007

6 ISSUED RY
POC: JULIAN KAELIN

UNIT 5188, BLGG 96
AP AP 98358

I.CONTRACT/PURCH. ORDERf

18 CONSANFRASTRUCTURE ACQUISITION

ORDER FOR SUFPPLIES OR SERVICES

PAGE I OF 12

(FYYYRSMMD D}

2.DELIVERY ORDER/CALL NO.J|3. DATE OF ORDER/CALL
2013 Sap 30

4 REQ/PURCH REQUESTNO,

FILASEI1090100

5. PRIGRITY

POG: KIYQSH | HIGA
UNIT 5188, BLDG 95 KADENA AB
APO AP 9338E-5108

7. ADMINIST ERED BY fif other than &)
18 CONSAINFRASTRUCTURE ACQUISITION

CODE | FAS2TO

B _BELIVERY FOB
DESTINATION
OTHER

{See Schedule if other)

9. CONTRACTOR

NAME MR. NAKA
AND 2-1-1, OHIRA
ADDRESY URASOE 9012113

ONAKA GUM) CO,, LTD.

CODE | 59482

FACILITY |

1%, DELIVER TO FOB FOINTBY (Daie) | ][, MARK [F BUSINESS [S

(TYYYMMMDD) SMALL

SEE SCHEDULE SMALL

12, DISCOUNT TERMS DISADYVANTAGED
Net30 Dap WOMEN-OW NED

13 MAIL TNVQICES TO THE ADDRESS [N BLOCK
Sae tam 15

Position

1-6

10-13

# SCHEMA FOR BSCO AWARDED DOCUMENTS

BLOCK #1

Contents

FA5270 0007

12

D

Identification of
department/agency office

Last two digits of the fiscal
year in which the
procurement instrument is
issued or awarded

Type of instrument

Four position serial number
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Relates to Position #9, letter designator on the award document

Blanket Purchase Agreement - A - Example: FA5270-11-A-0015
- Select BPA as appropriate in IBPS

Service Contracts (except ID/IQ) - C - Example: FA5612-11-C-0015

- Select STD(C): Standard Contract (Firm Fixed)

Indefinite delivery contracts - D - Example: N00383-91-D-0001-TUO01
- Select PO/DO

PO/DO - P, M, W or V - Example: FA5270-12-P-0038
- Select PO/DO

Once a decision has been made, select the AWARD button

Your screen will refresh and display the PENDING award
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Create an Award for a BLANKET DELIVERY ORDER (BDO)

A Blanket Delivery Order (BDO) is an order against an established Nonappropriated
Purchasing Agreement (NPA), an Essential Products Program (EPP) or GSA contract.
Recommend you read the entire section before beginning this process.

Preparing PR(s) to be awarded as a BDO

Ensure PR(s) are CREATED for the appropriate Organizational Unit (OU). A
separate PR must be created for each ACTIVITY (a.k.a. OU)

- PR(s) must contain a dollar value (in most cases the dollar value is estimated). If
funds are exhausted during the performance period of the BDO through the call
process, funds may be added to the PAD through the add funds process and the
BDO through the modification process

- Attachments are NOT necessary (I.E. Templates) when preparing a PR for a BDO

- When preparing your PR for a BDO, we recommend you SEARCH by CONTRACT
# for the vendor associated with the NPA/EPP/GSA contract

Contrack Murnber:

Contack Lask Marne: | F4199906D1234

Contack Firsk Marne: I

Zip Code: I

Search |

Cancel

Search results display the vendor attached to that contract. Select the link and the
vendor is added to your Purchase Request addresses tab. Save and then add the
vendor to the line items being awarded per guidance in the PAD section of this manual

- Issue each PR to the Pre-Award Stage (PAD) and route it back to yourself
- When all PR's are in the PRE-AWARD Stage, Award the first PR

0 Award to - Select the vendor from the drop-down
o Award type — BDO
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Contract Pending | Price Lists | Call Registers | History/Links

7 Save Contract £ Discard Changes

4 Print Preview @) Help

Commeoedity: FOOD PURCHASE

El-all services
El-air Force

Contract Information |l = B ey lal (s N A

/‘ Verify that it is a BDO type contract
Type: BDO

Vendor: Sysco Eastern Maryland, LLC «———| Confirm the vendor

<

| The Contract Pending populates

<«

Enter a COMMODITY (Important)

Expand the FOR USE BY box —

El-AIR COMBAT COMMAND
El-cannon AFB

Note the activities designated to
use the BDO. This field populates
from the PR(s) used to award the
BDO.

CAMMON LAMES
THE LANDING
Checkbox PR # Amount
7 ASVFCF300689 £25,000.00
& ASVFCF30070 £15,000.00

[ Remove Checked PRs ]

Contract Amount: $40,000.00

Currency: American Dollars

Payment Terms: MNET 30 DAYS

Source Contract: F41999-06-D-6090

Verify

Billing: @ Normal © CVPP

FOB: FOB Destination
Effective Date: 09/24/2013

Expiration Date: 12/31/2013

-

3 (MM/DD YY)

3 (MM/DD YY)

Information contained in the Call
Delegation letter will determine
who may place calls against this

Attachment{s)
O] call Delegation Letter.doot (10 KB) BDO
’ Add Attachment ] ’ Delete Checked Attachments
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- Select each tab and verify ALL information
- Make sure you verify the BILL TO ADDRESS, is it correct?

- Add pertinent members of your team to the Distribution List

** Save the contract but DO NOT SIGN IT **

- Return to the PR listing screen and locate the next PR
o0 Award to the same vendor as the 1st PR
o0 Ensure you select the Award type of BDO
B When awarding the 2nd and subsequent PR's, note the following:
B |BPS will pause and you'll have 2 choices.
1. Continue (Do Not Select this option yet)
2. Select the drop-down—at a minimum you’ll have two choices:
B NEW Contract (Do Not Select this option)
B Name of the COMMODITY entered during the Pending
BDO award process
i. If you failed to enter one, UNKNOWN is displayed,
select it, otherwise, select the "COMMODITY
entered for the Pending BDO
3. Select CONTINUE
- Allow the screen to refresh to the PENDING BDO Contract Screen
- The PR will be attached and listed on the Contract Information Tab
SAVE the contract
- Attach remaining PR’s to the BDO by awarding them using the steps noted above

Your pending BDO contract looks like the next screenshot

Note: the example contains TWO PR’s attached to the BDO
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\wl Save Contract  EH Discard Changes | (=l Print Preview | @) Help

Distribution List

Contract Information |PL506 S

Type: EDO
Vendor: PRIME VEMDOR,

Commeodity: |FOOD ITEMS

|— + For Use By

PR & Cost Center Amount
Lanes Operations--{12 Or Less) [£5,000.00
£7,000.00

Checkbox
|:| AMNDEFQ20890002

Sundry Stores

] AMNDEF006290003

[ Remove Checked PRs ]

Contract Amount: 512,000,00
Currency: American Dollars
Source Contract: F41993-03-D-0001

Payment Terms: | NET 15DAYS

Billing: () narmal O cvpp

|
\ZH (MM/ DD/ YYYY)
\ZH (MM/ DD/ YYYY)

FOB: | FOB Destination

Effective Date: |05/05/2008

Expiration Date: | 11/30/2010

Attachment(s)

(] |cALL LETTER..docx (10 KE)
| Addattachment ||  Delete Checked Attachments I
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Select the PRICE LISTS Tab then the CREATE PRICE LIST button

Contract Pending | Price Lists | Call Registers | History?’ ks . Select a Pricelist Source
A

|~ =create Price List Select the source for the pricelist.
To sefect an existng oricelst, select the pricelist you want.

When you are finished, dick the Apply button.

| PRIME VEMNDOR (MPA) (5/1/2008 - 5/1/2018) V| 2
’ Apply l [ Cancel l

/

- Select the current NPA/EPP/GSA pricelist from the drop-down and APPLY

- SAVE

- Select the CONTRACT PENDING TAB and review all tabs once again

Signatures tab

Do not enter an award number. Allow IBPS to number the BDO. If for
some reason a manual number must be entered, do not enter the parent
number. Meaning, don’t enter the NPA, EPP or GSA number. A BDO
requires its own number

A print preview should reflect the NPA, EPP or GSA contract # in block 2
If you are the CO select the CO Sign Button, if not

Expand the PROXY box and enter the CO's signature and the date the
CO signed the official document and select APPLY PROXY
INFORMATION

Keep in mind that a BDO will NOT require a Contractors Signature
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SECTION 6
Processing Purchase Orders and Delivery Orders
Locate an Order
Processing an Order
Contracting Officer Sign and Issue
Contractor’s Signature by Proxy
Modifying an Order
Cancelling an Order

Closing an award where receiving has taken place

Print Preview of an award




PROCESSING PURCHASE ORDERS/DELIVERY ORDERS

Delivery Orders (DO)

- Issued against an existing Nonappropriated Purchase Agreement (NPA), Essential
Products Program (EPP) or General Schedule Agreement (GSA). Competition is
not required when issuing a DO against a NPA or EPP, General Provisions should
not be attached to a Delivery Order

Purchase Order (PO)
- Issued against an Open Market vendor(s). General Provisions are required to be

attached to all POs

When you award a PR, the screen refreshes to the ORDER PENDING screen and you
become the holder. Up to this point, you have NOT obligated the NAFI for any funds as
the order is still pending

Only individuals designated as Contracting Officers (warranted) have the
authority to sign Orders

Locate an Order

From the toolbar, select:

- AWARD
o ORDERS

Purchase SOUrce |.ﬁ.ward Repork  Manage  Help

Orders
Conkracks
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If the SEARCH box is not expanded, click on the word SEARCH
[ Orders [

Search

OR
Order Criteria: | Orders held by me A

Order Status: | Awarded W

Vendor: all Vendors
[ Find. .. ][ Clear ]

Enter the Order # (if known) and select SEARCH

If the order # is not known select from the Order Criteria drop down menu one of the
following

- Order Criteria (from the drop-down menu, choices are)
o Orders held by me
o Orders acted on by me
o Orders from PR’s acted on by me
o Orders within my ROI (Realm of Influence)
o Orders by hierarchy for a selected level
o Orders | can receive

Then Select the Order status from one of the following

- Order Status
o All Orders
o Pending
o Awarded
o Completed
o Canceled
Once the Criteria and Order Status have been selected, click SEARCH. All orders
meeting the selected Criteria and Status are displayed (see below). Select the link to
the desired ORDER

Lo Order Pending ISSLE BY PRORY Bitvis BOY LLC

D F41293-06-F-0204 MO0 AN ORDER. AMF BOWLING, IMC/CENTURY
INT'L

D F41999-06-F-0213 TEST PR PROCESS CRECK COMMERCIAL SALES




Processing an Order

Order Information Tab

- Is the Activity (OU) correctly identified?
- Is the NAFI Correct?
o If the OU and/or NAFI are incorrect, delete the pending order, return to the PR
and CANCEL the PR.
- Is the Purpose concise?

If you answered no to any of these questions, DELETE the pending award and notify
the Activity and request they re-accomplish the PR

- Are PAYMENT TERMS correct - (system defaults to 0.5% 20 days, Net 30 days). This
field should be updated based on your negotiations with the vendor

- If you are paying by Government Purchase Card — select that payment term
Remember to update the Bill To address located on the Addresses tab

- If you are issuing a Not to Exceed Award, place a checkmark in the box. The system
uses this as a trigger for the Order form to print in block 21 (Not To Exceed)

Order Pending | History/Links |

sl Save Order 1 Discard Changes |4 Print Preview @ Help

(GGl LBl Line iems | Shipping | Addresses | Distribution | Signatures

PR # Installation/ Activity NAFI

ASVFCF30015 |Air Force, AIR COMBAT COMMAND, CAMNON AFB, CAMMON LAMES |001 - Base MWR Fund

Purpose: Fins Cannon Lanes

Payment Terms: MNET 30 DAYS ¥
Not To Exceed Award: [
Billing: @ pormal O CvPP

Purchase Order: gral & Written @ nja O

Date Quote Received: 03/19/2013 j (MM/DD/YYYY)
X
N

If this is a PO, select how the quote was obtained and the date quote was received
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SAVE THE ORDER

Order Pending | Histoty Links

H Save Order B Discard Changes | (= Print Preview | &) Help

G TR G T EL G W Line Tkems | Shipping | Addresses | Distribution | Signatures

Confirm all information on ALL tabs
Line Items Tab

Pay special attention to the vendor and the lines of accounting. If any of these are
incorrect, delete the order, make the corrections on the PR/Pre-Award Document

(PAD) and re-award it

This data is populated from the PAD line items tab. All line items that had the
vendor/pricelist associated to them are displayed. Also, if a checkmark was placed
beside any notes or attachments they too, are displayed here

Order Pending | istory/Links |

\s4 Save Order £ Discard Changes 4 Print Preview @) Help

Order Information |RELIRi=10"0 Shipping | Addresses | Distribution | Signatures

. Unit Price Total
Ttem# Tt . Unit
» am em Qty. (usD) (usD)
w (0001 BOWLING PINS 1 EA 1,000.00 1,000.00

Vendor/ Contract/Pricelist: ACOUSTIC PRODUCTIONS /[ ACOUSTIC PRODUCTIONS (Open Market)

Vendor Mfg #:
Minimum Purchase: Link to the original PR

sStandard Pack: is available

PR

Originating PR: ASVFCF30015
Recipient: Air Force, AIR COMBAT COMMAMND, CANNON AFB, CANNON LANES

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

MOTEOL | NOTE FOR NO REAL REASON AT ALL. Ensuring note goes with award on award.

ATCHO1 | GENERAL PROVISIONS (Dec 2011).doc (53 KB)

Total (USD)|1,000.00

If a desired line item doesn’t appear, do not delete the pending order. Go back to the
PAD, ensure the missing line item is associated to the vendor/pricelist, click Award To
and select the vendor/pricelist, click Award Type, select PO/DO, click Award
--- IBPS will pause and present a pop-up box. You'll have 2 choices
1. Continue (Do Not Select this option yet)
2. Select the drop down-at a minimum you’ll have two choices
--- NEW Order (Do Not Select this option)
--- Purpose from the pending PO/DO will display - select it
3. Select CONTINUE
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As directed by the Director of NAF Purchasing, awards should not contain a separate
Freight Line item. If one exits, delete the pending award. Atthe PR, remove the
vendor/pricelist from the freight line items and re-award from the Pre-Award Document

. Unit Price Total
» Item# Item Qty. Unit (EUR) (EUR)
w 0001 2010 Riesling Spaetlese, 0,75L 192 BT 4.00 768.00

Nendor/Contract/Pricelist: WEINGUT WALTER ERBEN / / Open Market(WEINGUT WALTER ERBEN)
Vendor Mfg #:
Minimum Purchase:
Standard Pack:
Originating PR: RAMSF220330160
Recipient: Air Force, UNITED STATES AIR FORCES IN EUROPE, RAMSTEIN AB, RAMSTEIN OFFICER'S CLUB

Cost Center: 2203-RF - O'Club Bar GLAC: 4010000-Purchases

» (0002 2010 Riesiing Hochgewaechs Halbtrocken 0.75L 72 BT 3.40 244.80

ATCHO1 |GENERAL PROVISIONS (Dec 2011).doc (53 KB)

Total (EUR) 1,012.80

Total (USD) 1,352.21

usD EUR

Currency Rated | 1.33511348464619 1

i 0.74900000000000

A feature for overseas bases using foreign currency is provided for CO’s to update the
exchange rate(s). If a blatant inaccuracy is noticed in this area you may go to the
Manage, OU area and update accordingly
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Shipping Tab

If not already expanded, expand the SHIP-To Name tab by selecting the carat

Ot ler Information | Line Items |Euiliouli@l Addresses | Distribution

» | Ship-To Name

» | RAMSTEIN AB RAMSTEIN OFFICER'S CLUB

Delivery Terms:
Deliver By: 1/22/2013 ZH (MM/DD YY)
Delivery Notes:
FOB: FOB Origin -

Shipping Instruction: 02 - AFNAFPO Transportation Contractor ships Door to Door overseas from Vendor to the base - does not use SDDC.

Note: When the shipping instructions are created, the original Ship To address wil become the Mark For address and Port address will be used for the Ship To address
Port:

POE: 101

POD: [JFL Used and determined by bases at

TAC: F8P2 overseas location
TP 03

4

TCN: TCN Pending

Update information as needed

- Deliver By — This box initially contains the date entered on the PAD. It must be
updated to reflect the negotiated deliver by date. If this is for a Service, this box

should contain the last date the service is to be performed

- FOB - Negotiated with the vendor. Select the agreed upon term

- Shipping Instruction - Based on the FOB selected, this box provides for specific
information. Use the FOB Delivery Codes guide in this IBPS Training Manual,
Section 13

- SAVE
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Addresses Tab

Expand the addresses by selecting the carat symbol next to the title of any of the
addresses displayed. Once the address is expanded, edit as necessary

To select another address for any one of these addresses, click on the SELECT

ANOTHER ADDRESS link provided with each address (viewable when the address is
expanded). If other addresses are available they will display for selection

Order Pending | History/Lnks [

‘=l Save Order L Discard Changes |4 Print Preview € Help

Order Information | Line tems | Shipping [Wabbl==-="M Distribution | Signatures

* ) Vendor

k| ACOUSTIC PRODUCTIONS

G) Ship To

k| BOWLING CENTER

» ) Issued By

» | AFPC/SVCFP

» ) Bill To

B[ AFSVA/SVTEA [ACCOUNTS PAYABLE)

There are no Admin Addresses to display.

Add Admin Address ]

Vendor — If the wrong address appears, click the Select Another Address link. If the
desired address still isn’t available, contact the vendor, verify the correct address and
then, contact the IBPS team, via MyPers, to add the new address. If a correction or
revision to the listed address is needed, contact the IBPS team, via MyPers

Ship To — Address where the vendor is supposed to ship the items. Update as
necessary (see page 2-27)



Port — For overseas locations

Depending on what FOB Shipping Instructions were selected, this box may not be
viewable

If the wrong port is displaying, it could be due to the wrong Port of Debarkation being
entered in the OU area for the activity, update the data in the OU area

If a different port is to be used due to the item being procured requiring special
Shipping Instructions, you might have to create the instructions manually

The various Shipping Instructions templates can be found under the Manage,
Document area. Use the FOB Delivery Codes guide in the IBPS Training Manual,
Section 13 to determine which template to use

Issued By — This advises the vendor who to contact concerning the award. If the
ORDER was awarded by the Base SCO their address should be entered here. If their
address isn’t available for selection go to the Manage, OU area and enter it as one of
the Ship To addresses for the NAF Accounting Office (make sure you have a default
address). Ensure the POC and commercial phone number of the buyer are listed
here. Note that the POC information is a required field. Failure to enter it will
cause a Validation Error

Contacts: First Name Last Name Email

1st POC |ANNA |+ |1aCKSON = | |
Telephone 1: |39-D434-6653I]? |E:d:| |T‘||I'p-e| Voice v|
Telephone 2: |39-0434-651300 | Ext | | Type|Fax V|

First Name Last Name Email

2nd POC |CHIARA | [MORINELLT |
Telephone 1: |39-0434-665273 |Ext| | Type|Voice V|
Telephone 2: ‘ |E:d:| |Tvpe| Voice v|

Buyer contact information (First Name, Last Name) should be included on this
address

The phone number should not be a DSN number as the vendors do not have DSN
capability

If the award was accomplished by the Base SCO their address should be reflected
here

To correct address data use procedures outlined on page 2-27
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Bill To — Where the invoices are to be sent. To determine this address, ask yourself a
the following questions:

Is the method of payment P-Card?
- Update to reflect the correct local address

Is method of payment the AFNAFPO Department Card?
If yes, update to reflect the address provided in the Department Card guidance

Was the award created by the Base SCO for a construction project?
- Follow guidance in TA-AFSFMS-23. Remember, this address should match
what was on the Base award document. If it is wrong, advise your Base SCO so
they can issue a modification

For Overseas Bases Only - if the invoice will be written in a foreign language use the
local Base NAF Accounting Office address

The ADD ADMIN ADDRESS button is used to show that someone else is the
administrator of the Award
Enter the address or click the select another address link
o For example, if AFNAFPO issues the award but is delegating
administration duties to the base, the base address will be reflected
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Distribution Tab

The distribution tab displays a list of users that will receive an e-mail notification when
an Award is issued. Tab defaults with the Requisitioner and Funds Certifier names on
the award. To add an employee, select the 1, select ADD USER button, 2, enter a first
and/or last name and select search. 3, when the individual is located in the system,
radio-select the name and 4 select, APPLY

Note: Add Vendor Agent is not operational
Order Pending | HistoryLinks

H Save Order Discard Changes | (= Print Preview | @) Help

Order Information | Line Ikems | Shipping | Addresses |WeiSdgldNdGL W Signatures

|

[” | People to Notify I

[~ |Stephen Reynolds - {POLICY, PROCEDURES, TRMG & IBPS (DIRECTORATE OF NAF PURCHASING) F - stephen.rey"unlds@agency.afsv.aF.miI

Add User Add Wendor Agent | Remove Checked User I

] 7 IBPS 4 -- Web Page Dialog Ed

Select an Employee

| a
Search by name: —
Search Results:
First 3
M B
ame 2 " Jimmy Sawyer - POLICY,
Y Last [ apyer PROCEDURES, TRNG & IEBFS -
Amme: CIRECTORATE OF MAF PURCHASING
Search |

OFR.

Search by OW: Search |

Select an OU below:

All Services T
N |

https: /fibpstraining. afhafpo. afsy.net/Common,DialogBox. 2 ’@ Internet y
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Signatures Tab

- SAVE your Order. If the award is such that you, the CO, determines it would be
in the best interest of the NAFI to obtain the contractors signature, they
(contractor) must sign before the CO signs the document. Print out the pending
order General Provisions as necessary and send to the contractor, if applicable.
See “Contractors signature by proxy”, below once the contractors signed copy is
returned.

0 Select the PRINT PREVIEW

Order Pending | Histary Links

I LH Save Order I Discard Changes | (=4 Prink Preview | &) Help

Crder InfFormation | Line Ikems | Shipping | Addresses | Distribution |G =

A listing of all associated documents displays (see below)

Select the link to the document you want to print. This sequence is required for each
document you print

Select what to print below

Fending Orderl Furniture for NAF Accounting OFfice

e GEMERAL PROVISIONS Jan 051 [.doc
e [NDIVIDUAL SERVICE COMTRACT FORMAT (Aug 05, rtF
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Contracting Officer Sign and Issue

If the contractor’s signature is not required, you may, if you have a warrant legally
obligate the Government

Select the CO Sign button or Route the Order to the CONTRACTING OFFICER for
signature. Once the award is signed, it must be issued

Order Information I Lire Items | Shippinig I Addressas [ Distribution

Please review the information below and change as needed,

Order Number: |

F41999-YY-T-####, see help for explanation of Format

[ RouteTocontractor | cosion |

Save Drder Discatd Changes | (= Prink Preview || @0 Help

Order Information | Line Items | Shipping | Addresses | Diskribution |RSth L=

Flease review the information below and change as needed,

Order Mumber:

AAAAA-F-mE-YYTH####, see help for explanation of Format

Official Mame Official Date

Contracting Officer:Bob Jones, Activity Manager Unisign | 09f17 /2007

I Issue I

Select the ISSUE button. An order number is automatically generated and the award
begins the interface process with AFSFMS unless the payment term is Government
Purchase Card. HOLDER is the member who issued the order unless it’s routed to
someone else

When the order is issued and missing data will be identified on the Validation Errors Tab
- If displayed, select it to identify the area needing correction
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If the data is validated the STATUS updates to AWARDED - Order can now be received
or modified

NOTE: An award does not have to be held by the respective receiver of the
goods/services. The receiver must however have access to the OU/Activity to receive

on the particular award
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Contractor’s Signature by PROXY

- If the contractor’s signature is required, you must enter it by proxy. Ensure you
have documentation giving you the authority (e.g. the signed award by the
contractor) to do so and attach it to the order. With the order opened, select the
SIGNATURES Tab

Expand the Create Order by Proxy box

Order Detail Skatus: Pending Holder: Stephen R

@Return | QRDUI:E | ?( Delete mance] | Eemember Settings | ._']Lu:ug (TN

Order Pending | Histary fLinks

H Save Order Discard Changes | (= Print Preview | @) Help

COrder InfFormakion | Line Ikems | Shipping | Addresses | Diskribution w

Please review the information below and change as needed.

Order Mumber:

Fa1999-yY-T-#4&44#, see help for explanation of Format

If awarded by the SCO, The award # should be
entered EXACTLY the way it’s displayed on the
Order document supplied by the SCO, minus the —
if the number will exceed 20 characters

| Rouke Ta Contrackor I i3 Sign

r** Create Order by Proxy *¥

Order Mumber: | FA5270-12-P-0038
Fa41999-yy-T-F#4#4#, see help For explanation of Format

Enter the contractor’s name and

Contractor: |Mr, Mike — . A
! date signed, as applicable
Official Date: |12x22x2|:u:|5 i1 (MM DD/ YY
Base SCO: | If the basfe SCO issued the award,
enter their name here
Order Effective Date: | ﬁ (MM DD/ Y
oR If entering the NAF CO’s

information by prox
Contracting Officer: | yp y

| - Select & locate the NAF CO’s
name and Apply
Apply Prozey Information l - Enter the date the NAF CO

T signed the award
\ - Select Apply Proxy Information

Order Effective Date: |
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The order is automatically displayed with the order # and the award begins the interface
process with AFSFMS unless the payment term is Government Purchase Card.
HOLDER is the member who issued the order unless it's routed to someone else

- For any entries in the Apply Proxy Information area, the documentation containing
the “hard” signature must be scanned into IBPS
0 Scan to your hard drive
= Select History/Links tab
= Memo for Record
» Add Attachment from your hard drive

STATUS is AWARDED
Order can now be received or modified
NOTE: An award does not have to be held by the respective receiver of the

goods/services. The receiver must however have access to the OU/Activity to receive
on the particular award

Order Detail Status: Awarded Holder: Anke Buck

(@ Return |4, Route —4 Cancel Haniamiuar et | Log out
Order #RAMS-F-14P0425 | Mods | Updated Order | Receiving | History/Links

Saya Oriar Digcird Crrige: |4 Print Preview @ Help

Order Information |5 EENE N Sl o R RS

Please review the information below and change as needed.

PR # Installation Activity NAFI

RAMSF040140391 |Air Force, UNITED STATES AIR FORCES IN EUROPE, RAMSTEIN AB, RAMSTEIN OUTDOOR RECREATION CENTER|001 - Base MWR. Fund

Purpose: (BLACK DIAMOND S/S '14
Payment Terms: | 2°5 10, [JET 15 DAYE W
Not To Exceed Award:
Billing: '® [lorm:
Purchase Order: | ® ' ritten

Date Quote Received: 05/05/2014 (MM/DD/YYYY)
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Modifying an Order

The contracting office that issued an award is the only authorized office to sign
modifications, unless contract administration is assigned in writing and authorizes a
different office to issue modifications. Only one contracting office is responsible for
issuing modifications to an award. Modifications utilize a five element alphanumeric
numbering system. All numbering is generated by IBPS, unless modification was
issued from the Base SCO

Official Modifications are numbered with the letter "M" followed by a four element
number, i.e. MO0O1

Internal Modifications begin with the letter “I” followed by a four element number, i.e.
I0001. This type of modification is only to be used to correct data internally in IBPS. If
the incorrect data also impacts the vendor, then an Official Modification must be created

Unilateral Modification - Only the contracting officer signs a unilateral modification.
Use a unilateral modification to make administrative changes to an award, such as
correction of typographical errors and other administrative preparation mistakes

Bilateral Modification - This type of modification is a supplemental agreement
reflecting substantive changes to the terms and conditions of the order. The contractor
signs the modification, after which, the contracting officer signs it. The effective date of
the modification is the date agreed to by the contracting parties

From the toolbar, Select
o Award - Orders

Award

Contracks

Search

OR

Order Criteria: | Orders held by me b

Order Status: | All Orders  |w

AR Al Orders -
Pending
Auarded
Completed

Canceled

Locate and select your order from the Listing Screen. Select the applicable award.
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Wait for the screen to refresh and select the MODS tab

Purchase Source  Award  Repork  Manage  Help
Order Detail Stabus: Awarded Holder: Stephen Reynolds

@ Return | o Route | Delers ‘&l cancel | Rememteraettingss ol 2 Log Qut

Order #F41999-06-P-0203 | Mods | Ipdated Crder | Receiving | History Links

Sayefiod iscara Ehanges | Bt | ] Create Official Mad ] Create Internal Mod

Modification Types

A. Change Order is issued pursuant to: (Authority) - The CO may make changes
within the general scope of the order/contract. It's specific where you can direct the
contractor to make changes; this can be done unilaterally, i.e. — requirement
changes

EXAMPLES

- Drawings, designs & specs

- Method of shipment or packing
- Place of delivery

B. Award is modified to reflect administrative changes

Examples

- Change in Pay Office

- Typographical mistakes on the written order

- Changes in Accounting and Appropriation data

C. Supplemental Agreement is entered into pursuant to Authority - Bilateral

Examples

- Used to make changes authorized by clauses other than the Changes Clause
(Property Clause; Options Clause or Suspension of Work)

- Used to add a new line item, or cancel a line item

D. Other — Bilateral EXAMPLE - Termination Notice

Authority would be filled in with a reference as to: What gave you authority to make
the change. For example:

- General Provision — (Clause #)

- AFMAN 64-302 — (Para #)

- Mutual Agreement — not a recommended authority as it's difficult to legally
uphold
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To illustrate the concept, we've selected CREATE OFFICIAL MOD

See next page for guidance on how each field was completed

T

#d Save Mod 4 Discard Changes | =4 Print Preview

Modification Line kems | Shipping | Addresses | Distribution List

Mod # MO001

Effective =
pate: 03/25/2013 ] /oD V)

Type: C. This supplemental agreement is entered into pursuant to Authority -
Authority: General Provisions Clause 26

PRs: These are the PRs associated with this order. Please check the PRs that this modification applies to.

PR # Purpose
[] |ASVFCF30015|TEST #4

Description 1o pupose of this mod is to decrease the price of the pins from $1000 to $800
of Mod:
Add line item #2 for promotional items for £200
Overal amount remains at $1000

Contractor: ( O isnot), ( @ is) required to sign this document and return 0

Cancel
order: "] note: If this box is checked, when the Contracting Officer signs the mod it will cancel the order

and except for entering Meme For Records no further actions can be done on the order.

copies.

There are no signatures for this medification.

[ Route To Contractor l

’ Contracting Officer Sign ]
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Modification Tab

- Mod # - One-up automatic numbering. DEFAULTS to M00O01 if it's the first mod
and is editable (don’t change it, unless absolutely necessary)

- Effective date of the Modification
- Type — Select from the drop-down menu

- Authority — Examples that may be entered (not all inclusive) (Required element)
0 General Provisions, Clause XX
0 By mutual agreement

- List of PR’s associated with the modification are displayed — Check Mark (V) as
appropriate

- Description of Mod — Describe the modification in detail. List all changes. Detall
is essential. When developing the description of mod, if no receiving has
occurred it may be phrased that the order is canceled in its entirety. If any
receiving has occurred, phrase the description of mod to identify the line item(s),
guantity and amount that will be canceled.

- Radio-select whether the Contractor IS or IS NOT required to sign — fill in # of
copies as required. Recommend 1 copy be returned as it isn’t official until the
CO signsiit.

- Cancel Order — If no receiving has occurred against the award, this box will be
available to cancel the order in its entirety. If receiving has occurred against any
line item, only the remaining amounts can be canceled.

FOLLOWING IS CRITICAL INFORMATION

Writing the modification details in the description of mod box is only the first step in the
modification process. YOU MUST select ALL TABS and update the affected
information in IBPS to match the modification changes. These actions, upon the CO
signature, is what will update the receiving area and Updated Order tab within IBPS and
send the information to AFSFMS.

On the following listed tabs only edit the data as need.

Info Tab
- Originating PR # and Installation/Activity Information is displayed (not editable)
- Non distributed vendor box is available - (not editable) (Will not be displayed on
new awards after Oct 2014)
- Edit as necessary the following:

o Purpose

6-19



Not To Exceed award

Payment Terms

Billing

Purchase Order Drop-down menu (select). Displays information from
original award

o Date Quote Received if any - Displays information from original award

O 00O

Line Items Tab
- The PR funding Summary will be provided, along with a listing of line items

0 Expand and edit line item(s)

0 Search for ltems (add new items as needed)

o Create a New Line Item (manually) if needed. You may have to add funds,

see that section within the manual if this becomes necessary.

0 Add Attachment

0 Add Note

0 Expand the Apply to Checked Items box
= Vendor/Contract — DO NOT USE as the award is already assigned

to a Vendor/Contract.

= GLAC - Select /Update

Tips for the line item area

When modifying line items it’'s important to determine if receiving has occurred
against the line item. If receiving has occurred and the unit price is changing
you'll set the quantity on the received item to the received quantity and create a
new line item for the remaining quantity and the new unit price.

The received quantity and amount will be reflected under each line item. If the original
line item contained a unit of issue “SV”, the received quantity will reflect as 1 whether

receiving has occurred or not. To determine if receiving has occurred on the line item
with SV, look in the Total column

Shipping Tab

- Ship To Name — Established off who the PR was created for

-  EXPAND THE SHIP TO NAME BOX - verify and update as needed

- Delivery Terms — Hard coded

- Deliver By (calendar Icon) — verify and update as needed

- Delivery Notes (if any)

- Generate new shipping instructions (check box) - (inoperable at this time-
MANUALLY create the new shipping instructions and add as an attachment in
the line item area)

- FOB (dropdown) — select the appropriate FOB instructions — If changed allow the
screen to refresh

- Shipping Instruction (dropdown — allow screen to refresh)

Addresses Tab (Update as required)
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- Vendor

- ShipTo

- Port (overseas only)
- Issued By

- BillTo

- Admin

Distribution List Tab
- Defaults to the users from the original orders distribution tab. Add an IBPS user
by selecting Add User. A pop-up will appear. Select or search for an employee.
Remove an employee’s name from the distribution list by selecting the check box
and click on Remove Checked User.
- Add Vendor agent (inoperable at this time-DO NOT SELECT)

SAVE the MODIFICATION before signatures are applied.

Return to the MODIFICATION TAB
- The modification is also saved upon signature. If a modification only requires the
CO'’s signature, and you're the CO, select the CO SIGN button. Upon signature,
the information contained in various tabs will interface with AFSFMS. The
information you have just updated/modified will be visible on the UPDATED
ORDER tab. The ORIGINAL order data will be displayed on the ORDER # tab
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CANCELLING AN ORDER

- Select the Modification Tab, check the Cancel order box. This selection is only
available as long as no receiving has occurred on the order. Under most
circumstances cancelling an award is a bilateral modification and requires the
contractor’s signature. If the Cancel box is checked the order will go to the
cancelled state when the Contracting Officer signs the mod

The following dialog box appears:

9 Signing this mod will cancel the order, Mo other actions can be kaken on it, Do wou wish
~.._"'() ko re-establish items on the originating PRs?

Yes Mo |

If an associated PR exists, you are given the option to place the items back onto the Pre
Award tab, (PR will return to the Working status). Select the appropriate “Yes” or “No”
option. Only select “Yes” if the PR will be used for another award, for the same type of
requirement. PRs correspond to an activities budget and if the line item information on
the PR will change from the original intent, coordination with the RM must be obtained
before changes are made to the PR.

MODIFICATION BY PROXY should be the exception, unless the award was issued
by the Base SCO or another contracting office and you’re entering the data for
tracking/accountability purposes. Ensure you have the document containing the
original signatures to enter the signature(s) by proxy. The document containing
the original signatures MUST be attached to the AWARD in the History/Links,
Memo for Record area.

- Complete (update information) in all applicable tabs as covered above

- At the Modification Tab, scroll to the bottom. Enter the signatures information
and dates signed in the respective boxes. When complete select the APPLY
PROXY INFORMATION button

- Go to the History/Links tab, select Memo for Record, select Add Attachment and
add the scanned modification containing the original signatures

CLOSING an award where Receiving has taken place and the remaining balance will
not be delivered

Open the desired award and confirm receiving has taken place by selecting the
Receiving tab

Select the MODS tab

Order #F41999-10-P-0012 | Mods | Updated Order | Receiving | History/Links
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Select the CREATE OFFICIAL MOD tab
| Create Official Mod

Complete ALL the appropriate information on the MODIFICATION tab

NOTE: The “Cancel Order” CHECK BOX is hard coded and not available for selection.
This indicates that some type of receiving has taken place and that you can-not cancel
the order in its entirety

Order #F41999-10-P-0012 | Mods | Updated Order | Receiving | History/Links _

Meodification Line [tems Distribution List

This tab is used to create the Modification only. Please ensure changes are made on the applicable tabs to update the system data,

Mod #: [MO001 |

Effecti
Date: (03/31/2010 | EH ooy
Type: | A, This change order is issued pursuant to: {Authority) e |

Authority: |AFMAN 54-302 |

PRs: These are the PRs associated with this order. Please check the PRs that this modification applies to.

PR & Purpose
ASVFF310000027 |AFSVA TRAINING EXERCISE 1001

Description |r-ocing the order. Provide your reasoning here
of Mod:

Contractor: ( ®is not), o is) required to sign this document and return l:l copies.

%ar;‘;?_l MNote: If this box is checked, when the Contracting Officer signs the mod it will cancel the order and except for
" on the order.

Review the INFO tab, validate all information
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Review the Line Items tab and make changes as required

Example of an Original Line Item

[]|»| tems Ttem Unit Price (USD) Total (USD)
» [STORAGE BINS s | 1,250.00
Received:| 1 250.00
Total (USD) 1,250.00

Example of an Updated Line Item before save

[ [»]| Ttem# Item Unit Price (USD) Total (USD)
. |STORAGE BINS 4 | 1,250,00
Received:| 1 250.00
Total (USD) 1,250.00

Select the MODIFICATION TAB

SAVE the award

RO T TR Info | Line Items | Shipping | Addresses | Distribution List

Scroll down until you see the CONTRACTING OFFICER sign Button and select it:

The following prompt is displayed

VBScript: Confirmation

9P ) There are na line items left ko be received against, Da you wank ko close this Award?

\‘_‘

Click. ¥ES to sign and close or MO o only sign.

Yes

If you select YES the award will be closed

and no other actions can be taken




Printing Award Documents/Modifications

- SELECT the PRINT PRE\QEW

Order #BARK-F-O7PD0ODZ | Mods | Updated Ordégl Receiving | History Links _l

Sawe Graer Djseard Ehianges | = Prink Previews | @) Help
Order Information . :
%3 Order Form Print Preview 5elect X
Items Addresses Signatures Select what to print below

Criginal Order infarmation,

BARK-F-07P000Z : Furniture For NAF Accounting Office
Please review the information below

& GEMERAL PROVISIONS Jan O5[1].doc
& [NDIVIDUAL SERVICE COMTRACT FORMAT (Aug 05, rtf

PR & Insk:
BARKFOOO170002 [Air Force, AIR

Miod MO00L

Mon-distributed W

Zancel |

A listing of the Order, attachments and Modifications is displayed. Select the
documents you wish to print (one at a time)

NOTE: The Updated Order cannot be printed as the data is an internal informational
document for the system and not an official award document
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SECTION 7

Contracts - Defined
Create a BPA contract without a PR,
BPA Pricelists
Locate Pending Contracts
Contractors / SCO signatures by Proxy
Service Type Contracts
GSA (Contracts
Entertainment Contracts
Modifying a Contract
Modification Types
Locating the Contract
Create a Modification
Cancel a Contract
Close Contract




Contracts - Defined

An agreement that creates a legal obligation

The elements of a contract are: (1) a mutual agreement; (2) between competent
parties; (3) for a legal purpose; (4) involving the exchange of legal consideration; (5)
which creates a mutuality of obligation to perform between the parties. The term
contract as used in this manual includes, without limitation, formal bilateral contracts,
agreements, modifications as well as other agreements entered into by an authorized
contracting officer acting within their authority

Contracting Officer: A person authorized in writing, by appointment, to execute and
administer contracts on behalf of a NAFI

Refer to AFMAN 64-302 for specifics with various contract type(s). Attach all
applicable negotiation information in the History/Links, Memo for Record tab

DoDI 4105.67 attachment 2, para 7, Contract Documentation cites: The
contracting authority will establish standards and procedures to ensure
sufficient documentation of procurement actions.

a. NAFI contracts will be documented in either hardcopy or electronic format.
Separate documentation standards and procedures may be established
for resale items

b. Except for resale items, procurement documentation (among other
requirements) must contain:

(1) The requirement for the procurement — A PR

(2) Statement of funds availability for non-revenue generating contracts

(3) Evidence of competition or justification for non-competitive
procurement

Keep the DoDIl in mind when producing contracts without a PR
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Create a BPA without a PR - allowed for Resale

PR is required to create BPA for Services

From the toolbar select AWARD - CONTRACTS

Purchase Snurce| Award | Report Manage Help
COrders

| _ontracts I

Select CREATE CONTRACT

Purchase Jource  fward  Report Manage Help
Contracts
Feturn | Faite | melete (mar e | H Remember Settings | ._] Log Sk

_

lCreate Contrack | @ Help

Select the desired type of contract you wish to create from the contract type drop down

Contract Detail

PR RS e

Create Contract

] Create Contract @ Help

Contract Information

Please review the information below and change as needed.

Contract Type: gpa: Pre-Priced bl

Vendor: ASE Food Corporation
Select your Vendor l

Created For: Air Force, AIR. MOBILITY COMMAMND, FAIRCHILD AFB, MAF ACCOUNTING OFFICE

- Select the FIND button directly below Vendor
o Enter the vendor's name and select SEARCH
0 Select the desired vendor. If the vendor is not displayed, contact AFNAFPO

7-2



per guidance in Section 5 of this manual
o Created For defaults to the logged in users OU — Recommend leaving it as
“Your Base NAF Accounting Office”

0 Steps to select those activity(s) authorized to use the BPA are on the next
page -- read on please

Page should closely mirror the shot below:

Contract Detail

@ Return FEtitE Fizi|zits (eEtsr] FEfE RS e | Log Out

Create Contract

] Create Contract | @' Help
A
Contract Information

Please review the information below and change as needed.

Contract Type: gpa: Pre-Priced -

Vendor: AS&E Food Corporation

Created For: Air Force, AIR MOBILITY COMMAMND, FAIRCHILD AFB, NAF ACCOUNTING OFFICE

Select the Create Contract button, screen will refresh:
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Enter the following:
o Commodity - What are you purchasing?
o For Use By is used to identify which activities are authorized to use the BPA.

Expand the Box and place a check mark next to each Organizational
Unit/Activity that is authorized to use the BPA

Contract Information | Natt ol WETTRTINIES RTETE

Type: BPA Pre-priced
Vendor: A&E Food Corporation

Commodity: |F|:u:u:| Products

+ For Use By
El Al services
El [ ]air Force

El [ JUNITED STATES AIR FORCES IN EUROPE
El [ JrAMSTEIN AB
[ ] ADMIN FUND

[ | BALANCE SHEET

CHILI'S

MACARONI GRILL
[+] IR ROCKERS
[ ] KAISERSLAUTERN ROD & GUN CLUB

[ |KAPAUN AUTO SKILLS

Once all Activities who will use the BPA are selected, collapse the FOR USE BY box, by

clicking on the +, and complete the template

Note: Selected activities should be included on the Call Delegation letter provided to
each activity and the vendor. This letter is maintained in the contract file



Effective Date
Expiration Date

Billing: (®) normal () CvPP

Contract Amount: = Select the proper :
C : | American Dollars VI Currency E
Hrreney: * Payment Terms =

Payment Terms: | NET 15 DAYS Billing :
FOB -

F{}B: |FGBDEStir|atiUn \dl-llllllllllllllllll'
Effective Date: |05/22/2014 |2 (Mm/DD VYY) *
Expiration Date: |05/23/2016 |23 (Mm/DD /YY) *

There is no attachment to display.

Add Attachment

Select ADD ATTACHMENT

This feature allows you to download the respective contract template. Using the drop
down, select the desired template(s) you wish to attach/upload.

Be advised that these are BLANK templates. Completed templates are required to
be scanned with the original signatures in the History/Links, Memo for Record area

Add/Replace File

Please select @ document template to attach. Then click Apply.

PRE-PRICED BLANKET PURCHASING AGREEMENT (Aug 07)
-—-Please Select--

AMUSEMENT, MUSIC OR VENDING MACHINE CONTRACT
CHARTER FLIGHT AND TOUR DESK COMCESSIONAIRE CONTRACT
COMSIGNMENT CONTRACT

ENTERTAINMENT CONTRACT

NDIVIDUAL SERVICE CONTRACT (Aug 05

UN-PRICED BLAMKET PURCHASE AGREEMENT (Aug 07)
GEMERAL PROVISIONS - UPDATED DEC 2011
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To attach a completed (filled in) template from your hard drive. Select BROWSE, locate
your template and select OPEN then click the Apply button

Add/Replace File

Flease select a document template to attach. Then click Apply.

—-Please Select-- -
OR

Click Browse... to select a file from your computer. Then click Apply.

Browse...

[ Apply ] [ Cancel

Screen refreshes with selected document(s) displayed in the Attachment Box

Attachment(s)
I |Unpriced Nonfood2004[ 1T.rtF {14 KE) Replace |
I_ GEMERAL PROVISIONS MNovw 05.doc (52 KE) Replace |
Add Attachment | Delete Checked Attachments |

Add or delete attachments as required. To delete a document, check the associated
box then select DELETE CHECKED ATTACHMENTS

To view the document, click on the associated link
To replace the document, select REPLACE, and bring in the desired document

SAVE CONTRACT

Contract Detail Holder:

(@ Return | Route | 3% Delste Cancel | Remember Settings. | 4] Log Out

|
Contract Pending | Price Lisks | Call Reqgisters | Hiskary Links _

[H Save Contract | EH Discard Changes | = Print Preview | & Help

Contract Information |[EEEEEEEEN B sl ey ) B [y =
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Addresses Tab - Verify Information for each address listed

Contract Pending | Price Lists | Call Registers | History/Links -

#4 Save Contract L4 Discard Changes 4 Print Preview

Contract Information |Wabihil====0 Distribution List | Signatures

» >Ver|dor \

B | ATLANTIC FOOD

Identified at time of Call

Expand any one of the
addresses by selecting
the carat, see Bill To
address below.

b | Issued By

» | AFPC/SVCFP

* \Bill To

A\

b | AFPC/SVTEA (ACCOUNTS PAYABLE)

k| Bl To

¥ | AFPC/SVTEA (ACCOUNTS PAYABLE)

Select Another Address

AFPC/SVTEA (ACCOUNT To select an alternate address from

Name: AFPC/SVTEA (ACCOUNTS any one of the listed addresses,
click on the “SELECT ANOTHER

ADDRESS” link and all available

addresses are displayed. Select the

Address1: 2261 Hughes Ave, Suite £156

Address?: desired address
Address3:

City: JBSA Lackland State: TX  Tip: 78236-9854
Country: United States M

This feature should be used if an award is being paid by GPC and you need to enter the
local address

- Ship To - a SHIP TO ADDRESS is not generated at this time as it is established
at the time of the call
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- Issued By - if the BPA was awarded by the Base SCO (a PR would have been
required) their address should be entered here. If their address isn’t available for
selection go to the Manage, OU area and enter it as one of the Ship To
addresses for the NAF Accounting Office. Ensure the POC and commercial

hone number of the buyer are listed here

Contacts: First Name Last Name Email

1st POC |ANNA |+ |1aCKSON = |
Telephone 1:[39-0434-665307 |Ext| | Type| Voice V|
Telephone 2: |39-0434-651300 | Ext| | Type|Fax V|

First Name Last Hame Email

2nd POC |CHIARA | [MORINELLT |
Telephone 1:|39-0434-665273 | Ext | | Type | Voice /|
Telephone 2: ‘ | Ext| |'I",r|}e| Voice V|

- Admin Address (only used if a different office is the contract administrator)

Distribution List Tab

Contract Pending | Price Lisks | Zall Registers | History Links -l

|H Save Contract B4 Discard Changes | (= Prink Preview | &) Help

Conkrack Information | Addresses (W a o R KE s Im—

Add User I &dd Yendar Agent | Remove Checked ser |

- Add users you wish to notify that the contract has been established

- ADD Vendor Agent (unavailable at this time)

- Save Contract
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BPA PRICELISTS

- Select the PRICE LISTS TAB. Recommend not creating the pricelist until the BPA is
awarded. This will ensure all the current contract terms and addresses are used to
create the pricelist

Purchase Source Award  Repork  Manage  Help

Contract Detail Skatus: Pending

&) Return | .».'.;}.Ru:uute | ¥ Delete Gancel | Rememts

ontrack Pending | Price Lists | Zall Reqisters | Histary [Links -
Sake Price st [isEatd EhanEes | Ij reate Price List I

- Select the CREATE PRICE LIST button

Select New Pricelist and Apply

Select a Pricelist Source

Select the source for the pricelist.
To create & new pricefist, click the "New Pricelist" option. To import & file, click the
"From an Import File" option. Then, either select an XML file from your hard drive, or
select an imported file from the drop down. To select an existing pricelist, click the
"From an Existing Pricelist" option. Then, select the pricelist you want.
When you are finished, click the Apply button.

(® New Pricelist

\/From an Import File | Reserved for future use — Do not use
Browse to select a file to upload...

Browse...

...or select a previously uploaded file.
—-Please Select-- w

() From an Existing Pricelist | Not used during initial creation of a contract

--FPlease Select-- W

Apply Cancel
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Screen refreshes to the following with some of the fields pre-populated from the data
entered on the contract information screen.

Verify the information in each and every field on the screen

Contract Pending | Price Lists | Call Registers | History//Links
Price List: ATLANTIC FOODS (BPA)

|54 Save Price List £ Discard Changes

Price List Information | a5 B

Please review the information below and change as needed. Fields that appear read-only are set on the contract and cannot be changed here.

| Create Price List 7% Delete Price List @ Help

Currency

Min. Order Amount:

Order Notes:

Support GPC?:
Payment Terms:
Billing:

FOB:

Delivery Terms:

USD - American Dollars

@ no O Yes

MET 30 DAYS
O cwPP @ Normal
FOB Destination

1 day ARD

Price List: ATLANTIC FOODS (BPA)
Vendor: ATLANTIC FOODS
Effective Date: 02/26/2013 S5 (MmoD YY)
Expiration Date: 03/13/2015 23 (MmyoD YY)
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Select the ITEMS tab - NOTE: You are not required to add items at this time.
Pricelist items area will populate as items are entered by the activity users in the CALL
area. We do recommend that you review the price list periodically for accuracy of items
and prices.

Convactending | Price tsts | callRegstes | ristary e |

|l Save Price List Discard Changes | =]Create PriceList | 7% Delete Price List | @) Help

Price List Information | Addresses |id=)i

Flease review the information below and change as needed.
When creating and adding items, the new items are added to the end of the list regardless of the current sort order. They remain
items are re-filtered and re-sorted. The new items may no longer appear on this same page of items since they will then be locate

e

Search ~

To filter the items, enter any part of the fields below and dick Search.
If text is typed in both boxes, only items that match both criteria will be displayed.

Vendor Mfg #: | |

Item/Description: | |

Currently wiewing 1 through 1 of 1 total.

[]|w| Mig# o s/p Ttem u/1 Unit Price
e | Il (|ImLkc fefleL e+ 3.50
1

| SavethenAddltem || Delete CheckedItems || AppendItems... || LockItems |

To add items to the price list, select SAVE THEN ADD ITEM button
Enter items description, Unit of Issue and Unit Price
SAVE the price list

Contract Pending | Price Lists | Call Registers | Histaory [Links _

|l Save Price List Discard Changes | ~]Create PriceList | X Delete PriceList | @) Help

Price List Information | Addresses |iZS)H
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Contract Pending Tab

(j Prink Presview |I

Select the BUTTON. Print all associated documents and forward to
the respective contractor as required for their signature

Contract Pending | Price Lists | Call Registers | History Links _l

|H Save Contract B4 Discard Changes =l Print Preview | | Help

Contrack Information | Addresses | Distribution List (RS ATE ]

Contract Mumber: | (F1299=-A-# 2 240

Route To Conkrackor | Conkracking Officer Sign |

- Upon receipt of the documents with the contractor’s signature, you may continue to
process the contract. See information on next page to locate and enter contractors
information by proxy

7-12



Locate Pending Contracts

Select
- Award
- Contracts

Purchase Source |.ﬁ.waru:| Report  Manage  Help

Orders

Conkracts

Returs b Reut “ancel | 58 Remember Settings | | Lag Out

_|

“lCreate Conkract | @ Help

Search
Contrack #: Search |
OR
Select
Contract Criteria: ICDntracts held by me Contract Criteria
Contract Type: IBF'F'.: Pre-Priced Contract Type
. Contract Status -- Pending
Contract Status: IF‘enu:Ilng - I .
Vendor (optional)
Yendor: Al Vendaors Select Search
Find. .. | Clear
Search |
Currently viewing 1
Type Contrackt & o Commodity
EPA& Contrack Pending GOLF EQUIPMENT BaG BOY LLC
EPA& Contrack Pending GOLF MATERIALS GRAHAM EZ-G0 GOLF

All contracts meeting the criteria entered are displayed, select the link to open the
contract
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Contractors / SCO signhatures by Proxy

Signatures by PROXY when NAF Contracting Officer is signing

Select the Signatures tab and expand the CREATE CONTRACT BY PROXY box

Contract Information | Addresses | Distribution List [RriliE1aT=]

Contract Number: (AAAAAA-F-YYAZ ##2) 4

[ Route To Contractor ] [ Contracting Officer Sign l

— - Create Contract by Proxy -

Contract Pending | Price Lists | Call Registers | History/Links 1.
. " . 2.
il Seve Contract 4 iscard Changes, || A PrntFreview | @) 3 (Jse the Select button and select the NAFCO

Type the Contractors’ name (who signed it)
Enter the date the contractor signed

who signed the contract, enter a date the
NAF CO signed it

. APPLY Proxy Information

Contract Number:
Official Name

Contractor: Mr. Joe Demaggio

Base SCO:

[ Apply Proxy Information Select an Employee

Contracting Officer: Sigpflen Reynolds, Contract Specialist @{—sT\ 03/08/2013

icial Date
] (Mm/pD/YYY)

] (Mm/po/YYYY)

] (Mm/po/YYY)

O

'| Search by name:

First
Name:
Last
Name:

) JIMMY SAWVER - POLICY, PROCEDURES & IBPS
SECTION - NONAPPROPRIATED FUND PURCHASING
DIVISION |

m

> ) Stephen Reynolds - POLICY, PROCEDURES & IBPS
SECTION - NONAPPROPRIATED FUND PURCHASING
DIVISION

An alternate method would be to follow steps 1 and 2 above, Apply Proxy Information
SAVE, then select the CONTRACTING OFFICER SIGN button

‘7l Save Contract X4 Discard Changes

Addresses

Contract Information

Contract Number:

Contract Pending | Price Lists | Call Reqgisters

pEGELNEES | Signatures

| History/Links |

|4 Print Preview 2 Help

(AAAAAA-F-YYAZ###)

v

Route To Contractor

|

Contracting Officer Sign ]

Fal B L

When you select the CONTRACTING OFFICER SIGN button directly or by proxy the
screen will reflect that the contract is working (processing) in IBPS and the following
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WORKING button is displayed while the contract is processed. DO NOT DOUBLE

CLICK

T

7l Save Contract 4 Discard Changes 4 Print Preview

) Help

Line tems | Shippin

Contract Information

9

Contract Number:

Route To Contractor Waorking

Addresses

GG S| Signatures

(F41999-YY-C-####)

Signatures by PROXY when Base Contracting Officer signed

To enter the information when the Base SCO (BSCO) makes the award on your behalf:

Contract Pending | Price Lists | Call Registers | History/Links

s Save Contract 4 Discard Changes |4 Print Preview

pE LV REEE Signatures

Contract Information | Addresses

Contract Number:

Contracting Officer Sign l

J[

Route To Contractor

(AAAAAA-F-YYAZEE#)

@

— - Create Contract by Proxy -

Contract Number: FOX12345679(0] \U

1. Enter the contract # from the Base SCO
award. This required number cannot exceed
16 characters. Drop all dashes (-) if they will
cause you to exceed 16 characters.

2. Type the Contractors’ name and enter the
date the contractor signed

3. Type the Base CO who signed the contract,
and enter the date they signed it

4. APPLY Proxy Information

(AARARA-FTYAEEFE)

official Name m Official Date
Contractor: Mr. Joe Demaggio < @ > 03/07/2013 :ﬁ (MM/DD/YYYY)
Base SCO: Mr. Base SCO EH (Moo

Contracting Officer:

’ Apply Proxy Information ]@

03/08/2013
3

EH (Moo e

Your contract has been established

CRITICAL

The signed documents developed outside of IBPS must be incorporated into the
system for auditing purposes. Scan the documents to your hard drive and then
select History/Links, Memo for Record and add attachments

7-15




Upon signing the BPA as the NAF CO or by proxy for the BSCO, a call register is
automatically created and is displayed as follows

Currently viewing 1 through 1 of 1 total.
Vendor Contract # Activity Cost Center Effective Expiration # of Calls Status

H & 5 FARMS RAMS-F-14A0003 05/15/2014 05/15/2016 ] Active

Note that neither the Activity nor the Cost Center areas are populated

All OU’s or activities you entered in the For Use By area, now have the
ability to place a call against the BPA

If you haven't already done so, create a pricelist for the awarded BPA
following the guidance above

You can create a modification to add additional activities, as needed.
Remember to update the authorized caller letter
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SERVICE TYPE CONTRACTS

To reiterate:

Per, DoDI 4105.67 attachment 2, para 7, Contract Documentation cites: The
contracting authority will establish standards and procedures to ensure
sufficient documentation of procurement actions

a. Contracts will be documented in either hardcopy or electronic format.
Separate documentation standards and procedures may be established for
resale items

b. Except for resale items, procurement documentation must contain:
(1) The requirement for the procurement
(2) Statement of funds availability for non-revenue generating contracts
(3) Evidence of competition or justification for non-competitive procurement

A Purchase Request is required as per guidance noted above, activity should
create their

CREATING AN AWARD

After validating all data and conforming to contracting rules outlined in DoDI, 4105.67,
and AFMAN 64-302 you are ready to make an award

Ensure you own the PR (are you the holder — if not route to yourself)

Expand your line items

Confirm that the Vendor/Contract field is filled in with the vendor you will make the
award to. If the field is vacant, select the drop down to display vendors listed on the
Address Tab. If Suggested Source is displayed by the vendor name, you cannot make
the award to this type of vendor until you have contacted AFNAFPO to load the
particular vendor. If the Suggested Source address is correct, simply provide
AFNAFPO with the commaodity, vendor name and currency via a MyPers Ticket.

Save your document before proceeding
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[T] | »  Ttems# Ttem Qty. Unit Unit Price

[ | = |ooo1 BOWLING TOWELS 25 |EA - 3.50 usp -

This is the expanded description area. Post up to 285 characters in this box as needed to fully descibe your purchase.

Vendor/Contract: FRONTIER PRO SHOF / FRONTIER PRO SHOP (Open Market) -

--Please Select--
Remove Vendor/Contract

Vendor Mfg #:

FRONTIER PRO SHOP / FRONTIER PRO SHOP (Open Market)

Standard Pack:

Recipient: Air Force, AIR COMBAT COMMAND, BEALE AFB, BEALE LANES

Total

»

87.50 UsD

Cost Center: 0208-Lanes Pro Shop—-( 12 Or Less) GLAC: 4010000-Purchases
ATCHO1 | GENERAL PROVISIONS (Dec 2011).doc (53 KB)
NOTEOL | call Jonny B. Good AT 719-333-6021 FOR DELIVERY INSTRUCTIONS, AND LOCATION. »
T Total (USD) 87.50

Place a check mark next to any attachment(s), or notes you wish to include in your

award
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Scroll down - using the drop down on the Award To: block, select the vendor to whom
the award will be made

—
Award To: FRONTIER PRO SHOP/FRONTIER PRO SHOP (Open Market) -

Award Type: PO/DO -

Award

Use the drop down on the Award Type select the type of award you wish to make —
listing is below
Award Type: |PO/DO W

--Please Select--

PODO

BDO: Blanket Delivery Order

BPA: Pre-Priced

BPA: Un-Priced

STD(C): Standard Contract (Firm-Fixed)

SWC: Aircraft Lease Agreement
{SVC: Amusement, Music or Vending Machine Contract
SWC: Charter Flight and Tour Desk Concessionaire Contract
1SVCr Concessionaire Contract
15VC: Consignment Contract

SVC: Entertainment Contract

SVC: Flight and Ground Instructors Contract

SVC: Individual Service Contract

SVC: Interior Design Agreement

SVC: Ticket Consignment Agreement

This is a major area that you the NAF CO must understand

If you are making an Open Market Purchase and it falls within your warrant
limitation select PO/DO

If you are making a Purchase against an NPA, EPP or GSA contract, your
purchase limitations are unlimited, select PO/DO, unless you are creating a BDO
then select BDO —see BDO guidance later in this manual

If you are making a purchase for either a Pre-Priced or Un-Priced BPA, make the
appropriate selection

If the award was issued by the Base SCO it's important the proper award type is
selected. To determine the award type look at the Base SCO award number and
select the Award Type accordingly (see tables below)

You will receive an award document which will look similar to this one:

7-19



The Number located in blocks 1 and 2 are what will assist in determining the type
of award you need to select on those awards made on your behalf by the BSCO.
Block one is the Basic # of your award. The type of contract you need to select is
identified in the 9" position as a letter. Letter break outs are below:

Block two identifies the Delivery Order/Call #/or Task Order #

.CONTRACT/PURCH. ORDER/
AGREEMENTNG.

FAB270-12-D-0007
. 1SSUED BY
POC: JULIAN KAELIN

UNIT 5188, BLDG 96
APC AP US3HR

16 CONSHNFRASTRUCTURE ACQUISITION

ORDER FOR SUFPPLIES OR SERVICES

.DELIVERY QRDER/CALL NO.

0os

PAGE I OF 12

3. DATE OF ORDER/CALL
(FYYYMMMD O}
2013 Sep 30

4. REQ./PURCH REQUESTNO. 5. PRIORITY

FLAASEI1890100

CODE

7. ADMINIST ERED BY (if ather than &}
18 CONS/INFRASTRUCTURE ACQUISITION
POC: KIYOSH | HIGA

UNIT 51988, BLDG 95 KADENA AB
APO AP 983885109

CODE | FAS2TO

B.DELIVERY FOB
DESTINATION
OTHER

(See Schedule if other)

9. CONTRACTOR

NAME MR. NAKA
AND 2-1-1, DHIRA
ADDAESA URASQE 9012113

CODE |39482

ONAKA GUMI CC., LTD.

FACILITY | 10, DELIVER TO FOB FOINT BY (Date)

11.MARK IFBUSINESS [$

[FYYYMMMDD) SMALL
SEE SCHEDULE SMALL
12 BISCOUNT TERMS DISADVANTAGED
Netd0 Dap WOMEN-OWNED

13. MAIL [INVOICES TO THE ADDRESS [N BLOCK
Sas tam 15

Position

1-6

7-8

10-13

# SCHEMA FOR BSCO AWARDED DOCUMENTS

BLOCK #1

Contents

FA5270

12

o| [0007

Identification of
department/agency office

Last two digits of the fiscal
year in which the
procurement instrument is
issued or awarded

Type of instrument

Four position serial number
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Relates to Position #9, letter designator on the award document

Blanket Purchase Agreement - A - Example: FA5270-11-A-0015
- Select BPA as appropriate in IBPS

Service Contracts (except ID/IQ) - C - Example: FA5612-11-C-0015
- Select STD(C): Standard Contract (Firm Fixed)

Indefinite delivery contracts - D - Example: N00383-91-D-0001-TUO1
- Select PO/DO

PO/DO -P, M, W or V - Example: FA5270-12-P-0038
- Select PO/DO

Once a decision has been made, select the AWARD button

Your screen will refresh and display the PENDING award
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Contract Pending | History/Links

7 Save Contract /4 Discard Changes 4 Print Preview @ Help

Contract Information |FE[ENCEER BT Distribution List

Installation/ Activity NAFL

RAMSTEIN WOODLAWN GOLF COURSE  |001 - Base MWR Fund

Vendor: WOOLFORD, DONEL

Payment Terms: | MET 30 DAYS

Not To Exceed Award: | |

Billing: (® nNormal () CveP

Effective Date: |05/23/2014 | I (Mm/DD/YVYY)
Expiration Date: |05/22/2015 | 3 (Mm/DD /YY)
Currency |American Dollars v|
Jﬂttadunent{s}
[ ] 1SC Format Minors (Aug 05).rtf (30 KB) Replace
I:l GENERAL PROVISIONS (Dec 2011).doc (53 KB) Replace
Add Attachment Delete Checked Attachments

Select the ADD ATTACHMENT BUTTON and add appropriate (filled in/completed)

documents
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Your line items reflect those you've selected on the applicable Pre-Award/Purchase
Request. If a line item is missing return to the PAD, add the vendor to the line item and
follow the previous award guidance but select this pending award versus creating a new
award.

Select the LINE ITEMS TAB

Select the CREATE NEW ITEM button and enter
a. Item description
b. Quantity
c. Unit (Use SV for service type contracts only)
d. Unit Price (Estimated price of the entire 1 year contract). Total price will be
updated once the contract is saved

Contract Pending | History/Links

d Save Contract 4 Discard Changes | 4 Print Preview @ Help

Contract Information |@"RiZ="""W Shipping | Addresses | Distribution List | Signatures

| --Please Select Sort Order-- V| | View | | Rearrange Line Items |

] '» Items# Item Qty. Unit Unit Price (USD) Total (USD)
1 |» oot |mstructor |- |1 |=|[sv[v] |[2.500 0.00
Service contacts should consist of @ QTY of 1 and Unit of SV. s
Estimate the amount you may use during the course of the contract

DO NOT insert unrealistic numbers, these may affect your budget v

Vendor Mfg #: | |

Minimum Purchase:

Standard Pack: | |

Recipient: Air Force, UNITED STATES AIR FORCES IN EUROPE, RAMSTEIN AB, RAMSTEIN WOODLAWN GOLF COURSE

Cost Center: 0301-RF - Golf Course GLAC: 7150000 - Contract Services Edit
Total (USD) 0.00

Select the edit button and enter the appropriate Cost Center and a GLAC and APPLY

SELECT ACCOUNTING INFORMATION

Air Force, UNITED STATES AIR FORCES IN EUROPE, RAMS AB, RAMSTEIN WOODLAWN GOLF COURSE

Cost Center

| --Please Select-- W
GLAC
| --Please Select- v

| Apply | Cancel

Create additional line items or add a note as needed. All documents are attached under
the Contract Information tab
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SAVE YOUR CONTRACT

Shipping Tab — Complete the template, all items with a red *, are mandatory

» | Ship-To Name

» | RAMSTEIN AB RAMSTEIN WOODLAWN GOLF COURSE

Deiversy: _ laE—tmroormm— | Same as exiration date

Delivery Terms: ‘

Delivery Notes: ‘

FOB: ‘ --Please Select-- W

Shipping Instruction: —Please Select- V| =

Note: When the shipping instructions are created, the original Ship To address will become the Mark For address and Port address will be used for the Ship To address

| |
™
TCHN: | TCN Pending

ADDRESS TAB - expand each address and verify content
(see additional information on next page)
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» | Vendor

» | Herff Jones

["1|» | Ship To

M| 97TH FS5/FSFY

There are no Fort Addresses to display.
* [ Port

» | Issued By

» | AFPC/SVCFP

* | Bill To

B | AFPC/SVTEA (ACCOUNTS PAYABLE)

A particular award may have alternate addresses for each area.

- Some vendors may have multiple addresses. Select the applicable address for the
award

- Alternate Ship To Addresses may be selected as needed

- Multiple Bill To Addresses may also be an option.

Make sure and verify all addresses prior to signing the award.

1. To verify, simply expand the section you want to review. If the information is
incorrect, select the Select Another Address link to display those addresses
loaded for the respective selected address

2. On the Issued By address, ensure a POC and phone number are entered in the
1st boxes. Do not use a DSN number as the Vendor can’t contact you via DSN
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Contract peing | oy T

Lﬂ Save Contract 4 Discard Changes |4 Print Preview @ Help

Contract Information | Line tems | Shipping |[WaUliLE=2C0 Distribution List | Signatures

There are no Port Addresses to display. Select a Bill To Address
A
Select an address below or click Cancel to clo
this windaow.
» | Issued By Available Addresses:
» | AFPC/SVCPP AFPC/SVTEA [ACCOUNTS PAYABLE)

2261 HUGHES AVE, SUITE # 156
LACKLAND AFB, TX 78236-9854

» >,.To EMAI: AP.INVOICES@AFSV.NET
Voice: 210-395-7720/7725
¥ | AFPC/SVTEA [ACCOUNTS PAYABLE) Fax: 210-395-7493/7592

Select Another Address Jor AFPC/SVTEA (ACCOUNTS PAYABLE)

97TH FSS/FSR

NAF ACCOMNTING OFFICE

308 N FIR§T STREET, BLDG 52, SUITE 1511
ALTUS AFB, OK 73523

MName: AFPC/SVTEA (ACCOUNTS PAYABLE)

Address1: 2261 HUGHES AVE, SUITE # 156

Address2: STEPHANIE ARNOLD
Address3: :-s;cceS 8508-5_8418-%’_1595620
City: LACKLAND AFB State: TX Zip: 782369854  pacoscs limaTcOTT
Country: United States - Voice: 58] 481 5292

Fax: 580-481-7196

The alternate addresses (if any). Select the new address by clicking on the link

SAVE Contract
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Distribution List Tab
Allows user to select those members who need notification when a contract is awarded
Select ADD USER

- Enter the members first/last name (partial information is accepted) and Search

- When the name populates, radio select it and APPLY

Contract Information | Line Items | Shipping | Addresses |WeGaglali Qi @m
2 IBPS 4 -- Webpage Dialog
Add User
Select an Employee
A TopofP
A
Search by name: 3
Search Results:
First |
e RO T
NSt butter || BUTTERFINGER TiAF
= ACCOUNTING OFFICE -
ANDERSEM AFE
OR
Search by 00
Select an OU below:
Al Services 1
./
apply ] [ Cancel

SAVE THE CONTRACT
Take a moment to review each tab, make adjustments and SAVE again
Select the Signature Tab

- If this is a unilateral contract and you are the Contacting Officer, select the sign
button

- If this is a Bilateral contract meaning two signatures are required
0 Select the PRINT PREVIEW Button and print all associated documents. You
must pick one at a time

0 Send to the contractor for signature
0 Once the signed documents are returned, complete the contract
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To locate a PENDING contract, using the main tool bar select
- Manage

- Contracts

S Create Contract | &) Help

Search
Contract #: | [ Search ]
OR
Contract Criteria: | Contracts held by me w !:
Contract Type: | SVC: Individual Service Contract <« A ! From the drop
i down, select
Contract Status: | Pending v% your criteria
Vendor: DON FORD and click the
[_Find.. J[ cear | SEARCH
button
Currently viewing 1 through 1 of 1 total.
Type Contract £ Commodity Vendor
SWC Contract Pending DOM FORD

Select link to thJcontract

Edit the pending contract as needed and then enter the signatures as described in detail
above under BPA
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GSA CONTRACTS

GSA contracts are accessible by IBPS users worldwide

Prior to creating a GSA contract, your first action is to search the GSA contract you
want to use in IBPS

- From the toolbar, select
o Award
o Contracts

Using the drop down, select

- Criteria — Contracts within my Realm of Influence (ROI)
- Contact Type — GSA Schedule

- Contact Status — All contacts

- Select SEARCH

Search

|« Do not use this box to search for a

Contract #: | | [_Search GSA contract

OR

Contract Criteria: | Contracts within my ROIL b

Contract Type: | G54 GSA Schedule '

Contract Status: | All Contracts %

Vendor: All Vendors

Find... | | Clear

Multiple pages with all GSA contracts are displayed

If your contract exists, select it.

If your contract exists but is displayed as being Completed you may RE-OPEN the
contract by confirming the following:

Vendor

Commodity

Payment Terms

FOB

Expiration date and Delivery Terms

The above mentioned information can be obtained from the Vendor or from the GSA
Advantage website, www.gsaadvantage.gov
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Upon confirmation of the above information, open the contract in IBPS and select the
REOPEN CONTRACT button

GS-06F-0011K | Price Lists | History/Links

|| Reopen Contract | &) Help

Contract Information |PLLEIE=EE

Originating PRs
Vendor: SEARS COMMERCIAL OME

Commodity:
Payment Terms:
FOB: S
Effective Date: (MM/DD/YYYY)

Expiration Date: (MM DD/YVYY)

Delivery Terms:

A dialog box is displayed, select your preference

| Are you sure that you want to Reopen this contract?

Yes Mo

When you select NO, nothing happens. If you select YES, the contract opens and is
now editable. Update the information as needed. Note that the contract now is in the
AWARDED status

Don’t worry much about the Effective Date, rather be more concerned with the
Expiration Date, Terms and Vendor Address

SAVE the contract
Creating the GSA Contract:
- From the toolbar, select
o Award

o Contracts
o Create Contract
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- Contract type, from the drop down -- select — GSA

- Select desired vendor
If vendor is not located, cease the operation and contact AFNAFPO with vendor
information, per guidance in Chapter 5. Once the vendor is established, restart
the Creating the GSA Contract process

Create Contract | @) Help

Contract Information |

Please review the information below and change as needed,

Contract Type: [Gsa: G5a Schedule |

Yendor: IPI Gramtech
Find. ..

Contract Number: IGSA-?F-5432| e

s

- Enter the GSA Contract # |- (DO NOT ENTER your own number). Obtain the
following information from the GSA Advantage site (GSA.GOV) and complete
the template below

Select CREATE CONTRACT

“]Create Contrack | @ Help

Contract Information |

Please review the information below and change as needed,

Contract Type: [Gsa: GSA Scheduls |

¥endor: IPI Gramtech
Find. ..

Contract Number: IGSP.-?F-5432| #

Commodity (i.e., Furniture, Office Supplies, etc.)

Payment Terms (from the GSA contract)

FOB (drop down menu and enter the GSA’s contracts FOB)
Effective Date of the contract (if unknown enter today’s date)
Expiration Date (from the GSA contract)

Delivery Terms (from the GSA contract)

O O0O0O00O0
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H Save Conkract

iscard Ehanges

Originating PRs

Contract Information

Yendor:

Commnuodity:
Payment Terms:
FOEB:

Effective Date:

Expiration Date:

Delivery Terms:

Addre:

| (Elmse Eanttach | & Help

IPI Gramtech

ICDmputer Equiprent

|MET 20 DAYS

| FOB Destination

[

11/01/z008

2l (MM/DD/YYYY)

11j30/z009

1l (MM/DD/YYYY)

|10 DAYS ARO

H Save Conkrack

- Select the Addresses Tab — Verify address, and save the contract.
- Contract has been created

Click the Price List tab and validate the information. Price list items do not need to be
entered. Your activity can now produce a Purchase Request using the vendor/contract
and CO can now make an award to the contractor.
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ENTERTAINMENT CONTRACTS

Upon receipt of the PR from the activity

After validating all data and conforming to contracting rules outlined in DoDI, 4105.67,
and AFMAN 64-302 you are ready to make an award

Ensure you own the PR (are you the holder — if not route to yourself)
Expand your line items

Confirm that the Vendor/Contract field is filled in with the vendor you will make the
award to. If the field is vacant, select the drop down to display vendors listed on the
Address Tab. If Suggested Source is displayed by the vendor name, you cannot make
the award to this type of vendor until you have contacted AFNAFPO to load the
particular vendor. If the Suggested Source address is correct, simply provide
AFNAFPO with the commaodity, vendor name and currency via a MyPers Ticket.

Save your document before proceeding

»  Ttem# Ttem Qty. Unit Unit Price Total

¥ 0001 BOWLING TOWELS 25 |EA - 3.50 usp - 87.50 UsD

This is the expanded description area. Post up to 285 characters in this box as needed to fully descibe your purchase.

Vendor/Contract: FRONTIER PRO SHOF / FRONTIER PRO SHOP (Open Market) -

--Please Select--
Vendor Mfg #: Remove Vendor/Contract
Standard Pack: FRONTIER PRO SHOP / FRONTIER PRO SHOP (Open Market)

Recipient: Air Force, AIR COMBAT COMMAND, BEALE AFB, BEALE LANES

Cost Center: 0208-Lanes Pro Shop—-( 12 Or Less) GLAC: 4010000-Purchases Edit
7 ATCHO1 | GENERAL PROVISIONS (Dec 2011).doc (53 KB)
7 NOTEOL | calL Jonny B. Good AT 719-333-6021 FOR DELIVERY INSTRUCTIONS, AND LOCATION. .
T Total (USD) 87.50

\

Place a check mark next to any attachment(s), or notes you wish to include in your
award
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Scroll down - using the drop down on the Award To: block, select the vendor to whom
the award will be made

—
Award To: FRONTIER PRO SHOP/FRONTIER PRO SHOP (Open Market) -

Award Type: PO/DO -

Use the drop down on the Award Type (SVC, Entertainment) select the type of award
Award Type: |PO/DO W

—Please Select-—
POQDO
BDO: Blanket Delivery Order
BPA: Pre-Priced
BPA: Un-Priced
STD(C): Standard Contract (Firm-Fixed)
SVC: Aircraft Lease Agreement
{SVC: Amusement, Music or Vending Machine Contract
SVC: Charter Flight and Tour Desk Concessionaire Contract
15VC: Concessionaire Contract
|SVC: Consignment Confract
S¥VC: Entertainment Contract
SWC: Flight and Ground Instructors Contract
SWC: Individual Service Contract
SVC: Interior Design Agreement
SWC: Ticket Consignment Agreement

Select Award
Screen will refresh to the Contract Pending
- Complete the information in the Contract Information Tab
- Make note of the activity and NAFI code, are they correct?
0 Update the PAYMENT TERMS as negotiated with the vendor
o0 All contracts MUST have an EFFECTIVE AND EXPIRATION DATE

0 Pay special attention to the Currency the contract is established in
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Contract Pending | History/Lns [

|7l Save Contract Discard Changes 4 Print Preview @ Help

(W s w s | Line Items | Shipping | Addresses | Distribution List | Signatures

Installation/Activity NAFI
RAMSTEIN OFFICER'S CLUB 001 - Base MWR Fund

Vendor: 2 Steps Back Band

Payment Terms: | MET 10 DAYS LY

Not To Exceed Award: | |

Billing: (@) Mormal () Cvpp

Effective Date: [05/25/2014 | 2 (MDD VYY)
Expiration Date: |09/01/2014 | Z (MDD VYY)
Currency |.-5.merin:an Dollars V|
Attachment(s)
(] |ENTERTAINMENT CONTRACT FORMAT.rtf (19 KE)
[ | GENERAL PROVISIONS (Dec 2011).doc {53 KB)
|  Add Attachment || Delete Checked Attachments |

Add the necessary attachments:
- Contract Template (always first)
- General Provisions

To add attachments select the Add Attachment button and select the documents from
the drop down menu or to load them from your PC, select the browse button, locate the
document(s) and apply

- Attached document links are displayed
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Select Line Iltems Tab

- If coming from a PR and the information is invalid, delete the pending contract and
make changes to the PAD and re-create the contract
- If not from a PR
o0 Create new Line Item
= Enter the Item description
= Enter Qty — recommend entering 1
= Enter Unit SV
= Enter Unit Price — recommend entering total estimate of the
contract. Activity can incrementally receive as services performed

= Select EDIT to enter the Cost Center and GLAC

Contract Pending | History/Links

|74 Save Contract |4 Discard Changes | =4 Print Preview @) Help

Contract Information (WELRIGEHSE Shipping | Addresses | Distribution List

—Please Select Sort Order-- ~ View ] [ Rearrange Line Items \
] |»| Ttems# Item Qty. Unit | Unit Price (USD) |Togal (USD)
[ |[»|o001 Musical Entertainment - 1 sV - 850.00 \ 850.00

2 PERFORMANCES AS PER STATMENT OF WORK

Vendor Mfg #:
Minimum Purchase:
Standard Pack:

Recipient:  Air Force, AIR FORCE SPACE COMMAND, LOS ANGELES AFB, YOUTH CENTER

Cost Center: (908-Teen Programs GLAC: 7150000 - Contract Services
Total (USD) 850.00

Select the Save Contract Button
Select the Shipping Tab (No data will display unless you SAVE)

- Defaults in an expanded mode. If the box is collapsed, expand the box and enter
the following information:

o Deliver By — type the date or use calendar ICON to select a date (same
date as the contract expiration)

Delivery Terms — text box

Delivery Notes — text box

FOB (consider OTHER)

Shipping Instructions, (may be “N/A as service will be provided at {insert
activity name}”)

O oO0O0oo
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Save contract
Select the Addresses Tab
There are six (6) addresses that are used on the Contract:

1. Vendor address- Enter the POC and applicable phone #'s if not already
entered

2. Ship To address- editable

3. Port Address — (Overseas locations only). Based on selections made in the
shipping tab. If used it is editable

4. Issued by Address — Address of the person who creates the contract-

editable. Ensure a POC and phone number are entered in the 15t boxes. Do

not use a DSN number as the Vendor can’t contact you via DSN.

Bill to Address — editable

Admin Address — Only used when, other than the issued by office, is the

administrator of the contract

oo

Save Contract
Select the Distribution List Tab

- This tab displays a list of users that are to receive an email notification when the
Award is issued. The logged in user can add and delete users in the list

- Selecting the Add User button provides you the ability to search for and add to
the distribution list

o Search by Name (First or Last). When searching, note that
DEACTIVATED users will not display. Once the member is located, radio-
select the respective name

= Other search modes include

e Organizational Unit
e Browse — Hierarchy of organizational units

- Add vendor agent (NOT CURRENTLY USED)
Save Contract
Select Signatures Tab

This type of contact is typically a Bilateral contract/ Print the pending contract and send
to the vendor for signature
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Creating contract by PROXY
Once the contractor has returned a signed copy of the contract
- Search for and locate the PENDING contract and go to the SIGNATURES TAB
- Expand the CREATE CONTRACT BY PROXY box and enter data accordingly:

|7l Save Contract [ Discard Changes 4 Print Preview @) Help

Contract Information | Line Items Addresses | Distribution List
Contract Number: | | (AAAAAA-F-TYCE=2E)
| Route To Contractor || Contracting Officer Sign |
fﬂ’ﬁhe Contract by Proxy -
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The following is displayed

Contract Information Shipping | Addresses | Distribution List |RET[it:lalif=]
Contract Number: (F41999—YY-C-####)
Route To Contractor || Contracting Officer Sign |
— - Create Contract by Proxy -
Contract Number: (F41999—YY-C-####)
Official Name Official Date
Contractor: JEREMY JONES 03/24/2013 | (MM/DD /YY)
Base SCO: Mr. BASE SCO 03/25/2013 4 (MM/DD VYY)
OR
Contracting Officer: ] (MM/DD/YYVY)
Apply Proxy Information I
e Contract #

- - If contract has been signed by the Base SCO enter the award number
manually. NOTE: Numbers cannot exceed 20 characters

- If you the NAF CO awarded the contract DO NOT enter a manual # as
the system will number the award for you

e Contractor - Text box to enter name of contractor
¢ Official date - Enter manually or select calendar ICON to enter the date the
contractor signed the document

e Base SCO - Text box to enter name of Base CO who signed
o Official date - Enter manually or select calendar ICON to enter the date the
Base CO signed the document
OR

e Select the CO and enter (Entering both Base SCO and CO will result in a
validation error)
¢ Official date — Enter manually or select calendar ICON

Select APPLY PROXY INFORMATION

The screen will reflect the following
As the contract is processing the following is reflected

Route To Contractor Waorking
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¢ Once data is validated by the system a popup displays
¢ You may enter a note if desired and APPLY
e |f Base SCO or CO box is filled in, the data interfaces with AFSFMS

- The CO has the ability to UNSIGN for the contractor by selecting the UNSIGN
button if the contract does not contain the CO signature

0 A popup is displayed—enter a reason for unsigning this contract

- Once the signatures have been entered the Contract status will change to
Awarded

- For auditing purposes the document containing signature(s) by the contractor
and or the Base SCO (as applicable) must be attached

0 Scan the document to your hard drive. Select History/Links Tab, Memo
for Record and add the attachment

MODIEYING A CONTRACT

The contracting office that issued the award is the only authorized office to sign
modifications, unless contract administration is assigned in writing and authorizes a
different office to issue modifications. Only one contracting office is responsible for
issuing modifications to an award. Modifications utilize a five element alphanumeric
numbering system. All numbering is generated by IBPS

Official Modifications are numbered with the letter "M" followed by a four element
number, i.e. MOOO1. Used any time the NAFI needs to inform the contractor of a
change to the official documents

Internal Modifications begin with the letter “I” followed by a four element number, i.e.
10001- Only used to update IBPS data internally otherwise all modifications would be
considered an Official Modification. This type of mod should be used infrequently as the
buyer should be updating the IBPS fields during the development of an Official
Modification

Unilateral Modification - Only the contracting officer signs a unilateral modification.
Use a unilateral modification to make administrative changes to a contract, such as
correction of typographical errors and other administrative preparation mistakes

Bilateral Modification - This kind of modification is a supplemental agreement
reflecting substantive changes to the terms and conditions of the contract. The
contractor signs the modification, after which, the contracting officer signs. The
effective date of the modification is the date agreed to by the contracting parties
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MODIFICATION TYPES

TYPES

A. Change Order - General Provisions Clause 26 could be used as the authority. The
CO may make changes within the general scope of the order/contract
- Drawings, designs & specs
- Method of shipment or packing
- Place of delivery

B. Award is modified to reflect administrative changes
- Change in Pay Office
- Typographical mistakes on the written order
- Changes in Accounting and Appropriation data

C. Supplemental Agreement is entered into pursuant to Authority - Bilateral

- Used to make changes authorized by clauses other than the Changes Clause
(Property Clause; Options Clause or Suspension of Work)

- Used to add new line item

- Used to cancel a line item

D. Other — Bilateral
- Termination Notice

Locating the Contract

From the toolbar select AWARD then CONTRACTS
Purchase |.ﬁ.ward Fepark  Manage  Help

Qrders

Contracks
[ i [

Select the SEARCH Criteria — The criteria below is just an example

Contract Criteria: ICnntracts held by e =

Contract Type: IS'-.-'C: Entertainment Cantrack ;I

Contract Status: I Smarded - I

Yendor: 4l Vendors

Find... | Clear |
Search |

Contracts meeting the selected criteria are displayed in the contract listing screen.
Select the link to load the contract
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SWC F41999-05-C-00=9 Bz BOY LLC

BPA& F41999-06-4-0010  Golf Equiprnent Biva BOY LLC

BPA F41999-06-A4-0011  Flowers and things Flowers by Teresa

To modify a contract you must own it. Route it to yourself by selecting the route button

Contract Detail Status: Awarded Halder: Mamie Furiches

@ Return | o Route | Delte Gancelh | Remember Settings b 5 Log Gt

Once you own the contract, select the MODS tab and the following screen will refresh

Contract Detail Status: Awarded Holder: Stephen Reynolds

Return s Route A Cance | Lag Dt
@ [ £ I N&

TIMK-F-08C0001 | Mods | |Ipdated Contract | Receiving | Histaory Links

| |  =create Offical Mod =] Create Internal Mad

You have the ability to create an Official Mod or an Internal Mod.

- Official — Changes to the official contract are considered Official Modifications - begin
with # M00O1. If the Base SCO issued the modification it is considered an
Official modification.

- Internal — Used to correct data within IBPS - begin with # 10001. This selection should
be rarely used as it is only to be used if the correction does not change any
data from the original contract that the vendor receives. (i.e. if the unit of
issue is incorrect, you must do an official modification as the vendor sees
this on the contract.)

The Create Official/Internal modification buttons will not display if a pending (not signed)
modification exists
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Create the Modification

Select, CREATE OFFICIAL MOD

FOX123456790 | Price Lists | Call Registers | Mods | Updated Contract | History/Links

Modification: —Flease Select— -

] Create Official Mod | Create Internal Mod

Once you select the type, the following screen is displayed, fill in the template
FOX123456790 | Price Lists | Call Registers | Mods | Updated Contract | History/Links

Modification: M0001 - View
|sd Save Mod £ Discard Changes =4 Print 7% Delete Mo
Modification | P ES i ET) Distribution List

This tab is used to create the Modification only. Please ensure changes are made on the applicable tabs to update the system data.

Mod # MOO01 @

Effective e
Date: U3/13/2013 ] (/oD VYY)

Type: C. This supplemental agreement is entered into pursuant to Authority @ :

Authority: AFMAN 64-302, Para ##

Description  The pyrpase of this modification is to extend the expiration date from 3/13/20135 to 5/15/2015. @

of Mod:
Contractor: ( © isnot), ( @ is) required to sign this document and return 1 copies@
Cancel 7] gte: 7 this ecked, when the Contracting Officer signs the mod it will cancel the contract and except for e
Conftract:
contract.
There are no signatures for this modification.

Route To Contractor |

l Contracting Officer Sign l

Modification Tab
- 1-Mod # - one-up automatic numbering, editable (do not change it, unless

absolutely necessary, i.e. entering a modification issued by the Base SCO)
- 2 - Effective date of the Modification
- 3 - Type — Select from the drop-down menu

- 4. Authority — Required Field - Examples that may be entered (not all inclusive)
0 General Provisions, clause #
o AFMAN 64-302, para #

- 5. Description of Mod — List all changes. Detail is essential. This is the data the
vendor receives. Please follow the critical information outlined below to update

IBPS
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6. Radio-select whether a Contractor IS or IS NOT required to sign — fill in # of
copies if required. Ask yourself “Is the change such that it is better to have the
contractor sign the modification to protect the Government’s interest.” If the
modification type is “C” or “D” you’'ll obtain the contractor’s signature.

7. Cancel Contract: - This box will only be editable if no receiving has occurred.
If any receiving has occurred, only the remaining amount can be canceled using
the Line Items tab. See below for additional guidance on cancelling a contract
in its entirety.
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CRITICAL INFORMATION

YOU MUST select ALL remaining TABS and update the affected information

Select the Contract Information TAB and confirm

1. Installation and NAFI are correct

2. Vendor - If the vendor is incorrect, cancel and redo the contract

3. Payment Terms (update as necessary). Changing payment terms on an award
that has had partial receiving will not interface with AFSFMS unless additional
steps are taken. Contact the IBPS Help desk for guidance

4. If applicable, check the Not to Exceed button

5. Update the effective/expiration date as needed

6. Update Currency as needed

7. Add or delete attachments as needed and SAVE

Modification: ™M0002

7 Save Mod

AOGGENRBGS | Contract Information

4 Discard Changes

4 Print

Line Items

Shipping

Sections

MENW-F-12C0020 | Mods | Updated Contract | Receiving | History/Links ||
:

Distribution List

PR # Installation/ Activity NAFIL

MENWF100120034 | CHILD DEVELOPMENT CENTER 001 - Base MWER. Fund @
Vendor: KIDS CORNER DAY NURSERY@

Payment Terms: 5EE NOTE @

Not To Exceed Award: [ @
Biling: @ pormal ' cvpP
Effective Date: 06/24/2012 ﬁ (MM/DD/YYYY)
Expiration Date: 09/30/2013 ﬁ (MM/DD/YYYY)
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Line ltems TAB

IMPORTANT NOTES— When updating your line item(s) take into consideration if
receiving has occurred or not. The AFSFMS system has limitations on what actions can
occur against a line item once receiving has occurred for a line item. Under each line
item the Received quantity and amount will display. For a line item with a Unit of SV,
IBPS defaults the received quantity as one. Look at the received total area to determine
if receiving has occurred

1. Review

a. ltem

b. Quantity
c. Unit — not editable
d. Unit Price
e. Expand the line item, update information as needed
f. Create a New line Item if needed
g. Add a note as necessary

MENW-F-12C0020 | Mods | Updated Contract | Receiving | History/Links _
ottt 1002~

|7l Save Mod 4 Discard Changes 4 Print X Delete Mof

Modification | Contract Information |[WILT-Rit= =W Shipping | Addresses | Sections | Distribution List

»| 0002 Child Care Services - Basic Year & 1 sV 178.23 178.23
Received:| 1 178.23 178.23

[ |+ |oo03 Child Care Services - Option Year 1 = 1 sV 2,500.00 2,500.00
Received:| 1 0.00 0.00

1 October 2013 to 30 September 2014

Vendor Mfg #:
Standard Pack:
Originating PR: MENWF100120034
Recipient: CHILD DEVELOPMENT CENTER / RAF MENWITH HILL

Cost Center: 1001-Child Development Center GLAC: 7150000-Contract Service Edit

Shipping Tab
Expand, if needed, the SHIP-TO NAME BOX and update the following as needed.

Deliver By date

Delivery Terms

Delivery Notes (if any)

Generate new shipping instructions (check box)

FOB (dropdown) — select the appropriate FOB instructions — If changed allow the
screen to refresh

Shipping Instruction (dropdown — allow screen to refresh)

apbrwnN -

»
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Addresses Tab (Update as required)

1. Vendor — cannot update

2. ShipTo

3. Port (overseas)

4. Issued By — verify the Buyer's name and phone number entered in the 15t POC fields
5. Bill To

6. Admin

Distribution List Tab

1. Add any member who requires notification of action taken on the contract
2. Add Vendor agent (inoperable at this time-DO NOT SELECT)
SAVE the MODIFICATION before signatures are applied
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Return to the MODIFICATION Tab and take time to review your description of changes
made as well as applying the descriptive changes to the various tabs. Update as
needed and save

odtcaton, 100~

78 Save Mod 4 Discard Changes |4 Print

PINDte i Wl Contract Information | Line tems | Shipping | Addresses | Sections | Distribution List

This tab is used to create the Modification only. Please ensure changes are made on the applicable tabs to update the

Mod #: M0O0O02

Effective =
Date: 03/13/2013 4 (Mm/oppYYYY)
Type: A. This change order is issued pursuant to: (Authority) -

Authority: CITE YOUR AUTHORITY HEREi

PRs: These are the PRs associated with this contract. Please check the PRs that this modification applies to.
PR # Purpose

[] [MENWF100120034 (Provide Child Care Services for RAF Digby (Kids Corner)

Description
of Mod: Tz area to be used to add a detailed descritption of all chagnes made to the award.

Contractor: ( @ js not), ( ) is) required to sign this document and return 0 copies.

Cancel

Mote: If this box is checked, when the Contracting Officer signs the mod it will cancel the contract]
Contract:

contract.

There are no signatures for this modification.

[ Route To Contractor ]

’ Contracting Officer Sign ]

If the modification is within your authority, and the contractor isn’t required to sign the
modification, select the CONTRACTING OFFICER SIGN button. Once the CO signs
the modification it will interface to AFSFMS. Otherwise, obtain the contractor’s
signature and follow the guidance below entitled MODIFICATION BY PROXY

If changes were made in the line items area and the award amount is equal to the

received amount, the following message will appear when the Contracting Officer Sign
button is clicked
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VBScript: Confirmation |

J) There are no line items left to be received againzst. Do pou want b0 cloze this Award?
-

Click *ES ta zign and claze ar MO ta only zigr.

ez Mo

CRITICAL MESSAGE - If no additional modifications are required, click Yes and the
contract status will change to Completed. Otherwise click No and the contract status
remains Awarded and you’ll need to take action in the future to close the contract.

The information you have just updated/modified will be visible at the UPDATED
CONTRACT tab. The ORIGINAL data is displayed on the CONTRACT # tab

To view and print the mod, return to the MOD tab, select the desired MOD # and select
view

Contract Detail Status: Award
@ Return | :.;} Route | Lﬁc.ance
I*
AMNDE-F-09C0001 | Mods | Updated Contract | Re
Modification: | -Flease Select-- + [ View ]
~Please Select--
|

Select the PRINT ICON to print the Modification
AMDE-F-02C0001 | Mods | |Ipdated Contract | Receivin

Hnd'lﬁcaﬁnn:| M0o01 w | View

| = Print
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CANCEL A CONTRACT

plvihjw-1i @l Contract Information | Line Items | Shipping | Addresses

This tab is used to create the Modification only. Please ensure changes are made on the applicable tabs to update the system data.

Mod #: [MOO02
Effective T
Ve [11/04/2008 “H (MM/DD/YYYY)
Type: | A. This change order is issued pursuant to: (Authority) A

Authority: \Mutual Agreement

Description |-oniract is cancelled by mutual agreement,
of Mod: |print the PENDING MOD, send to the contractor
Add the vendors signature by proxy and attach the vendors authorized signature.
- (5can the document on your hard drive - go to History/Links, Memo for the Record and aftach the signed agreement)
Check the CAMCEL CONTRACT BUTTOM BELOW, and select the Contracting Officer Sign Button belaw

Contractor: { (s not), { (3is) required to sign this document and return |1 copies,

{G“c:r'::;! Mote: If this box is checked, when the Contracting Officer signs the mod it will cancel the contract and except for ents

dunWt.

At the Modification Tab, check the Cancel contract box. This box will only be available if
no receiving has occurred against the contract. When the box is checked, and the
Contracting Officer signs the mod it will cancel the contract. The following dialog box
appears. Make a selection when the following prompt appears

¥BScript: Confirmation

“» | Signing this mod will cancel the arder, Mo other actions can be taken onit, Do you wish
d‘/ ko re-establish ikems on the originating PRs?

Yes Mo

If an associated PR exists, you are given the option to place the items back onto the Pre
Award tab. If you select Yes the PR returns to the Working status, if it fails to do so,
route the PR back to yourself. Only select Yes if you are going to re-award the PR

MODIFICATION BY PROXY
1. Complete (update information) in all applicable tabs as covered above
2. At the Modification Tab, scroll to the bottom. Enter the signatures and dates.
When complete select the APPLY PROXY INFORMATION button. If the Base
SCO or CO is used data interfaces with the AFSFMS
3. CRITICAL MESSAGE FOLLOWS - If changes were made in the line items area

and the award amount is equal to the received amount, the following message
will appear when the Contracting Officer Sign button is clicked
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VBScript: Confirmation |

There are no line items left to be received againzst. Do pou want b0 cloze this Award?

2)
Click ES ta zign and claze ar MO ta only zigr.

ez Mo

4. If no additional modifications will be required on the contract click Yes and the
contract status will change to Completed. Otherwise click No and the contract
status remains Awarded and you’ll need to take action in the future to close the

contract.

For auditing purposes the signed document must be attached. Scan the document to
your hard drive, select History/Links, then Memo for Record and attach document

Viewing/Printing Award Documents/Modifications. Note: The Updated Contract will not
print, as this is an internal IBPS tool

5. SELECT PRINT PREVIEW

ST e—p———

| = Print Preview | | @ Help

Contract Information /A Service Contract Form Print Preview Selection -- Webpage Dialog [‘S__(|

Select what to print below

Original Contract information.

Installation /Activil| TIMK-F-03C0001 : TIGER WOODS

TIMKER. GOLF COURSE
& [5C - GOLF INSTRUCTOR. .rtf

# GeneralProvisions Sept 07.pdf

Vendor: TIGE
Payment Terms: Mod MODo1
NAFI:
& [SC - GOLF INSTRUCTOR..rtf
Cost Center: # GeneralProvisions Sept 07, pdf

Mot To Exceed Award:

Billing:
Effective Date:
=
Expiration Date: e e

A listing of the contract, attachments and Modifications are displayed. Select the
documents you wish to print (one at a time), the following print dialog box appears.

Select the Printer ICON __—_
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CLOSE CONTRACT

Can only be used if the contract has not been received against. If the contract has
expired and no receiving has been done against the contract this function is available.

Purchase Source Award Report Manage Help
Contract Detail Skakius: Awarded Holder: CAROLE PARKER

@ Return 6—.\' Route [ElEke @ Cancel Remember Sethings |_L_] Log Cutk:

CLANGFO8C0127A | Mods | Updated Contract | Receiving | History/Links

SEvE Goniract Discand (Ghenges (= Print Preview - Cloge Contract @) Help

Contract Information |

Criginal Contract information.

After clicking the Close Contract button the following message appears. If Yesis
clicked, the contract status will change to Completed and no further action can be taken.
If No is clicked, the box closes and no changes are made

VB Script: Confirmation B4 I

1 ? ) Are you sure that you want to gave changes and Close this contract?

Yes Hao
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Intentionally Left Blank
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SECTION 8
BPA/BDO Call Registers
Locate Call Registers from a Contract
Locate Call Registers from the Main Tool Bar
Creating the Call
Credits/Returns/Refunds

Updating a Call

Call Register Reports




BPA/BDO Call Reqgisters

A BPA/BDO call register is automatically created upon the creation of a
BPA and or BDO agreement by the NAF CO. Only those activities identified
under the FOR USE BY AREA can use the register. The call register is
shared by those activities selected. The NAF CO MUST provide the vendor and
each activity authorized to use the BPA/BDO with a Call Delegation letter

i ide el Gly Bl Addresses | Distribution List | Signatures

Type: BPA Pre-priced

Vendor: BAG BOY LLC
Commodity: Food and Supplies
E + For Use By

El [ AR MOBILITY COMMAND E—

["] DOVER AFB

El 7] FAIRCHILD AFB

] ARAMARK CATERING

[[] ARTS & CRAFTS CENTER
COMMUNITY CENTER

FITNESS CENTER

FUNSFOT

Contract Amount:
Currency: American Dollars -
Payment Terms: NET 15 DAYS -

Biling: @ pormal O CvepP

FOB: FOB Destination -
Effective Date: 03/01/2013 2 (MM/DD YY)
Expiration Date: 02/29/2015] ] Moo =

You may create a modification to add additional
activities to a Blanket Purchase Agreement, but not a
Blanket Delivery Order or a BPA established from
Purchase Request(s)
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LOCATING CALL REGISTERS from the Contract

From the contract, at the Main tool bar, select

- AWARD
- CONTRACTS
Furchase Source | Award | Report
3l P e ar [ Crders
Conkracts
o o I

- If known, search by entering the contract # or using the contract criteria
drop-down menus and select SEARCH

Search

Contract #: | Search |

OR

Contract Criteria: IC::-nI:racts hield by e - I

Contrack Type: IEiF'.ﬁ.: Pre-Priced -

Contract Status: IF'.II Conkracts 'I

Yendor: Al Yendaors

Find... | Clear I
Search |

Contracts
Type Contract # . Commodity ¥endor Effective Expires Held By Skatu
BR& Contrack Pending GOLF MATERIALS  GRAHAM EZ-GO GOLF 11)14§2005 113002006 Stephen Reynolds  Pending
BPA BARK-F-06A0002 Dairy Products FOREMOST 0711812006 0713112009 Stephen Revnolds  Awarded
BPA F419290543339 BOXES Boxs-R-Js 050112006 051132006 Stephen Revnolds  Canceled

When the screen populates, select the Awarded contract. When the screen
refreshes, select the Call Registers Tab. The selected call register is displayed
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Locating a call reqgister from the main Tool Bar

To find the Register, from the toolbar select:

- PURCHASE
- CALL REGISTERS
Purchase
Purchase Requests
Call Registers |

- Those call registers the user has access to are displayed. If the desired
register is not displayed, conduct a search for the desired criteria

- Locate the Contract # or Vendor and pay attention to the Expiration date
and the Status of the register

Creating the Call

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

]
F-14A0004 | Price Lists | call Registers | Mods | Updated Contract | History/Links _

9 |Help

RAMS

Currently viewing 1 through 1 of 1 total.
ndor Contract # Activity Cost Center  Effective Expiration # of Calls Status
A&E Food RAMS-F-14A0004 05/22/2014 05/23/2016 0 Active

Corporation

Screen will re-populate to the CALLS LIST tab. If any calls have been placed,
they are displayed/listed on your screen

Select the CREATE CALL button
Call Ilegistew Detail Status: Active Yendor: GEAR FOR SPORTS, IMNC.

Call Register | dlls List | Reports | History/Links

calls |

] Create Call ' Help

Call # Call Date #of Line Items  Amount (USD) Status




The following fields require verification and entry from you.

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

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

—>FI #Pending I Updated Call | Receiving | History/Links _

7 save call 4 Discard Changes & Help

(= Bl Line tems | Addresses | Signatures

Please review the information below and change as needed.

CALL

Date of Call: |05/23/2014 | £ (Mm/DD/vvvY)

Delfiver By: [05/30/2014 | 2 (MM/DD/YYYY)

Payment Terms: NET 15 DAYS
Delivery Terms:
FOB: FOB Destination
Shipping Instructions:
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call #Pending | Updated Call | Receiving | History/Links _

. save call 14 Discard Changes @ Help
Call Info Addresses | Signatures
‘ --Please Select Sort Order—- V‘ | Viewr ‘ | Rearrange Line ltems
There are no items to disolav.
¢ Ttem# Item Qty. Unit Unit Price Total
Total (USD) 0.00

| Search for Items ‘I Create MNew Line Item I| Add Note | | Delete Checked Items

To add items, select the Line Items Tab then the Create New Line Item 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

e e

|7 Save Call 4 Discard Changes @ Help

Call Info |WH CRi=" W Addresses | Signatures

| --Please Select Sort Order-- V| | View | | Rearrange Line ltems |
» Ttemz# Ttem Qty. Unit Unit Price Total
1 |» o001 FooD |« [ || [sv ] [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 Item | | Add Note ‘ | Delete Checked tems |

- Enter the Item 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

8-5



- Enter an extended description as needed

- One line item should be created for each Cost Center and/or GLAC
Establish the Activity, Cost Center and GLAC the line item is for
- If the user only has to only Activity the Recipient and Shipping Address are pre-

populated as seen here, otherwise the user will need to select it using the EDIT
button

Recipient: Air Force, UNITED STATES AIR FORCES IN EUROPE, RAMSTEIN AB, RAMSTEIN WOODLAWN GOLF COURSE | |Edit

Shipping Address: 86 FSS/FSBG | WOODLAWN GOLF COURSE | APO, AE 09094-3240

m
=

di

Cost Center: * GLAC: *

m
=

di

Total (us#)  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 the user has access to multiple activities (NAF CO, Flight Chief, etc...) they

must select the Edit button for the Recipient, Shipping, Cost Center and GLAC
for the appropriate Activity for whom the call is being created for

Select an OU below:

Bl all services
El air Force
E} UNITED STATES AIR FORCES IN EUROPE
El ramsTEN AB
CHILT'S
IR ROCKERS
MACARONI GRILL
RAMSTEIN EMLISTED CLUB
RAMSTEIN OFFICER'S CLUB

‘ Apply Cancel

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

Shil:'l:'ir“_:l-M-':l'l:lr‘ESs:== ——————————————>

Cost Center: * GLAC: *

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

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 FSS/FSBBR

RAMSTEIN BOWLING CENTER
UNIT 3240 BOX 535

APC, AE 090594

86 FSS/FSBBR

RAMSTEIN BOWLING CENTER
GEB. 2139
BEB77 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: *
| | | | | | | | | | | | | | *

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

(] w|om:  [Foop For cLus | 12 || [sv v

2,000.00 uso 2,000.00 USD
Ext. Description: USED TO ENTER AN EXPANDED DESCRIFTION OF GOODS OR SERVICES.
Vendor Mfg #:{|ENTER IF KNOWI \l
Minimum Purchase:
Standard Pack:
Recipient: Air Force, UNITED STATES AIR FORCES IN EUROPE, RAMSTEIN AB, RAMSTEIN OFFICER'S CLUB Edit
Shipping Address: 86 FSS/FSBMO, RAMSTEIN OFFICERS CLUB | BLDG. 302 | APO, AE 09094-3240
Cost Center: 2202-RF - 0'Club Dining Room GLAC: 4010000-Purchases
] o002 SUPPLIES FOR CHILT'S | [z || [sv v |500.00 usD 500.00 USD
Ext. Description:
Vendor Mfg #: I:I
Minimum Purchase:
Standard Pack:
Recipient: Air Force, UNITED STATES AIR FORCES IN EUROPE, RAMSTEIN AB, CHILI'S Edit
Shipping Address: 86 FS5/FSBME | CHILI'S | APO, AE 09024-3240
Cost Center: 2770-Chili's Dining Room GLAC: 7200000-Supply Expense
Total (USD) 2,500.00
Search for Items | | Create New Line kem | ‘ Add Note | | Delete Checked Ttems |
N ~— -




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 |WNl=-=-C0l Signatures

» Ship To
» 86 FSS/FSBME

» | 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 [E iy |

7l save call 4 Discard Changes & Help

Call Info | Line kems | Addresses [T EIallg=

There are no signatures for this Call.

— - Sign Call -

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

call # |Pending 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
Sign Call

— - Sign Call by Proxy -

Call # |Pending

Name: Find

Hotes:

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 Iwvalidate that funds are available for this call!

Yes Mo
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If YES is selected, IBPS will automatically generate the call number, unless one
was entered manually. User MUST PROVIDE this number along with the
BPA/BDO contract number to the vendor at the time the call was placed.. 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 Gorporation

@ Return

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

Available Reports: ‘ Summary Report W H 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

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

Action History | Related Documents [T e =Y 5=

There are no memos to display.

Add Attachment Add Mote




Credits, Returns, or Refunds

Do not enter a negative quantity or negative unit price as you cannot purchase a
negative quantity 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

»|0002 | Depost ($50.00) g K *|EA v = 0.00  USD| 0.0 USD

=

Ext. Description:
Enter a detailed description of what your item is and a % amount in parenthesis

Vendor Mfg #:
Minimum Purchase:

Standard Pack:

Recipient: Ar Force, AR MOBILITY COMMAND, FAIRCHILD AFB, CLUB FAIRCHILD (Edi]|
Shipping Address: 92 FSS/FSRMC | 1010 Survival Loop Road, Bldg 1257 | FAIRCHILD AFB, WA 99011 (Edit]
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 Ing | History/Links
7 Save call 4 Discard Changes @ Help
Call Info |WENCRI VW Addresses | Signatures
| —-Please Select Sort Order-—- V| | View | | Rearrange Line tems |
[] » Items# Item Qty. Unit Unit Price Total
(] |»ooor  |[FooD FoR cLuB | |1 [[sv ~ 2200.00 X |usp 2,000.00 USD
Received: | 1 0.00 0.00
[] |w|oo02  |[suPPLIES FOR CHLTS | |1 |5V~ 500.00 usD 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 Items |

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.

[] » Item# Item Qty. Unit Unit Price Total
[ |»|oo01  |[Foop For cLus | | 1 [[sv v 2,200.00 USD 2,200.00 USD
Received:| 1 0.00 0.00
(] |»|0002  ||SUPPLIES FOR CHILTS | | 1 [V~ 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 ensure the funds
are available on your budget
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- 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

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

Zall Reqgisker | Calls Lisk | Reports | History Links

Available Reports: I -Please Select- = Mg I

Brinit: | ] 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: | L2l (MM/DD/YYYY) *

End Date: | 4] (MM DD ¥YYY) *

Wigw |
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The call information for the selected date range 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
3. Select the Sign Report button

- Sign Repork -

Revised: " yes ™ g

MNotes:

Save Repork | 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
- 5ign Report by Proxy -

Revised: " vas @ g

MAFI Official: *  Find |

Date Signed: | i (MM/ DDy YYYY) *

Notes:

Apply Prasey InFarmation |

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
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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 name 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

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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INTRODUCTION TO RECEIVING

If an award (order/contract) is created in IBPS a receiving report is required

As items are received against any award, regardless of payment method, as soon as
possible receiving must take place. IT IS CRITICAL receiving be accomplished in IBPS
within one business date of the items/services being received

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

Summary 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

RAMS-F-14C0013 | Mods | Updated Contract | Receiving | History/Links _

Available RepurIE| Summary Repaort || View I

] Create Receiving Report

Summary Report |

Receiving Report Number: Summary Report
Today's Date: 5/29/2014

Ttem#|Mfg # Ttem Qty|U/I|Unit Price (USD)|Total (USD)| GLAC
0001 Item:  Entertsinmnet 1(sv 850.00 850.00|7150000
Recipient: RAMSTEIN AB | RAMSTEIN OFFICER'S CLUB
Received| 1 0.00 0.00
0002 Item:  Snare Drums 4[EA 200.00 800.00|7150000
Recipient: RAMSTEIN AB | RAMSTEIN OFFICER'S CLUB
Received| 0 0.00
Total Received (USD): 0.00

To view a Receivieng Report previouly submitteed, select Available Reports drop down
displays. A listing of individual receiving reports (if any) are displayed. To view a
previous report, select it and then select View. To print it, select Print Preview

Available Reports: | POLICY, PROCEDURES & IBPS SECTION #1 /| View

4 Print Preview =
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If the CREATE receiving button is greyed out, this is an indication of one of the
following:

a. You do not have the proper rights to receive against the award
b. A report has been initiated and is unsigned

c. The award is in the COMPLETED, CANCELED or CLOSED status

Create a Receiving Report

Open the desired award and select the Receiving Tab

Take the time to review the Summary Report to determine what has or has not been
received before selecting the Create Receiving Report button

RAMS-F-14C0013 | Mods | Updated Contract | Receiving | History/Links

Available Repnrig| Summary Repaort || View I

] Create Receiving Report

Summary Report |

Receiving Report Number: Summary Report
Today's Date: 5/29/2014

Ttem# |Mfg # Ttem Qty|U/I|Unit Price (USD)|Total (USD)| GLAC
0001 Item:  Entertsinmnet 1(sv 850.00 850.00|7150000
Recipient: RAMSTEIN AB | RAMSTEIN OFFICER'S CLUB
Received| 1 0.00 0.00
0002 Item:  Snare Drums 4[EA 200.00 800.00|7150000
Recipient: RAMSTEIN AB | RAMSTEIN OFFICER'S CLUB
Received| 0 0.00
Total Received (USD): 0.00




Expanding the Order/Contract Info box will provide a synopsis of the terms of the

— Order Info

Payment Terms: NET 10 DAYS
NTE Amount: 92,830.50
Delivery Notes: 90
Vendor: THOMASVILLE FURNITURE
Effective Date: 07/18/2014
Delver By: 10/17/2014
FOB: FOB Destination

When the pending receiving report opens the Qty defaults to the remaining
guantity 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)

T ——— - The Receiving Report Number field is

e free form; however, the system generates
Receiving Report Humber: |1 a sequential default number beginning
Invoice Number: | — with one (1)

N b - Enter the Invoice Number/Delivery ticket
eceived: (18/201 33 . .
o (o218 «— Homoon o mber, if available

Recelver: Pm":ﬂﬁ”"“ﬂ-mw’m SPECIALIST - Create receiving reports on the ACTUAL
. — date received — DO NOT BACK DATE
status: ()Final () Partial your receiving
Tem#|utg # ttom ay o wrcosny | 1 | anc
0001 [3811 | prem: Leunge Chair - Vs 190(EA 45.55| 92,330,50] 1810000
Reciphisnt:  RONAPPROPRIATED FUND PURCHASING DIVISION | POLICY, PROCEDURES & BPS SECTION
MR = ASVFORS0040

Descripthon: Thomaslle Lounge Chair # 3811, Size: 33%h X 33 X 34°d. Wood Firésh: To match MED - Arborite W-411%1 Copper Woesd,
Fabric to be graded in: Loomsource, Pattern: Hero, Color: Sable. Repeat: 1/2° L Width: 547, Firesh: Teflon with scrylic backing.
162 for rooms, 10 for common areas, and 18 exras

Reciving 150 ea 485.55| 92,330.50

0002 [3812 | prom: Installation 1] s so0.00| 500,00 1850000
Reciphent:  NONAPPROPRIATED FUND PURCHASING DIVISIOH | POLICY, PROCEDURES & BPS SECTION
PR & ASVFORS0040

Description: Thomasille Hidng Ottoman #3812, Size: 12.57h X 21% X 2170, Wand Finish: To match MED - Arborita W-411V1 Copper Wood.
Fabric i be graded in: Loomsource, Pattern: Hero. Color: Sable. Repeat: 127 L Width: 547, Finish: Teflon with acrylic backing.
162 for rooms and 17 axtras

Recishving 1|5 500.00 500.00

Total Recehved (USD): 92,830,50

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

c. If afinal receiving report is done, the awards status is set to complete
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Radio select Partial or Final. If additional receiving is required on the award, select
Partial

If an award is created for more than one activity you will see the other activities line
items, however, unless you have access to that activity you can’t receive on the item(s)

PARTIAL RECEIVING

Radio Select PARTIAL

— Receiving Report Info

Receiving Report Number: |1 |

Invoice Humber: |ABC 123DEF456 |

Date Received: |05/23/2014 | (mmyoDrvYYY)

Receiver: Stephen Reynolds, MAF Contcting Officer
- F. ]

Status: ()Final ® Partial €

Item# Mfg # Item Qty U/I  Unit Price (USD)  Total (USD) GLAC
0001 Item: Enter tainmnet 1|5y 850,00 50,00 | 7150000

Recipient: RAMSTEIN AB | RAMSTEIN OFFICER'S CLUB
Description: 2 FERFORMANCES AS PER. STATEMENT OF WORK

Receiving | 1][sv || 450 850.00
0002 Htemc  SnaeDrms 4/EA 200.00 800.00| 7150000
Recipient: RAMSTEIN AB | RAMSTEIN OFFICER'S CLUB
Receiving EA 20000, 800.00
Total Received (USD): 1,650.00
Notes:

For a Service (SV) item, the QTY will always remain as 1, you will receive incrementally
on the Unit Price (Dollar amount)

Initially, line item # 0001 was for $850, the amount received has been updated to $450
For any other Unit of Issue you receive incrementally on the quantity (QTY) to be

received, update as needed (see line item 0002 above). Line item 0002 was created for
a QTY of 4, but we are only receiving 2

Enter an appropriate note in the NOTES box and either SIGN the Receiving Report or
SAVE and SIGN it

Data is transmitted to the AFSFMS. Once the receiving report has been signed, the
CREATE RECEIVING REPORT button is reactivated if the award is not in the
COMPLETED/CANCELLED/CLOSED status



RECEIVING ON CALLS (BPA/BDO)

If all line items are accounted for on a BPA/BDO call regardless if you select PARTIAL
or FINAL, when Sign is selected you'll receive a pop-up box advising “All line items
have been received. This call will be set to final and closed.” See below

When the pending receiving report opens the gty and/or unit price field default to the
remaining amount to be received. Adjust the information according to what is being
received

— Receiving Report Info

Receiving Report Number: I
Invoice Number: [
Date Received: |07/18/2014 | 2 (amyo0 e

Receiver: DIANA RUNKLE, CONTRACT SPECIALIST
Find...

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

Item# Mfg # Item Qty U/I Unit Price (USD) Total (USD) GLAC
o001 Item: Amaretto Di Sorento 1/EA 25.00 25.00 7200000
Recipient: DAVIS MONTHAN AFB | DM Consolidated/Callocated Clubs

Receiving 1| EA 25.00 25.00

Total Received (USD): 25.00

Notes: Partial has been selected, however since all line items are received against the call will go to the
CLOSED state.

| Sign

Call Detail Status: Closed Vendor: ALLIANCE BEVERAGE DISTRIBUTING CO. (PHOENIX A

Call #0542 | Updated Call | Receiving | History/Links

Available Reports: | SUmmary Report vi[ view |

Summary Report ‘

Receiving Report Number: Summary Report
Today's Date: 7/18/2014

Ttem#|Mfg # Ttem Qty|u/1|unit Price (USD)|Total (USD)| GLAC
0001 Item: Amarstto Di Sorento 1|Ea 25.00 25.00(7200000
Recipient: DAVIS MONTHAN AFB|DM Consolidated/Collocated Clubs
Received| 1 25.00
Total Received (USD): 25.00
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FINAL RECEIVING

Locate and open your award
Select the Receiving Tab
Review the Summary Report

Note that any previous Receiving Report can be viewed by selecting the Available
Report drop down menu and selecting VIEW

RAMS-F-14C0013 | Mods | Updated Contract | Receiving | History/Links ﬁ
Available Reports: | View |

RAMSTEIM WOODLAWN GOLF COURSE #1

] Create Receiving Report

Summary Report

Receiving Report Number: Summary Report

Today's Date: 5/29/2014

Ttem#|Mfg # Ttem Qty|U/I|Unit Price (USD)|Total (USD)| GLAC
0001 Item:  Entertainmnet E 850.00 850.00 | 7150000
Recipient: RAMSTEIN AB | RAMSTEIN OFFICER'S CLUB
Received| 1 450.00 450.00
0002 Item:  Snare Drums 4(EA 200.00 800.00 |7150000
Recipient: RAMSTEIN AB | RAMSTEIN OFFICER'S CLUB
Received| 2 400.00
Total Received {(UUSD): 350.00

To create a FINAL receiving report, select the Create Receiving Report button
When the pending receiving report opens the gty and/or unit price field default to the

remaining amount to be received. Adjust the information according to what is being
received
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SEE BELOW

- Receiving Report Number will default to the next available #, in this case #2
- If available, enter an Invoice Number or delivery ticket number

- Enter the actual date received

- Ensure the actual receivers name appears in the Receiver Box

- Radio select - FINAL
- Enter applicable notes (bottom of Receiving Report)

— Receiving Report Info

Receiving Report Number: |2 |

Invoice Number: | |

Date Received: |05/23/2014 | (mm/oprvvvy)
Receiver: Stephen Reynolds, NAF Contcting Officer SeleCt - FINAL
ﬁFind...

Status: (®Final () Partial

0001 Ttem: Entertainmnet 1/5v
Recipient: RAMSTEIN AB | RAMSTEIN OFFICER'S CLUB
Description: 2 PERFORMAMCES AS PER STATEMENT OF WORK

Item# Mfg # Ttem Qty U/T  Unit Price (USD)

Receiving | 1]|sv || 400.00

0002 Ttem: Snare Drums 4 EA 200,00
Recipient: RAMSTEIN AB | RAMSTEIN OFFICER'S CLUB

Receiving EA 200.00

Total (USD) GLAC

850,00 |7150000

400.00
500,00 | 7150000

400.00

Total Received (USD): 300.00

Notes:

|Fina| receipt for these line items

Quantity for items previously received are reduced proportionately by the amount
received. It will reflect the quantity remaining on the award. When the Unit of Issue is

SV, the Qty box will always default to 1 — DO NOT CHANGE IT

NOTE: If you select PARTIAL but fail to adjust either the Dollar amount on a line
item with SV, or the Quantity on all other units of issue you will receive the

following, select wisely

Click YES to sign and close or NO to only sign.

‘-.I All line iterns have been received. Do you want to close this contract?

Yes

Mo
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The following message is generated
YES - finalizes your order/contract

NO —returns to the pending receiving report

¥BScript: Confirmation

“® |\ Mo further receipts can be made after this receipk,
\{/ Do wou wank to sign the receiving report?

Yes Mo

If you select YES, the status on the award will change to the completed state, and data
interfaces to AFSFMS

Order Detail Status: Completed Holder: Bob Jones

(@ Return | o Rouke | Delete Gancell | RememberSettingss b L5 Log ©ut

To view any prior report return to the award # Tab, Receiving Tab

Contract Detail Status: Completed Holder

@ Return L—E‘; Route
RAMS-F-14C0013 | Mods | Updated Contract | Receiving | History/Links -

Available Reports: View
RAMSTEIM WOODLAWM GOLF COURSE #1

RAMSTEIMN WOODLAWN GOLF COURSE #2
B AMSTETR WWOOINI AWM GO E COLIRSE %3

Using the Available Reports (drop down menu) select the report you want 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

=4l Print

b. Click the button
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Call Detail Status: Closed

(&) Return |

Call #0002 | |Ipdated Call | Receiving | Histaory Links

Available Repmg| NAF ACCOUNTING OFFICE #1 + | View |

| =l Print

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

HISTORY/LINKS

To view all actions taken to date on any PR/Order/Contract/Call, select the
HISTORY/LINKS Tab

Order #BARK-F-07P0002 | Mods | Updated Crder | Receiving | History Links

Sawe Receiving Eenont Discard Ehanaes | Erin: | Ereate Hes

Available Reports; |2

History of ALL actions taken to date on the order display

Crder #BARK-F-07POO0Z | Mads | Updated Order | Receiving | History,/Links _
&) Help
LY TS Related Cocuments | FMemo For Record
Action Logged-in User Local Date, Time Amount Official Name Official Date Motes/Reason
{GMT -5.00)
Created Bob Jones 0901712007 10:01 AM Bob Jones 09172007 Created From PR # BARKFOOO170002
Conkractor Bob Jones 0971712007 10:49 AM Mr, Reynolds 09172007
Signed
[ate] Bob Jones 091712007 10:49 AM Bob Jones 09172007 Crder Amount; 350,00 ()
Signed
Issued Bob Jones 090172007 10:50 AM Bob Jones 09172007 Crder Amounk;
R, Eob Jones 09/19/2007 10:30 AM Bob Jones, Ackivity  09/19/2007 Partial 1 320,00
Rpk. Manager
Signed
R, Bob Jones 097192007 10:44 AM Bob Jones, Ackivity 091972007 Final 2 30,00
Rpt, Manager
Signed




RELATED DOCUMENTS

Lists all documents tied to your document

e —
Order #BARK-F-07PO002 | Mods | IUpdated Order | Receiving | History/Links

& Help

Related Documents w—

5] related Documents
=] ¥ PR: BAREFOOO1 70002
P Order: BARK-F-0FPOODZ

Memo for Record or Invoice Files 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) onto your
hard drive and add here. Once file is added it cannot be removed
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SECTION 10

Requests for Quotes (RFQ)
Create an RFQ

Processing the RFQ
Issue the RFQ
Locate and enter Vendor Quotes
RFQ Abstract
Award the RFQ

Create an RFP




Request for Quotes (RFQ’s)
RFQ’s may be written or verbal depending on the dollar value/complexity of the
requirement. Contracting Officers will provide identical information to all
prospective offerors in the bidding process.
Responses to RFQ’s are NOT binding on the offeror
Orders based on a RFQ can be:
- Withdrawn

- Amended Before acceptance or performance
- Canceled

Create an RFO

You must be the holder of the PR. Open the PR and select the Pre-Award tab
and then the Line Items Tab

0 Select the line item(s) you wish to develop an RFQ for, by placing a

check in the respective box
‘ o If you have any attachments or notes you want as part of the RFQ,

ensure you check those boxes as well

WRIGF041040204 | Pre-Award | History/Links

|7l Save PAD | Discard Changes | <4 Print Preview -3 CopyPAD i) Suspend PAD .} Add to Project @ H

PAD Information | t:=Ric= Wl Addresses | Add Funds

| --Please Select Sort Order-- V| I View | | Rearrange Line tems USD Funds Summary
PR Certified: 5,094.00
PR Obligated: 0.00
PR Remaining: 5,094.00
» | Item# Ttem Qty. Unit Unit Price Total
» ’
» 0001 |[CVCT 4-6 person tent 64520F | a| [[ea[v]||  4s3.00] [usp V| |1,032.00 usD
» 0002 |[Igloo 2-3 person tent Igloo | a| |[EAT¥]||  245.00] [usp v| | oeso.00 usp
» [0003  [Armadillo 1 person tent 64570 | 4| [[eal~v]||  275.00] [usp v |1,100.00 usD
ATCHO1 |GENERAL PROVISIONS (Dec 2011).doc (53 KB)
Total (USD) $4,012
| Search for Ttems | | Create New Line Item | | Add Attachment | | Add Note |
| createrFQ | [ create rFP |

| Select the Create RFQ button
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From the drop down menu, select CREATE RFQ and select CONTINUE

Select create a new RFQ or append to an existing RFQ:

Continue

Cancel |

Screen refreshes to the RFQ Detail Screen

PROCESSING the RFQ

- Complete the RFQ INFORMATION Tab
o Enter the closing date for the RFQ
Proposed Deliver by Date
Purpose
For Information Call (mandatory entry) — Point of Contact and
Phone #

O OO

RFQ Detail Status: Pending Holder: Stephen Reynolds

(@ Return | o Route | X Delete Cancel | Remember Settings. | (2 Leg out

|
RF) Pending | Histary Links

[H Save RFQ Discard Changes | (=4 Print Freview | (@) Help

RFQ Information |SEEREEEN BTl i

Please review the information below and change as needed.

Closing Date: IEI4,|'15,|'2IIIEI? _ﬁ (MM DD/ ¥ YY)

Deliver By Date: [04/15/2007 o MM/ DD, YYYY)

Purpose: IPictures Far D Suikes

For Information Call: IEh:uI:u Jones @ 210 545-5454 *
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When the template is filled in, SAVE and select the LINE ITEMS tab and
verify the items

To delete a specific line item from the RFQ, place a check in the related
line item box. Expand the Apply to Checked Items box, at the bottom of
the screen, and select Delete Checked Items. Click the Save button. This
places the items back to the PAD

Use caution when deleting a line item off the RFQ as the Append

feature has been disabled and the only way to get the line item back
to the RFQ is to delete the pending RFQ and start over from the PAD

s pending | stk ]

|sl Save RFQ  Ed Discard Changes | =4 Print Preview | @) Help

RFQ Information |RELTR T E Addresses

|--F‘Iease Select Sort Order-- ;I Wig | Rearrange Line Ikems |
[~ |»| Item# Item Qty. Unit
[ |w {0001 Beachfront Water Colors 20 EL |
[~ |w»|0D0Z2 Framing of Beachfront Prints 20 o |
r MOTEOL |Please deliver before 5:00 P, Maon thrg Fri

A Top of Page

- Apply to Checked Items
’7 Delete Checked Items |

If you are satisfied with the Line Items tab, proceed to the ADDRESSES
tab
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Vendors listed on the PR are displayed

- To add vendors select the ADD NEW VENDOR ADDRESS button. Make your
selection from the vendor area. Vendor is added to the RFQ address listing

- Verify all other addresses displayed

- Select the SAVE RFQ button then the ISSUE tab

RFQ D¢ :tail Skaktus: Pending Holder: Skephen Reynolds

| GeRroute | 7% Delete Eanice!

RF) Pending I History fLinks

| Remenber Sebbings | ._] Log Cuk

Addresses I@

RFQ Information

I |»| vendor

I | »| PaRkS & Son

.

WESTWOOD COMPUTER CORP

Add Meve Vendor Address I Remove Checked Vendor Addresses I

. Top of Page

* | Ship To

» [ AIR FORCE MAF PURCHASIMNG OFFICE

. Top of Page

* | Issued By

* [ AIR FORCE MAF PURCHASIMNG OFFICE

. Top of Page

There are no Aadmin Addresses to displaw.

Add Admin Address I Remoe Sdomin Address I

Verify the ISSUE date

RFQ) Detail Status: Pending Holder: Stephen Reynolds

@ Return | E—.?p Route | }( Delete anGe] | Remember Settings | ._] Log Ok

RFQ Pending I HistorwLinks

H Save RFQ Discard Changes | (=J Prink Preview | &) Help

RFiQ Information | Line Ikems | Addr

Please review the information below and change as needed,

RFQ Mumber: I

F41999-YY-Q-2###, see help For explanation of Farmak

Issue Date: [12(15/2005 T (MM/ DD/ ¥Y¥Y)

Issue I

- Select the ISSUE button
0 A Pop up to enter a note is displayed. It is an optional entry.
Select APPLY. Selecting CANCEL will return you to the Issue tab

- Screen refreshes’ and the RFQ # is issued by IBPS
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Select the SOURCE LIST TAB
-  The VENDOR EVENT SUMMARY area is blank
0 Vendor — RFQ Sent — Quote Recv'd — remain blank until the RFQ is

processed further

RF Information | Line Items | Addresses [RSTT<3REd

sl Save RFG [ Discard Changes | =) Prirk Preview | @) Help

¥ENDOR E¥ENT SUMMARY

-

Yendor

RFQ) Sent

Quote Recy'd

To send documents to multiple vendors:

Check the documents you want to send, check all the vendors who get those documents, then click the Send button,

Document Send => | v | ¥endor Name Delivery Method
7 |RFQ 1; 7 |Parks & son HardCopy =]
N W |WESTWOOD COMPUTER CORP ard Copy -

T

1. Document Check
Box - Check the
RFQ block along
with any other
documents you want

2. Check all vendors
whom you are sending
the RFQ to

3. Select the method you will
deliver the RFQ

to send as part of
the quote (must
have been checked
at the Pre-Award
Stage)

4. When the above three steps have
been completed, select SEND
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VENDOR EVENT SUMMARY

o Vendors, RFQ Sent Date, Date and Method the RFQ was sent is also
updated. Send the RFQ to the vendors

H Save RFQ A Discard Changes | =4 Print Preview | @) Help

RF Information | Line Items | Addresses [RSITIa3 R

¥ENDOR E¥ENT SUMMARY

Yendor RFQ) Sent Quote Recy'd

-

PARKS & SON 12152005

-

12/15/2005 - RFQ Sent - RFQSent - Hard Copy
12,/15/2005 - RS Sent - RFQSent - Email

» | WESTWOOD COMPUTER CORP 12152005

12/15/2005 - RFQ Sent - RFQSent - Hard Copy
12,/15/2005 - RS Sent - RFQSent - Email

To send documents to multiple vendors:
Check the documents you want to send, check all the vendors who get those documents, then click the Send button,

Document Send => | v | ¥endor Name Delivery Method
W |rRFQ [T |PARKS & S0OM |Vend0r Partal - |
[~ |WESTWOOD COMPUTER CORP |Vend0r Portal = I

Once you have received quotes from the vendor(s), locate the respective RFQ

From the main tool bar select Source and Requests for Quotes

Purchase |Su:uuru:e Award  Repork  Manage  Help

RFQ Del Reguests For Quotes

; Requests For Proposals
|
Projects

- Search for RFQs held by me

- Select the RFQ Status of Working or All RFQs

- Select the appropriate RFQ# link to open the RFQ
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QUOTES

Select the Quotes tab

- To enter quotes for the respective vendor
0 Use the drop down menu, select a v7ndor and VIEW

@Return | _$Rnute | Gelete | Cancel |

F41999-07-C-0001 | Quoktes | Histary fLin

Enter the quote information provided by the respective vendor
See screen shot on next page

- Deliver by Date, provided by the vendor
- Delivery Terms, provided by the vendor
- Payment Terms, provided by the vendor
- Billing — Normal or CVPP
- FOB - provided by the vendor
- Shipping Instructions — select the applicable option
- Currency — provided by the vendor
- Quote Received on — enter the Date the quote was received
- Method Received — self explanatory
- Vendor Notes — enter any notes applicable to the quote
- Scroll down if necessary to view items.
0 Update each line item per the quote provided
»= Revise as necessary. Remember: if revision significantly
changes the requesting activities initial requirement, contact
them before proceeding with an award
e Name of item
e Quantity the vendor can provide (may be more may
be less)
e Unit of Issue
e Amount of each item vendor quotes you
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Quote: | THOMASYILLE FURNITURE INDUSTRIES = | View |

|=ll Save Qucte B Discard Changes % Delete Quate | @) Help

Quoke |

THOMASY¥ILLE FURNITURE INDUSTRIES

Deliver By Date: |1EI,|'31,|'2IZIIIIE :ﬁ (MM, DD, ¥¥¥¥)

Delivery Terms: |1IZI AR

Payment Terms: |NET 15 DAYS -

Billing: ” cyPp ' Narmal

FOB: |FOB Destination =

Shipping Instruction

' |D1 - Pays to destination ;I

Currency: IUSD - American Dollars ;I

Quote Received On: |10/20/2006 ;ﬁ(MMIDDH???] .
! Enter Price
Method Received |Phu:une ;I Quotes here
Yendor Notes:
[~
r + Item# Item Qty. Unik Unik Pjce Total
r } 0001 ||DRAWER CHEST [z [ean =lljoon 0.00
r } 0002 |[LARGO ROUND MIRROR f4 [Ea =|{oon o 0.00
r } 0003 |[MULLHOLLAND CHEST-ON-CHEST fe fea oo o | 0.00

Search Far Ikems I Create Mew Line Ikem I &dd Attachment | Add Noke

A Top of Page
\ 4

- Apply to Checked Items

Yendor /Contract: | THOMASYILLE FURMITURE INDUSTRIES { THOMASYILLE FURNITURE IMNDUSTRIES ;I

Apply ko Checked Items |

- Save Quote Ensure you select the applicable Vendor/Contract/Pricelist for the
quote. If the NPA/EPP/GSA contract isn’t selected the award will
display as a Purchase Order versus a Delivery Order

10-8



From the drop down QUOTE select another vendor and VIEW

» Repeat the steps above ytil all quotes are entered

[ Parks & S0 /= wew |

PPARKS & SON

Consolidated Abstra

e }( Delete Quotke
WESTWOOD COMPUTER, CORP
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REFQ ABSTRACT

o To view all quotes Select Consolidated Abstract (drop-down) and
VIEW

0 The Abstract of Proposals and Quotations will be displayed

0 Items are read only

- Once you've selected the items you want to award to a vendor (radio select

button)
Abstract |
Abstract of Proposals ahd Quotations
Quolkes Recy'd Awarded Selected
! Award all " pward Al
PARES & SON WESTWOOD
Item# Item 0ty Unit COMPUTER CORP
1 [Books 50.0000( EA {* 9000.00 USD € 9000,00 USD
2 |BOCK ENDS 150000 SE {* 720,00 USD 900,00 USD
3 |PAPER 10,0000 EA ¥ 360.00 USD 380,00 USD
4 |FOLDERS 1000000 BX * 2000.00 USD " 1850,00 USD
Totals 12,080.00 USD 12,130.00 USD
> Award Type: |--Please Select-- - | Award Clear all
—-Please Selact-—- -
Prink Abstrack e ;
————3V; Aircraft Lease Agreement
SYC: Amusement, Music or Yending Machine Contract
SWC: Charter Flight and Tour Desk Concessionaire Contract
SVC: Concessionaire Contrack
SWC: Consignment Contrack
W Entertainment Contrack
W Flight and Ground Instruckors Contrack —
SYC: Individual Service Contract
SYC Inkerior Design Agreement -

\

N

0 Select an AWARD TYPE from the drop down menu and then select AWARD

Note: Only one award per vendor can be created. If lines items are
awarded to different vendors, a separate order is required.

Shading

0 When a quote is not selected, the cell is displayed in light shading (or

tan)

0 When a quote is selected by clicking the radio button, the cell is
displayed in a medium shading or light green
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Totals — System displays a cumulative total in US dollars for the quote at
the bottom of each vendor column

You have the ability to print the abstract

A Dialog Wrapper Page displays. Select any notes or attachments you want to
add to the pending award, check the appropriate box(s) and select CONTINUE

3 DialogWrapper -- Web Page Dialog

Please select notes and attachments to add to the award:

Item

Detail
& etails

[T ATCHO1 GEMERAL PROVISIOMS Jan 05[1].doc

Continue |

A dialog Wrapper page will again be displayed to APPEND/CREATE Award.
Select from the appropriate item from the dropdown menu and CONTINUE.

NOTE: DO NOT USE THE APPEND SELECTION OPTION. ALWAYS CHOOSE
NEW ORDER

Append/Create Award
--Please Select--;l Continue |

The result of the aforementioned actions will result in an ORDER PENDING or
CONTRACT PENDING (based on your selection)

See the section on processing an Order or Contract to continue
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CREATE AN RFP

From the Main Tool Bar, Select : RFP, then CREATE RFP

O O0OO0O0O0OO0OO0Oo

Information Tab
Closing date
Time

Time Zone
Deliver Date

# of Copies
Purpose

For Info Call

Purchase |Snur::e Award  Report

Reguests for Quokes

Requests for Proposals

Projects
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RFP Pending | Histary Links
|l Save RFP Discard Changes

RFP Information NS0

Flease review the information below and change as needed.

Closing Date: |12/04/2008 | (MM/ DD/ YYYY)

Closing Time: |3:00 IR

Time Zone: | {GMT-05.00) Central Time (US & Canada)

Deliver By Date: |01/07/2003 |l (MM/ DD/ YYYY)

Mo. of Copies: *

Hand-Carried: |N,.’A

Purpose: |VEHICLES

For Information Calk |F'.ED @ 210-123-4567

A Top of Page

- Approval Area

If Contract Exceeds: |25,000 |

Need Approval of: |Director, AMAFPO

o Line items tab

o Enter
= Headers
= Line Iltems
= Footers

RFP Pending | History Links

|l Save RFP [ Discard Changes | (= PrintPreview | @) Help

HERin M| Line Ttems

Header Notes:

Information provided to a vendaor to prepare the bid, as needed
This is different for each and every RFP
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[]|»]| Item# Item Qty. Unit

O | _— 2009 - 15 PAX Van

: 10 EA 1

Spedfications can be added in this block, If not suffident, attchements can be added
Add as many line items as necesary

Vendor Mfg #:

Service Item:
Originating PR:
Recipient:

[ Search for Items ] [ Create Mew Line Item ] [ Add MNote

- Apply to Checked Items

[ Delete Checked Items ]

Footer Notes:

Information provided to a wendor to prepare the bid, as needed
This is different for each and every RFP

o Address Tab
0 Select Add New Vendor Address
0 Search by any criteria displayed

Select a Yendor Address

There are no Vendor Addresses to display. ) ) )
[ Add New Vendor Address ] Click on the Vendor index tab for a vendor list

# ABCDEEFGHIJKLMNOP RSTUVWXYZ
# Top of Page - T T T T SssEsoEEsE s = QRSIUVWRYZ

There are no Ship To Addresses to display. OR

A Top of Page Enter the information below to search for a vendor:

There are no Issued By Addresses to display. Vendor Name: | ENTER NAME or

A Top of Page Contract Number: |Enter Contract # if available

There are no Admin Addresses to display. _
Contact Last Name: |Search by POC's Last name if des

Add Admin Address

Contact First Name: | Search by POC's First name
# Top of Page

Zip Code: |Sch by Zip|

Zancel
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oPurchase Plan Tab
- Complete the Event’s, Target Date and Actual Date as needed
B 25 items to complete, not all are necessarily required

RFP Information | Line Items | Addresses [RaTigs LR FT

» | Events Target Date Actual Date # of Files
» |1 |Date PR Received 11/17/2008 H | | 11/18/2008 = 0
» |2 |Develop Purchasing Plan 11/19/2008 || 11/20/2008 Eix| 0

Bottom of the page displays the following, Complete as needed

[ Add Mew Event ]

— - Approve Plan -

Approve Plan

— - Approve Plan by Proxy -

Official Date: ﬁ[mmf[}[”ww] *

Notes:

[ Apply Proxy Information ]

[ Print Purchase Plan ]
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Select the SECTIONS TAB, and complete SECTIONS A thru M as needed

RFP Information | Line Items | Addresses | Purchase Plan

Description

Solidtation/contract form  Brint Preview

Supplies or Services and pricesfcosts  Print Preview  Line Items

Description/spedficationswork statement

Packaging and marking

Inspection and acceptance

Deliveries or performance

PG Contract administration data
» |H Spedial contract requirements
» I Contract dauses

P |1 List of attachments

Representations, certifications, and other statements of offerors

Instructions, conditions and notices to afferors

DDDDDDDEDWII*

Evaluation factors for award

Select the ISSUE tab, then the ISSUE BUTTON

e pending | ey e ||

|sl Save RFP Discard Changes | (= Print Preview | @) Help

RFP Information | Line Items | Addresses | Purchase Plan | Sections [0S

Please review the information below and change as needed.

RFP Number: | |

F41999-¥Y-Q-%%%%, see help for explanation of format

Issue Date: |11/20/2008 | i (MM/ DD/ YYYY)
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RFP # IS GENERATED

F41999-09-R-0004 | Amendments | |Updated RFF | Bids | Histaory Links i

| APrintPreview | @ Help

RFP |

Items Addresses Purchase Plan Sections

— - RFP Information

Issued Date:

Closing Date: 12/04/2003

Closing Time: 3:00 PM

Time Zone: Central Time (US & Canada)

Deliver By Date: 01/07/200%

Mo. of Copies: 1

Hand-Carried: M/A

Purpose: VEHICLES
For Information Call: RED @ 210-123-4567

If Contract Exceeds: 25,000.00
Meed Approval of: Director, ANAFPO

To view specific areas of the RFP, select the desired link or Tab and edit data as
needed

Amendments Tab — Used to Create Amendments to the RFP as needed — Much
like a modification

Updated RFP — Includes any all changes made to the document —Updated
version and includes:

Iy Rl Wl Line Items | Addresses | Purchase Plan | Sections | Source List

To enter BIDS
Select the BID's TAB

| F41993-03-R-0004 | Amendments | Updated RFP | Bids | History Links l
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Select the vendor or whom you are entering the bids received, using the drop
down

F41993-09-R-0004 | Amendments | Updated RFFP | Bids | Histaory Links -

Bid= | Consolidated Abstract »

Consolidated Abstract

Preferred Auto &RV | @ Help

Abstract

Abstract of Proposals and Quotations

Item#& Item Qty | Unit
12005 - 15 PAX Van 10,0000 EA
Totals

[ Print Abstract ] [ Export to Excel ]

Enter the information supplied from the vendor
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F41993-03-R-0004 | Amendments | |Updated RFF | Bids | History Links _
Bid- | Freferred Auto &RV | »
|=ll Save Bid A Dizcard Changes ¥ Delete Bid | & Help
Bid
Preferred Auto & RV
Deliver By Date: |12/05/2008 Z (Mm/DD/YYYY)
Delivery Terms: |10 DAYS ARO
Payment Terms: |MET 10 DAYS
Billing: ) cvep & Normal
FOB: | Gov't PickUp W
Shipping Instruction: .; Applicable
Currency: | USD - American Dollars W
Bid Received On: |11/20/2003 = (MM/DD/YYYY)
Method Received
Vendor Notes:
B (Ttem# Ttem Qty. Unit Unit Price Total
B (D001 2009 - 15 PAX Van =l|10 E&A % |||25,000 0.00
Total (USD)| 0.00
Search for [tems ] [ Create New Line Item ] [ Add Mote
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SELECT
Consolidated Abstract from the drop down and View

The following is displayed

F41999-09-R-0004 | Amendments | Updated RFP | Bids | History /Links ﬁ

Bid: Consolidated Abstract

| © Help
Abstract
Abstract of Proposals and Quotations
Bids Recv'd [  |Selected Awarded
O Award Al
Ttem# Ttem Qty | Unit | Preferred Auto & RY
112009 - 15 PAX Van 10,0000 EA @ 250000.00 USD
Totals 250,000,000 USD
Award Type: | 5TD(D): Standard Contract (ID/IQ) + [ Aweard ] [ Clear Al ]
Print Abstract ] [ Export to Excel ]

All bids entered into IBPS are displayed.

From this screen you can
Print Abstract
Export to Excel
Award
Based on information (all encompassing), make the choice as to the vendor you
will award to and the type of award you will make

Radio select the items you are awarding the respective vendor and select
AWARD
You are taken through a series of dialog boxes, complete as needed. Screen will

eventually refresh to the CONTRACT PENDING SCREEN

Complete/fill in information on all tabs. Proceed with signatures as authorized
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Section 11

Reports




REPORTS

Select REPORT and then select the desired report

Purchase Source  Award | Report | Manage  Help

Purchase Request Regisker

Purchase Crder Regisker

Bt Lol
ST | o | Delivery Order Reqister
PRs EPA/EDD Call Register
Bamards by Wendor
create PR | @) Help Cankrack Register

Modification Register

Search Warkload
Actions

PR #: I Completed Requirements

Expiting ConkracksPricelists

Cukskanding Swards

It is important to note that the screen shot above depicts the different reports all users
can run to keep abreast of actions within their realm of influence

When printing a report, ensure you select to print in landscape mode

Where a report is displayed in the system, there is a Print button that allows users to
print the report from the browser

Reports are displayed in the following format

- Report Headers. All report headings in IBPS are centered at the top of the first page
and consist of:

o Date the report is produced
0 A description of the report contents and the requested Status
o Date range of the data on the report

Example: 1 April 2019 Purchase Request Register Report — All
{Base Name}
For Period 1 Jan 2019 — 30 March 2019
Detailed data is listed and grouped by Organizational Units (Activity)
Various Selection Options on the Reports

The following isn't all inclusive as a specific report might have additional selection
options
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Hierarchy — Allows user to select the Activity/Base/MAJCOM/Service — the report is for
- Find Button — allows the selection OU Name or by drilling down through the
hierarchy

Status — Differs from report to report
- All PRs
- Canceled
- Completed
- Denied
- Pending
- Working

Date Range - FROM / TO — Type in a date or click the Calendar icon and select a date
Create Report button - Use this button if you require the ability to link to an item on the
report, otherwise use the Download report area. See next area for use of this selection
area. Use of the Download Report Button is preferred as it runs faster

Download Report (Select PDF or Excel) — Use PDF if you want to print the report
only. Use Excel if you want to save the report and edit it

PURCHASE REQUEST REGISTER REPORT

The system displays a list of all PRs that meet the selected values
Purchase Request Register Report :

Fetur | Faute | BElEte (EancEe] || Remember Sethings | ,_] Log Cuk

PR Reqgister

= Print | @ Help

Search

Hierarchy: Air Force, AIR FORCE SERVICES AGENCY, DIRECTORATE OF MAF PURCHASING, POLICY, PROCEDURES, TRMNG & IEPS
Find...

PR Status: I.ﬁ.ll PRs "I
Date Range: From| F(MM/DD/YYYY) 1ol T (MM/DD /YYYY)

Create Report |.;.r Download Report ”F‘DF 'I
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Purchase Order (PO) or Delivery Order (DO) Register Reports

(Note: Throughout this section only, the terms PO/DO are interchangeable on the
report functionality)

Report Criteria - The system displays a list of all POs/DOs that meet the selected
values. If a checkmark is placed in the “Suppress Modification Details” box the report
will contain any applicable values from CO signed modifications in the award totals, just
not list each CO signed modification. If you want to see all CO signed modifications on
the report then don’t check the box.

PO Reqgister
=4 Print &) Help

Search

Hierarchy: Air Force, AIR FORCE SERVICES AGENCY, DIRECTORATE OF NAF PURCHASING, POLICY, PROCEDURES, TRNG & IBPS

Find...
PO Status: |Al POs =l
Date Range: From | “H (mmyppjvvvy)  To H (/DD YvYY)

Suppress Modification Details: [~

CreateRepart |or  DownloadReport  |[FOF <]

BPA/BDO Call Report
Based on the date range and status selected, the report displays information grouped
by level. This report is different than the one described in the BPA/BDO section.

BPA/BDO Calls

A Print | & Help

Search

Hierarchy: Air Force, AIR FORCE SERVICES AGEMCY, DIRECTORATE OF MAF PURCHASING, POLICY, PROCEDURES, TRMG 8 IBPS
Find...

Call status: I.ﬂ.ll Calls  ~ I

Date Range: From | :ﬁ (MM,H‘DDJH’YYYY) Ta | :ﬁ (MMKDDJFYYYY]

Create Report I.;r Download Report IIF‘DF *l
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Awards by Vendor

This includes PO, DO, Calls, and All Contracts. Use the Contract dropdown selection for
various selections

Awards By ¥Yendor

(A Print | @ Help

Search

Hierarchy: Air Force, AIR. FORCE SERVICES AGENCY, DIRECTORATE OF MAF PURCHASIMG, POLICY, PROCEDURES, TRMNG & IBPS
Find...

¥endor: --Please Select--
Find... | Clear |

Contract: |F'.II Contracks and Open Market = |
Date Range: From| FH(MM/DD/YYYY) 1o FH (MM/DD/YYYY)

Create Report |.;.r Download Report ”F‘DF 'I

Contract Register
Provides contract information

Contract Register

(= Print @) Help

Search

Hierarchy: Air Force, AIR FORCE SERVICES AGEMCY, DIRECTORATE OF MAF PURCHASING, POLICY, PROCEDURES, TRNG & IBPS
Find...

Vendor: --Please Select--
Find... | Clear |

Contract Status: IAII Contracts 'I

Date Range: Froml ﬁ[nnfuof\rwv] To| ﬁ{nnmwvwv’j
Contract Type: IAII Contracts 'I
Sort By: IConh’act 'I

Suppress Modification Details: [~

Create Report |g|’ Download Report ”PDF 'I
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Modification Register Report
Displays generic modification information done to any award
Awards without Mods do not display

Mod Register

(A Print | @) Help

Search

Hierarchy: A&ir Force, AIR FORCE SERVWICES AGEMCY, DIRECTORATE OF MAF PURCHASING, POLICY, PROCEDURES, TRMG & IBPS
Find...

Mod Status: I.ﬁ.ll Mods 'I
Type: I.ﬁ.ll Modifications - I
Date Range: From | 2 (MM/DD/YYYY) 1ol 2 (MM/DD/YYYY)

Create Report |.;.r Download Report ”PDF 'I

Workload

Allows a Buyer to view workload for an activity or individual user

=Print | & Help

Search

Hierarchy: air Force, IR FORCE SERVICES AGEMCY, DIRECTORATE OF MAF PURCHASING, POLICY, PROCEDURES, TRMNG & IBPS
Find. ..

Creake Report ||:|r Download Report ”F‘DF 'I

OR

User: Stephen Revnolds
Find. ..

Create Repart ||:|r Download Repart: ”F'DF "I
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Expiring Contracts/Pricelists

Allows users to identify contracts/pricelists that have or will expire within the selected

criteria
(=i Print | @) Help
Search
Hierarchy: Air Force, AIR FORCE SERVICES AGEMNCY, DIRECTORATE OF NAF PURCHASING, POLICY, PROCEDIJRES, TRMNG & IBPS
Find...
EXPIFING: it # of davys I
Create Report |.;.r Download Repark ”F‘DF hd I
OR
User: Stephen Revnolds
Find...
EXpIting: \ itin 4 of davys I
Create Report ||:|r Download Repark ”F‘DF hd I

Outstanding Awards Report

Identifies all AWARDS that have outstanding balances in IBPS

Where no balance is indicated those awards should be (final received, closed or
cancelled as applicable)

(=4 Print

&) Help

Search

Hierarchy: Air Force, AIR FORCE SERYICES AGENCY, DIRECTORATE OF NAF PURCHASING, POLICY, PROCEDURES, TRNG & IBPS

Award Type: I.ﬁ.ll fumards 'I

Find...

Create Fepart ||:|r Dawnload Repart ”F'DF 'I
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SECTION 12
Projects
Create a Project Folder
Add PRs to the Projects
Locate the Project Folder

Transfer Funds

AFNAFPO
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Projects

A Funded Project is used to collect multiple PRs to work them together as one Project. A filing
cabinet for lack of a better phrase. Updates made to a PR at the funded project area will
update the PR resident at any location in IBPS. A Funded Project allows a user to, move
funding between PRs, track funding, and organize PR’s

Create a Project Folder

Select -Source
- Projects

Purchase ‘Snurce Award Report Manage Help

Requests for Quotes
Requests for Proposds

Projects |

Select CREATE FUNDED PROJECT

Projects —

] Create Funded Project € Help

Search
prject Name
OR

Project Criteria: Projects by hierarchy for selected level -

Hierarchy: --Please Select--
Find...

12-1



Enter a Project Name (see below). Select the OU(s) (activities) for whom the Project is

created for (who has access to it) by placing a check in the appropriate box(s), SAVE the
project

Create Funded Project | History/Links [

d Save Project d Assign Buyer

Project Information |

Project Name: CANNON LANES PROIECT

For Use By:  [-] | Services

k- [ Air Force
5l ] AIR COMBAT COMMAND
[+l [] BEALE AFB
=l [[] CANNON AFB
CANNOMN LAMNES
] CAPROCK INM

[7] CHILD DEVELOPMENT CENTER

[C] INFORMATION TICKET OFFICE

[C] MARKETING AND PUBLICITY

|NAF ACCOUNTING OFFICE

[C] HUMAN RESOURCES OFFICE

[C] INFORMATION SUPPORT
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Screen refreshes to the Project Detail Screen

Project Detail Status: Pending
& Return = X Delete (et © " Log Out
7l Save Project £ Discard Changes 'l Aﬂigl. Buyer 4 Print Preview @ Help

CANNON LANES PROJECT |

Project Name: CANMOMN LAMES PROJECT

Assigned Buyer:

|—+Foruger

Created by: Stephen Reynolds
Humber of PRs: 0
Number of Awards: 0
Total Certified: 0.00
Total Obligated: 0.00
Total Remaining: 0.00

Determine who will be making the purchases for the project and Select the
ASSIGN BUYER button
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CANNON LANES PROJECT | History/Liks ||

lﬂ Save Project 4 Discard Changes d Assign Buyer |4 Print Preview @ Help

CANNON LANES PROJECT |

Project Name: CAMNNON LANES PROJECT

Assigned Buyer:

|— + For Use By

Created by: Stephen Reynolds

Number of PRs: 0
Number of Awards: 0 Select an Employee who is a Buyer

Total Certified: 0.00

Total Obligated: 0.00 Searhibyjrame

-~ © JIMMY SAWYER - POLICY, PROCEDURES & IBPS
Total Remaining: 0.00 First Name: SECTION - NONAPPROPRIATED FUND PURCHASING DIVISION

Last Mame:

OR

search by o

tephen Reynolds - NAF ACCOUNTING OFFICE -

/V[ Apply ] l Cancel

Once selection is made - APPLY

Note the Assigned Buyer and Created by are now populated — SAVE PROJECT

[CANNON LANES PROJECT | History/Links |

lﬂ Save Project |4 Discard Changes d Assign Buyer

CANNON LANES PROJECT |

Project Name: CANMOM LAMES PROJECT

Assigned Buyer: Stephen Reynolds

|— + For Use By

Created by: Stephen Reynolds
Humber of PRs: 0
Number of Awards: 0
Total Certified: 0.00
Total Obligated: 0.00
Total Remaining: 0.00

12-4



Add PR’s to the Project Folder

Locate and Open the PR you want to add to the Project Folder. Note: You must be the
holder of the PR

- From the PRE AWARD tab
0 Selectthe ADD TO PROJECT button

ASYCFOOD070025 | Pre-Award | HistoryLinks

H Save PaD F4 Discard Changes | (= Print Previews | 52 Copy PAD G'.l Suspend PAD 1_% add ko Project | @) Help

PaD Information |REGGER DGR Addresses | Add Funds

Radio Select the applicable project and APPLY

l;elect Project
learl:h 3
OR

Project Criteria:  Projects by hierarchy for selected level

Hierarchy: —Please Select--

Project Type Project Name _ Effective Date Expiration Date Held By Status
Funded Cannon GO/DV Suites OOC - Christina Christina Blevins Completed
Blevins
& Funded CAMNOM LANES PROJECT Stephen Reynolds Pending
Funded Ramstein Cannon House (RAM 08-233) - John Berthold Completed

John Berthold

[ Applhy ] ’ Cancel

Repeat the process for any other PR’s you want to add to your project

When you have added all PR’s to the project folder, proceed as follows
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Locate the Project Folder

From the Tool Bar, select SOURCE, PROJECTS

Source

Reguests for Quokes

Requests for Proposals

Projecks

Conduct a search for the project, by the available criteria

Projects

_ ] Create Funded Project @ Help

Search

Project Name: EMTER MAME AND SEARCH

- o)

OR

Project Criteria:  Projects by hierarchy for selected level -
Hierarchy: Air Force, AIR COMBAT COMMAND, CANMNOMN AFB

Find...
Search
Currently viewing 1 through 6 of 6 total.
Project Type Project Name _ Effective Date Expiration Date Held By Status
Funded Cannon Bldg 1812 (CAN-12-032) - Petra Braswell ) Petra Braswell Waorking
Funded CANMON LAMES PROJECT Stephen Reynolds Working
Funded Lodaing Elmendorf - Kim Cornette } KIM R. CORNETTE Completed
Funded McChord Bldg 1149/50 (MCH-09-060) SUP - John John Berthold Completed
Berthold (Completed

Funded Phase I Project Test Folder DIANA RUNKLE Working
Funded Web-based hospitality training (Completed) / Completed

Select the link to the desired PROJECT
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'@ Return ' Log Out

CANNON LANES PROJECT | History/Links

L'!i Save Project 4 Discard Changes L'!] Assign Buyer L'!i Complete Project d Print Prej
CANNON LANES PROJECT |z lli-ie s s
Project Name: CANMON LANES PROJECT Editable project name

Assigned Buyer: Stephen Reynolds

|— + For Use By — Expandable - within vour realm of influence
Created by: Stephen Reynolds ) PROJECT SUMMARY
Number of PRs: 2

Total Certified, Obligated and

Number of Awards: 0 >_ o .
Remaining reflect the cumulative
Total Certified: 70,000.00 totals from all PRs attached to the
Total Obligated: 0.00 Project
Total Remaining: 70,000.00 —
PRs Funding Listing
PR Number Certified Obligated Remaining Status
[] cCANMNF20001 20,000.00 0.00 20,000.00 Waorking
Award # Award Status
[] cCANMNF30002 50,000.00 0.00 S0,000.00 Waorking
Award # Award Status

[ Remove Checked PRs ]
| ST T X

To remove PR’s from a project, check the appropriate box(s) and select REMOVE CHECKED
PR’s. Awarded PR’s cannot be removed from the PROJECT

Status of PR’s will automatically update in the Project folder as well as in the PR
listing screen
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CANNON LANES PROJECT | Hiscory/Links [E ]

Lﬂ Save Project 14 Discard Changes Lﬂ Assign Buyer Lﬂ Complete Project d Print Previ

CANNON LANES PROJECT |Plelbi=a5thlt

Project Name: CANNOM LAMES PROJECT

Assigned Buyer: Stephen Reynolds

|— + For Use By

Created by: Stephen Reynolds
NHumber of PRs: 2
NHumber of Awards: 2
Total Certified: 70,000.00
Total Obligated: 70,000.00
Total Remaining: 0.00

PRs Funding Listing
PR Number Certified Obligated Remaining Status
CAMMNFZ0001  20,000.00 20,000.00 0.0o Awarded
Award # Award Status
CAMNM-F-13P0001 20,000.00 Awvrarded
CANME30002  50,000.00 50,000.00 0.00 Awarded
Award # Award Status
CAMM-F-13P0002 50,000.00 Awvrarded

[ Remove Checked PRs ]

In the example above, you have two PR’s and two awards
- Total Certified was $70K
- Total obligated on the two awards is 70K
- Total Remaining is $0.00

Link to the award or PR directly by clicking on the appropriate link
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Transfer Funds

This tool is provided in the event a certain part of the related project falls short of funds. As
long as the project was approved, and the Resource Manager is apprised of the situation, you
may transfer funds within the project from PR to PR as long as there are remaining funds on at
least one of the PR’s. In other words all funds on a PR were/have not been obligated

(awarded).

Project Detail

Skatus:

Haolder:

@ Return |

EMTER. PROJECT NAME HERE | History fLinks

Flalihe | Eelete Eance] | Bemember Sethings

|l Save Praject  Ed Discard Changes | (=l Prink Preview |

&) Help

EMTER. PROJECT MAME HERE

Transfer Funds |

| ,_] Log ok

When requesting a funds transfer, please ensure the Faollowing:

1. The PR from which funds will be transferred has adequate Funds,

2. The transfer amount is greater than zero

3. Twao different PRs are selected bo participate in the transfer process,

— Transfer Information

NOTE

Transfer From: SEE BELOW -

=

Transfer To: | --Please Select--

Transfer Amount {USD): II:I.I:II:I

Request Funds Transfer |

Select the Transfer From and the PR you want to transfer money from

— Transfer Information

Transfer From: |--F‘Iease Select--

;I

i--Plag -
Transfer To:

BSYCFALE0041-15078,2200
ASWCFALB0042-13068,5000

Transfer Amount (USD): |0.00

Reguest Funds TransFer

Select the PR you want to transfer funds To

A list of PRs in the
Project with remaining
funds in ascending order
are listed

Enter the Transfer Amount and select the REQUEST FUNDS TRANSFER Button
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— Transker Information

Transfer From: I.':HS'I.I'CFFHIE!DU‘H-IED?B.EEDD - I

Transfer To: IASHCFAIEDD":E-lSDEB.EDDD - I

Transfer Amount {USD): |?8.22|

Request Funds Transfer |

When transferring funds within a project the PRs must go through the APPROVAL and
CERTIFICATION process

The following box appears
Request Funds to be Transferred FROM

Search by name:

= :Stephen Reynolds - POLICY, PROCEDURES, TRMNG &

First Mame: I I6P5 - DIRECTORATE OF NAF PURCHASING

Last MName: |

Select the employee to whom the PR will be routed for APPROVAL and or CERTIFICATION

Complete the email message that appears

Request Funds to be Transferred FROM

To: bob.jones@nowhere. af. mil

Subject: IFunu:Is Transfer Request

Message:

A PR as been routed to wou, Click this link to open the PR,

REQUEST FUNDS TRANFER TO is displayed

Once again approval and certification is required
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<3 IBPS 4 - Web Page Dialog

Request Funds to be Transferred TO

Search by name:

" Jimmy Sawyer - POLICY, FROCEDURES, TRNG & IBPS
First Mame: | - DIRECTORATE OF NAF PURCHASING

Lask Marne: |
" stephen Reynolds - POLICY, PROCEDURES, TRMG &

Search | IEPS - DIRECTORATE OF NAF PURCHASING

Search for and select the member to whom the PR will be routed to approve the transfer

Complete the email message and apply

Request Funds to be Transferred TO

To: bob.jones@nowhere. af . mil

Subject: IFunu:Is Transfer Reguest

Message:

& PR as been routed to wou, Click this link ko open the PR,

-

If successful the FUNDS TRANSFER REQUEST COMPLETED box appears, select OK

This is still just a request for transfer of funds

Microsoft Internet Ex X|

ﬂ Funds Transfer Requests Completed

The APPROVER you selected receives an email

Approver
- Clicks the link from within their email to access the PR’s
OR
- Loginto IBPS and open the Project and click the link to the PR you are adding funds to,
or go to the PR listing screen to locate the PR
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In this example we are transferring $78.22 from PR # ASVCFA160041 to ASVCFA160042

EMTER. PROJECT MAME HERE | Histotry/Links

H Save Project  EH Discard Changes | (= Prink Preview [ &) Help

ENTER PROJECT NAME HERE |BiEhEi= s

Project name: IENTER PROJECT NAME HERE

For Use By: &ll Services

Created by: sStephen Revnolds
# of PRs: Z
# of Awards: 0
Total Certified: 25,147.02
Total Obligated: 0.00

Link to PR you are adding funds
Total Remaining: 23,147.0

to.
# Top of Page
/
PRs Funding Listing

[T PR Mumber Certi Obligated Remaining Status
[T ASyCFAleOn4l 4607822 0,00 15,075.22 working

Award # Award Status
[T ASvcFAleOD4z  13,068.80 0.00 13,068.80 Warking

Award # Award Status

Remove Checked PRs
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Guide for the PR funds are being taken from

This is the PR we are taking funds from and must be accomplished before the Guide for the
PR where funds are being added to. The $ amount self populates

PR will be routed to the individual(s) who have the authority to Approve and Certify

In this case, the user has both APPROVE and CERTIFY FUNDS authority

Funds transfer is being approved and certified by the same individual

Once the Approve and Certify Funds button is selected, the individual is prompted to:
1. add a note (mandatory for certifier)

2. complete an e-mail message
3. route to the proper individual for action

PR Detail Status: Working Holder: Stephen Reynolds

@ preturn | S Rouke | Delete Gareell |l Rememter Settingse | ) Lag Qut

ASVCFA1G60041 | Pre-Award | History fLinks

Sawe FAD Djseard Ehanmes | = Print Preview | =2 Copy PAD SlsEEn FE fldl b Praject | &) Help

PAD Information | Line Items | Addresses |EeLGRETLTGE

lick the Approve Funds, Approve and Certify Funds, Certify Funds, or Deny Funds button to Approve Funds, Approve and Certify Fur
want ta rouke ko, Then click the Apply button to route the PR,

Approved Amount {USD): I—?8.22

Certified Amount {USD): |-73.22

Approve Funds | Approve and Certify Funds Deny Funds

— + Add Funds by Proxy

Official Mame Official Date (MM; DD/ ¥¥Y¥¥) Amount (USD})
Approved: Select | on I %
Certified: Select | on | H Far | 78.22

Apply Prowxy Information
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Guide for the PR where funds are being added to
When the PR populates the screen, select the PRE-AWARD tab then the ADD FUNDS TAB

If delegated only APPROVER authority, the approver will only see the APPROVED Amount.
Once the approver has approved funds, route the PR to the certifier

If delegated APPROVER and CERTIFICATION rights, you will see the screen as it appears
below, and can accomplish both tasks from here

The Approved amount and Certified amount self populate based on the information entered on
the Project page

The approver can approve the funds and or deny the funds for said PR

PR. Detail Skatus: Working Holder: Stephen Reynolds

@Return | E%,Ru:uute | Delete Zanice] | Remember Sethings | ._']Lug ik

ASVCFALG0042 | Pre-Award | History Links

SaweEa [jseard EhanEes | = Print Preview | 52 Copy PAD SlsEenE Pa S bo Brojech | @) Help

PAD Information | Line Ikems | Addresses |Q:talsRgiiti

Click the Approve Funds, Approve and Certify Funds, Certify Funds, or Deny Funds button to Approve Funds, Approve and Certify Fundd
want ko rouke ta, Then click the Apply button to route the PR

Approved Amount {USD): |?8.22

Certified Amount (USD): [73.22

Approve Funds | Approve and Certify Funds Dery Funds

— + Add Funds by Proxy

Official Name Official Date (MM, DD, ¥¥¥Y¥) Amount {USD)
Approved: Select | an I %
Certified: Select | on | iz For | 78,22

Apply Proxey Information |

If approving and certifying funds by proxy, ensure you have the appropriate documentation

giving you the authority to do so. The document will be added on the History/Links tab, Memo
for Record
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Once the funds are approved, the pop-up below appears
Approver must enter a note, then select apply, and route the PR to the certifier

Approve Funds & Route

Please enter a note or reason.

approved, please certify| ﬂ
S
4| | B
Apply | Zancel |

COMPLETE THE EMAIL TEMPLATE AND APPLY

Certifier Opens the PR link, at the PRE-AWARD TAB, select the ADD FUNDS tab

PaD Information | Line Ikems | Addresses |EGLEETIUE

lick the Certify Funds button to Certify Funds to the PR or click the Row

Certified Amount (USD): |78.22

Certify Funds | Dery Funds |

Confirm amount to be certified and either CERTIFY or DENY funds transfer

You must enter a note in the box that appears and route to the appropriate member, normally
the buyer

Certify Funds & Route

[»

Please enter a note or reason.

-
E
q | Bl
Apply | Zancel |

Funds transfer is complete
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Return to the PROJECTS area,; select the project name to view the changes

Project Detail Holder:

(@ Return | Route | Delets Eancel | Remembersettings | 2 Log Out

EMTER. PROJECT MAME HERE | History Links

H Save Project Discard Changes | (=4 Print Preview | @) Help

ENTER PROJECT NAME HERE |BuiEuEi=d5l s

Project name: IENTER PROJECT NAME HERE

For Use By: &ll Services

Created by: Stephen Revnolds

# of PRs: Z
# of Awards: 0 $78.22 successfully
transferred

Total Certified: 25,147.02

Total Obligated: 0.00 from ASVCFA160041

Total Remaining: 23,147.02
o AFSVCFA160042

# Top of Page /
[T PR Mumber Certified Remaining Status
[T aAsSyCFAl&O0D4l  15,000.00 15,000,00 wWorking
Award y Status
4
[T ASYCFALEOD4Z  13,147.02 0.00 13,147.02 Warking
Award # Award Status

Remove Checked PRs |

Make sure you SAVE PROJECT before proceeding to another area
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Section 13

FOB Delivery Codes
Unit of Issue Codes
PR and Award Numbering
Transportation Control Numbers

Purchasing Cycle






Fob Delivery | Shipping Code | Shipping Description Order Narrative
Terms Method # Instructions
Destination Destination D1 No Contractor pays to destination
Destination Destination D2 Yes Contractor pays to the port (overseas To ensure prompt payment, Contractor must submit “Proof of
Mil shipment) Shipment” with the invoice to the address shown in block 12.
Destination Destination D3 No Contractor pays to ship insured parcel postto | To ensure prompt payment, Contractor must submit “Proof of
stateside or APO address Shipment” with the invoice to the address shown in block 12.
Destination Destination D4 No Contractor pays to ship insured parcel post to | Ship insured Air Parcel Post to stateside or APO address. To
stateside or APO address ensure prompt payment, Contractor must submit ‘“Proof of
Shipment” with the invoice to the address shown in block 12.
Origin AFNAFPO 01 | Yes DEACTIVATED 1 JUN 2013 DEACTIVATED 1 JUN 2013
Transportation ATC-2
Contractor
Origin AFNAFPO 02 | Yes DEACTIVATED 1 JUN 2013 DEACTIVATED 1 JUN 2013
Transportation ATC-2
Contractor
Origin AFNAFPO 03 | Yes DEACTIVATED 1 JUN 2013 DEACTIVATED 1 JUN 2013
Transportation ATC-2
Contractor
Origin AFNAFPO 04 | Yes DEACTIVATED 1 JUN 2013 DEACTIVATED 1 JUN 2013
Transportation ATC-1
Contractor
Origin Origin 05 No Government pays to ship by most economical | Ship by most economical means, bill as a separate item on the
means, bill as a separate item on invoice. invoice To ensure prompt payment, Contractor must submit
“Proof of Shipment” with the invoice to the address shown in
block 12.
Origin Origin 06 No Government pays to ship insured Prepaid Ship insured Prepaid Parcel Post, bill as a separate item on the
Parcel Post, bill as a separate item on invoice. | invoice. To ensure prompt payment, Contractor must submit
“Proof of Shipment” with the invoice to the address shown in
block 12.
Origin Origin o7 No Government pays to ship insured Prepaid Air, | Ship insured Prepaid Air, bill as a separate item on the invoice.
bill as a separate item on invoice. To ensure prompt payment, Contractor must submit “Proof of
Shipment” with the invoice to the address shown in block 12.
Origin Origin 08 Yes Origin to port (overseas shipment). Ship by most economical means to the port, bill as a separate
Mil Government pays to ship by most economical | item on invoice. To ensure prompt payment, Contractor must
means, bill as a separate item on invoice submit “Proof of Shipment” with the invoice to the address
shown in block 12.
Gov’t Pickup None | No
Other None | No




DoD 4100.39-M
Volume 10
TABLE 53
UNIT OF ISSUE CODES

A table of Unit of Issue terms/designations authorized for assignment to items of supply:

DESIGNATIONS REFERENCED TO TERMS CODE TERM DEFINITION

AM

AT

AY

BA

BE

BF

BG

BK

BL

BD

BO

BR

BT

Ampoule

Assortment

Assembly

Ball

Bale

Board Foot

Bag

Book

Barrel

Bundle
Bolt

Bar

Bottle

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

A spherical-shaped mass of material such as twine or thread.

A shaped unit of compressible materials bound with cord or metal ties and
usually wrapped, e.g., paper and cloth rags.

A unit of measure for lumber equal to the volume of a board 12” X 12” X 1”.

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

A book-like package, such as labels or tickets, fastened together along one
edge, usually between protective covers.

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

A quantity of the same item tied together without compression.

A flat fold of fabric having a stiff paperboard core.
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.
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.



BX

CA

CB

CE

CF

CK

CL

CM

CN

CO

CD

CY

Cz

Box

Cartridge

Carboy

Cone

Cubic Foot

Cake

Coil

Centimeter

Can

Container

Cubic

Cylinder

Cubic Meter

Arigid, 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 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 fibre, 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 quantity. Includes “pail”
and “canister”. Do not use when the packaged quantity 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.

Yard A unit of cubic measure.

Arigid, 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.

A unit of cubic measure expressed in the metric system of 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.



DR

Dz

EA

FT

FV

FY

GL

GP

GR

HD

HK

JR

KG

KT

LB

LG

Drum

Dozen

Each

Foot
Five
Fifty
Gallon

Group

Gross
Hundred

Hank

Inch

Jar

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 fibre with wooden, metal or fibre
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”.

Kilogram A unit of measure equal to 1000 grams.

Kit

Pound

Length

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”.



LI
LT

MC

ME

MR

MX

oT

0z

PD

PG

PM

PR
PT

PZ

QT

RA

RL

RM

Liter

Lot

Thousand

A unit of liquid measure expressed in the metric system of measurement.

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

Cubic Feet A unit of cubic measure expressed in one thousand (1,000) increments.

Meal

Meter

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.

Thousand One thousand (1,000) of an item.

Outfit

Ounce

Pad

Plate

Pair
Pint

Packet

Quart

Ration

Reel

Ream

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.

Package 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 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.
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SE
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SH
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Roll

Skid

Set

Square
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Sheet

Skein

Spool

Shot

Strip

Service

Stick

Square
Yard

Twenty
-four

Ten

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.

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.
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Tube

Vial

Yard

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, pnuematic 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”. NOTES:

1. Those terms preceded by an asterisk (*) require a quantitative expression.



PR and Award Numbering
Purchase Request Numbering

Structure - AAAA-S-XXXX-Y-#### - Example - RAND-F-4-0112
Note: Dashes are not part of the numbering schema. Provided as a sample only

e AAAA - Base PR Code - (four to six elements) —-RAND
e S — Service Code
o F = AirForce, N = Navy, A = Army and M = Marines and Coast Guard
e Y - Fiscal Year indicator (this is the last digit of the Fiscal Year)
o #### - four-digit number exclusive to this request

Solicitation/Award Numbering (Request for Quotes; Request for Proposals; Orders
and Contract) -- Structure - AAAA-S-YY-T-#### - Example - RAND-F-14-A-1234

e AAAA - Base Award — (four to six elements)

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

e YY - last two digits of the fiscal year

e T — Depicted by one alpha character listed below
0 A = Blanket Purchase Agreement (i.e - : RAND-F-14-A-0001)
o0 C = Service Contract and Std (C). Sample: (i.e. RAND-F-14-C-0010)
o D = Standard D, Indefinite Delivery/Indefinite Quantity (IDIQ), NPA, or
EPP. (i.e. Sample NPA: F41999-13-D-0015)
o E = Delivery Order against an AFNAFPO EPP Contract
(i.e. RAND-F-14-E-0199)
o F = Delivery Order against non-EPP Contracts (i.e. NPA or NIH)
(i.e. RAND-F-14-F-0004)
G = Delivery Order against GSA Contracts
(i.e. GSA, NIH, etc.). (i.e. RAND-F-14-G-1500)
O = Blanket Delivery Order (i.e. RAND-F-14-0O-1877)
P = Purchase Order. (i.e. RAND-F-14-P-0121)
Q = Request for Quote (RFQ). (i.e. RAND-F-14-Q-0121)
R = Request for Proposal (RFP). (i.e. RAND-F-14-R-0121) — Normally
done by AFNAFPO
o #H### - 4-digit number padded with zeros on the left if necessary

@]

O O0OO0Oo

AMENDMENT/MODIFICATION NUMBERING:

¢ Amendments are numbered as AO0O1 (used in conjunction with RFPS).
e Modifications are numbered as M00O01 (Official) or 10001 (internal).

BPA/BDO CALLS: One up numbering system per contract, per call. Numbering is
established as a one up sequence. DO NOT overwrite the number assigned by IBPS



TRANSPORTATION CONTROL NUMBER

A Transportation Control Number (TCN) is composed of an alphanumeric seventeen
characters:

Example
FF56009250M100XXX

FF5600 — Activity Address Code — (see DoDI 4000.25-D)
9 — Last digit of Calendar Year
250 — Julian Calendar Date
M — (Extracted from DOD 4500.32-R Vol I)

M = Service Clubs and Messes

W = Welfare and recreation (special services)

N = All other NAF Shipments
100 — Last three (3) digits of the Purchase Order

XXX — Complete Shipment

PARTIAL SHIPMENTS

The letter “A” is used in the sixteenth position for the first partial shipment, “B” for
second, and “Z” for the final partial. The letter “X” is used for a complete shipment when
no partial shipments are involved.

FF56003250M100XXX — Indicates complete shipment by contractor
FF56003250W200XAX — Indicates 1% partial shipment by contractor
FF56003250W100XBX — Indicates 2" partial shipment by contractor

FF56003250W100XZX — Indicates final partial shipment by contactor
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	00 - IBPS Training Manual Cover 2019
	02 - Section 1 pages  1-1 thru 1-3 Overview
	INTERNET BASED PURCHASING SYSTEM (IBPS)

	03 - Section 2 pages 2-1 thru 2-20 - IBPS Administrative Functions
	When the data passes the validation process, the system saves the access request to the database and provides the following confirmation message to the user:
	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
	If the form was completed correctly, the respective base IBPS Manager’s receive the following email when a user has requested access
	Subject:  New User Request
	From: User requesting access
	To: Reflects the various IBPS Manager’s email addresses
	The e-mail Body contains:  “A new request for access to IBPS is waiting for your processing.”  Use this link to go directly to this request:
	Key Information of requester:
	Name:  {First name} {last name}
	E-mail: {e-mail address}
	Phone: Commercial: {Commercial phone number}
	DSN: {DSN phone number}
	From the main tool bar, select MANAGE then USERS
	Locate users in various statuses’ by
	Expanding the search area
	Click on the USER NAME link, the screen will open the member’s profile
	User Information toolbar
	You are directed to the Access Request (major tab), Information (minor tab).  Two columns appear.  Areas marked with a RED asterisk (*) are mandatory and require the IBPS Manager to CONFIM data selected by the user by selecting the data accordingly i...
	Requested                              Approved
	(Members Request)                (IBPS Manager Approval)
	User name – NO SPACES, lower case preferred
	Homepage - Select the opening page based on the users need.
	I.E. – PR listing, Call listing, Order listing, Contract listing (can be modified by the user or IBPS manager at any time)
	Primary Route – Must be selected.  Generally, the primary route is the requestors approving official.  Stated i or the user they’ll primarily going to route actions
	PHONES TAB
	Modify, delete, or add phone numbers as appropriate.  If this information is correct, proceed to the ACCESS TAB
	ACCESS TAB
	Ensure the member has selected the correct Organizational Unit (OU).
	If incorrect, click the SELECT button, and select the proper Organizational Unit
	To give the member access to more than one Organizational Unit (activity), expand the All Services selection (+) to view all the activities on your installation and place a check mark in all the appropriate Organizational Units (activities) the member...
	Those personnel assigned to lodging should be given access to their respective lodging Organizational Unit at the (Air Force Services Activity (AFSVA) level
	Under the access Tab – locate
	AFSVA
	SVO - Operations Directorate
	SVOLR – Resource Branch
	- Check the respective base lodging activity
	NOTE:  If your base has a Fisher House ensure you and any users obtain access to the centralized one as well
	AUTHORITY TAB
	ACTION HISTORY TAB
	- The system adds the following action to a user’s action history:
	 Action: “New”
	 Logged in User: Name of user logged in approving the account
	 Local Date/Time: The system will record the date and time in Greenwich Mean Time (GMT) that the system recorded the action
	 Official Name/Date: Official name of logged in user approving account
	 Notes/Reason: The text entered in the Notes field



	04 - Section 2 pages 2-21 thru 2-32 -  OU's - Cost Centers
	STATUS
	- Active – Able to use system
	- Deactivated – Deactivate a user when an employee leaves the organization, or access to IBPS is no longer required.  You’ll need to enter a note to why account is deactivated. Once the Status on the account shows deactivated, click the Delete button ...
	- Disabled – Member has attempted to log in unsuccessfully three times or member has failed to log in within 30 days of their last log in date/time.
	To update the Status use the drop down, select the appropriate status and then SAVE USER

	05 - Section 3 pages 3-1 thru 3-5 -  Creating-Docs & Notes
	06 - Section 4 pages 4-1 thru 4-4 - Search- Submit Vendor Requests
	07-Section 5  pages 5-1 thru 5- 21 - PR's  1 of 3
	 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

	08 - Section 5 pages 5-22 thru 5-40  - PR's 2 of 3
	Verify information in all tabs, SAVE the PR and select the Signatures tab; expand the Create PR by Proxy box

	09 - Section_5_pages_5-41_thru_5-52 - 3 of 3
	10 - Section 6 pages 6-1 thru 6-25 -  Processing PO-DO
	11 - Section 7 pages 7-1 thru 7-53 Contracts- Mods
	Select the desired type of contract you wish to create from the contract type drop down
	- Select the FIND button directly below Vendor
	o Enter the vendor’s name and select SEARCH
	o Select the desired vendor.  If the vendor is not displayed, contact AFNAFPO per guidance in Section 5 of this manual

	Select your Vendor
	o Created For defaults to the logged in users OU – Recommend leaving it as   “Your Base NAF Accounting Office”
	o Steps to select those activity(s) authorized to use the BPA are on the next page -- read on please
	Page should closely mirror the shot below:
	Select the Create Contract button, screen will refresh:
	To attach a completed (filled in) template from your hard drive.  Select BROWSE, locate your template and select OPEN then click the Apply button
	Screen refreshes with selected document(s) displayed in the Attachment Box
	Add or delete attachments as required.  To delete a document, check the associated box then select DELETE CHECKED ATTACHMENTS
	To view the document, click on the associated link
	To replace the document, select REPLACE, and bring in the desired document
	SAVE CONTRACT
	Addresses Tab - Verify Information for each address listed
	This feature should be used if an award is being paid by GPC and you need to enter the local address
	- Ship To - a SHIP TO ADDRESS is not generated at this time as it is established at the time of the call
	- Issued By – if the BPA was awarded by the Base SCO (a PR would have been required) their address should be entered here. If their address isn’t available for selection go to the Manage, OU area and enter it as one of the Ship To addresses for the NA...
	- Admin Address (only used if a different office is the contract administrator)
	Distribution List Tab
	- Add users you wish to notify that the contract has been established
	- ADD Vendor Agent (unavailable at this time)
	- Save Contract
	BPA PRICELISTS
	- Select the PRICE LISTS TAB.  Recommend not creating the pricelist until the BPA is awarded.  This will ensure all the current contract terms and addresses are used to create the pricelist
	- Select the CREATE PRICE LIST button
	Select New Pricelist and Apply
	Screen refreshes to the following with some of the fields pre-populated from the data entered on the contract information screen.
	Verify the information in each and every field on the screen
	Select the ITEMS tab - NOTE:  You are not required to add items at this time.  Pricelist items area will populate as items are entered by the activity users in the CALL area.  We do recommend that you review the price list periodically for accuracy o...
	To add items to the price list, select SAVE THEN ADD ITEM button
	Enter items description, Unit of Issue and Unit Price
	SAVE the price list
	Contract Pending Tab
	Select the  BUTTON.  Print all associated documents and forward to the respective contractor as required for their signature
	- Upon receipt of the documents with the contractor’s signature, you may continue to process the contract.  See information on next page to locate and enter contractors information by proxy
	Locate Pending Contracts
	Select
	- Award
	- Contracts
	All contracts meeting the criteria entered are displayed, select the link to open the contract
	Contractors / SCO signatures by Proxy
	Signatures by PROXY when NAF Contracting Officer is signing

	Select the Signatures tab and expand the CREATE CONTRACT BY PROXY box
	An alternate method would be to follow steps 1 and 2 above, Apply Proxy Information SAVE, then select the CONTRACTING OFFICER SIGN button
	When you select the CONTRACTING OFFICER SIGN button directly or by proxy the screen will reflect that the contract is working (processing) in IBPS and the following WORKING button is displayed while the contract is processed. DO NOT DOUBLE CLICK
	Signatures by PROXY when Base Contracting Officer signed
	To enter the information when the Base SCO (BSCO) makes the award on your behalf:
	Your contract has been established
	CRITICAL

	The signed documents developed outside of IBPS must be incorporated into the system for auditing purposes.  Scan the documents to your hard drive and then select History/Links, Memo for Record and add attachments
	Upon signing the BPA as the NAF CO or by proxy for the BSCO, a call register is automatically created and is displayed as follows
	Note that neither the Activity nor the Cost Center areas are populated
	All OU’s or activities you entered in the For Use By area, now have the ability to place a call against the BPA
	If you haven’t already done so, create a pricelist for the awarded BPA following the guidance above
	You can create a modification to add additional activities, as needed.  Remember to update the authorized caller letter
	SERVICE TYPE CONTRACTS
	To reiterate:
	A Purchase Request is required as per guidance noted above, activity should create their
	Select the ADD ATTACHMENT BUTTON and add appropriate (filled in/completed) documents
	Select the LINE ITEMS TAB
	Select the CREATE NEW ITEM button and enter
	Select the edit button and enter the appropriate Cost Center and a GLAC and APPLY
	Create additional line items or add a note as needed. All documents are attached under the Contract Information tab
	SAVE YOUR CONTRACT
	Shipping Tab – Complete the template, all items with a red *, are mandatory
	ADDRESS TAB - expand each address and verify content
	(see additional information on next page)
	A particular award may have alternate addresses for each area.
	- Some vendors may have multiple addresses. Select the applicable address for the award
	- Alternate Ship To Addresses may be selected as needed
	- Multiple Bill To Addresses may also be an option.
	Make sure and verify all addresses prior to signing the award.
	1. To verify, simply expand the section you want to review.  If the information is incorrect, select the Select Another Address link to display those addresses loaded for the respective selected address
	2. On the Issued By address, ensure a POC and phone number are entered in the 1st boxes. Do not use a DSN number as the Vendor can’t contact you via DSN
	The alternate addresses (if any).  Select the new address by clicking on the link
	SAVE Contract
	Distribution List Tab
	- Enter the members first/last name (partial information is accepted) and Search
	- When the name populates, radio select it and APPLY
	SAVE THE CONTRACT
	Take a moment to review each tab, make adjustments and SAVE again
	Select the Signature Tab
	- If this is a unilateral contract and you are the Contacting Officer, select the sign button
	- If this is a Bilateral contract meaning two signatures are required
	o Select the PRINT PREVIEW Button and print all associated documents.  You must pick one at a time
	o Send to the contractor for signature
	o Once the signed documents are returned, complete the contract
	To locate a PENDING contract, using the main tool bar select
	- Manage
	- Contracts
	Select link to the contract
	Edit the pending contract as needed and then enter the signatures as described in detail above under BPA GSA CONTRACTS
	GSA contracts are accessible by IBPS users worldwide
	Prior to creating a GSA contract, your first action is to search the GSA contract you want to use in IBPS
	- From the toolbar, select
	o Award
	o Contracts
	Using the drop down, select
	- Criteria – Contracts within my Realm of Influence (ROI)
	- Contact Type – GSA Schedule
	- Contact Status – All contacts
	- Select SEARCH
	Multiple pages with all GSA contracts are displayed
	If your contract exists, select it.
	If your contract exists but is displayed as being Completed you may RE-OPEN the contract by confirming the following:
	Vendor
	Commodity
	Payment Terms
	FOB
	Expiration date and Delivery Terms
	The above mentioned information can be obtained from the Vendor or from the GSA Advantage website, www.gsaadvantage.gov
	Upon confirmation of the above information, open the contract in IBPS and select the REOPEN CONTRACT button
	A dialog box is displayed, select your preference
	When you select NO, nothing happens.  If you select YES, the contract opens and is now editable.  Update the information as needed.  Note that the contract now is in the AWARDED status
	Don’t worry much about the Effective Date, rather be more concerned with the Expiration Date, Terms and Vendor Address
	SAVE the contract
	Creating the GSA Contract:
	- From the toolbar, select
	o Award
	o Contracts
	o Create Contract
	- Contract type, from the drop down -- select – GSA
	- Select desired vendor
	If vendor is not located, cease the operation and contact AFNAFPO with vendor information, per guidance in Chapter 5.  Once the vendor is established, restart the Creating the GSA Contract process
	- Enter the GSA Contract # l- (DO NOT ENTER your own number). Obtain the following information from the GSA Advantage site (GSA.GOV) and complete the template below
	Select CREATE CONTRACT
	o Commodity (i.e., Furniture, Office Supplies, etc.)
	o Payment Terms (from the GSA contract)
	o FOB (drop down menu and enter the GSA’s contracts FOB)
	o Effective Date of the contract (if unknown enter today’s date)
	o Expiration Date (from the GSA contract)
	o Delivery Terms (from the GSA contract)
	- Select the Addresses Tab – Verify address, and save the contract.
	- Contract has been created
	Click the Price List tab and validate the information. Price list items do not need to be entered. Your activity can now produce a Purchase Request using the vendor/contract and CO can now make an award to the contractor.
	ENTERTAINMENT CONTRACTS
	Locating the Contract
	From the toolbar select AWARD then CONTRACTS
	Select the SEARCH Criteria – The criteria below is just an example
	Contracts meeting the selected criteria are displayed in the contract listing screen.  Select the link to load the contract
	To modify a contract you must own it.  Route it to yourself by selecting the route button
	Once you own the contract, select the MODS tab and the following screen will refresh


	Select
	Contract Criteria
	Contract Type
	Contract Status -- Pending
	Vendor (optional)
	Select Search
	1. Type the Contractors’ name (who signed it)
	2. Enter the date the contractor signed
	3. Use the Select button and select the NAFCO who signed the contract, enter a date the NAF CO signed it
	4. APPLY Proxy Information
	1. Enter the contract # from the Base SCO award. This required number cannot exceed 16 characters.  Drop all dashes (-) if they will cause you to exceed 16 characters.
	2. Type the Contractors’ name and enter the date the contractor signed
	3. Type the Base CO who signed the contract, and enter the date they signed it
	4. APPLY Proxy Information
	Distribution List Tab

	12 - Section 8 pages 8-1 thru 8-17- BPA Registers-Calls
	13 - Section 9 pages 9-1 thru 9-11 - Receiving Against Awards
	YES - finalizes your order/contract
	NO – returns to the pending receiving report

	14 - Section 10 pages 10-1 thru 10-21 - RFQ's - RFP's
	15 - Section 11 - Reports pages 11-1 thru 11-6
	16 - Section 12 - Projects 12-1 thur 12-16
	17 - Section 13 - Misc - Table of Contents
	17A - Section 13 - FOB Codes
	17B - Section 13 - Unit of Issue Codes
	17C - Section 13 - PR and Awarding Numbering
	 AAAA – Base PR Code - (four to six elements) –RAND
	 S – Service Code
	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
	 AAAA – Base Award – (four to six elements)
	o F  = Air Force, N = Navy, A = Army and M = Marines and Coast Guard
	 YY - last two digits of the fiscal year
	 T – Depicted by one alpha character listed below
	o A = Blanket Purchase Agreement  (i.e - : RAND-F-14-A-0001)
	o C = Service Contract and Std (C). Sample: (i.e. RAND-F-14-C-0010)
	o D = Standard D, Indefinite Delivery/Indefinite Quantity (IDIQ), NPA, or EPP.  (i.e. Sample NPA: F41999-13-D-0015)
	o E = Delivery Order against an AFNAFPO EPP Contract
	(i.e. RAND-F-14-E-0199)
	o F =  Delivery Order against non-EPP Contracts (i.e. NPA or NIH)
	(i.e. RAND-F-14-F-0004)
	o G = Delivery Order against GSA Contracts
	(i.e. GSA, NIH, etc.). (i.e. RAND-F-14-G-1500)
	o O = Blanket Delivery Order (i.e. RAND-F-14-O-1877)
	o P = Purchase Order. (i.e. RAND-F-14-P-0121)
	o Q = Request for Quote (RFQ). (i.e. RAND-F-14-Q-0121)
	o R = Request for Proposal (RFP). (i.e. RAND-F-14-R-0121) – Normally done by AFNAFPO
	 #### - 4-digit number padded with zeros on the left if necessary
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