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Preface

Welcome to the PARIS System. This operations guide provides a reference to the
features available in the PARIS application (Procurement and Requisition Integrated
System). The Procurement process encompasses all function related to the acquisition of
supplies and services. It begins at the point when procurement needs are established, and
continues through receipt of the required products and/or services, and payment of
contractors for services rendered.

Overview: Procurement and Requisition Integrated System (PARIS)

PARIS is an electronic, integrated procurement process. Employees use the system to
create a requisition, route it for approval, forward it to the Procurement Department for
processing, and check on its status. The Procurement Department uses the system to
manage the requisition throughout its lifetime. PARIS is operated by the Procurement
Department.

Audience

This system manual is an aid for those who are responsible for operation, maintenance,
and performance of the PARIS system. The purpose is to provide thorough and consistent
knowledge to users as to the functions of the PARIS System.
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Chapter 1: Introduction

The PARIS System Documentation is designed to help you gain an understanding of the
Requisition and Procurement terms and procedures:
e Basic operations and features common to all PARIS modules
0 Features and layout of the Workspace Window,
0 How to navigate the system, identifying icons, menu types, drag and drop
and other commands
0 Using the Main Menu Bar
0 Organizing the Workspace
0 Routing
e (reate, Process and Manage Requisitions
0 Explains how to create a Procurement Requisition (PR)
0 Use of the Requisition Window and Requisition Line Item Window
0 How to create Forms
0 Change Status of the Requisition
e Procurement Operations
All data entered in the creation of a PR, are submitted electronically to the
Procurement Department, when a Requisition Folder is routed, transferred, moved
or copied, so the following operations can be performed:
0 Ascertain appropriate procurement methods
0 Generate Solicitations
0 Process Responses
0 Award and Manage Contracts
e Shipping
e Receiving
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Chapter 2: System Capabilities

The PARIS system runs in a MS Windows and Citrix for Macs environments, and its
windows, menus, dialog boxes, and other feature are based on Windows standards. The
Navigator is similar to the Windows File Manager.

System Features Include:
e Automation of procurement operations
Workflow
Reporting tools
Drag and drop design
Document generation
Detailed security

10
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Chapter 3: System-Wide Functions

The functions described in this chapter, are applicable across PARIS modules.

3.1 Navigating the PARIS System:

The PARIS System automatically opens your file cabinet on the desktop, when the
PARIS system is started. It is from this area, that you create a Purchase Requisition (PR).

The File Cabinet is organized into 2 sections, the Navigator , or “left pane” and
Workspace, or “right pane”. You perform all actions within the Workspace.

abinet (Navigator and Workspace)

P PARIS : _18x]

File Edit Form HRepdt Utlites ‘*window Help
[Z2lm|smae mOomE 2|
IS5 Sweet's File Cabi =10l x|

lﬁ Sweet's File Cabipet

|—'ﬂ Trash Can

|_m InBox |_i ;ﬂSF254.pdf EXTR IP AW Sweet, Merilyn 06/24/2002 15:35
F# OutBox -
|—|“’] Close Out
|—Fﬂ Pending
|—H Award

Mame Type Statuz Access Owner/Buyer Supy. Date!Timev

ExTR IF RW  Sweet, Merilyn 06/24/2002 15:36

kﬁ E2-173842 FR IF AW Sweet, Merilyn 06/28/2002 18:44

FR IF R’ Sweet, Merilyn

L ﬂ'\g E2-173843

. /

ﬂ__l ﬂ Mumber of items: 4

|Ready 4+——

#stan| | ] & 1 E >

| Elinboy/] @1Pais_..| Yemav_ .| £1904.. | Tronis | TyPintkey |§ cREPapE T 1210PM

Navigator

Workspace  Right click in workspace to open Pop Up Menu  Status Bar _—
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3.1.1 Navigator Directory

The left pane of the File Cabinet is the Navigator. The Navigator is a directory listing of
the contents of your file cabinet. It is similar to the Microsoft Windows File Manager
directory listings. To expand or condense the directory, double-click on the File Cabinet
icon at the top of the list.

¥ PARIS

File Edit Fomm Report  Utilities  wine
|&|m| % Bme 2|00
Eﬁweet's File Cabinet - FY 2002

qﬂ Sweet's File Cabinet
L% Trash Can
o InBox

- g Cut Bow

LS Close Out
L3 Pending

-] Awward

N R

|— ﬂ'ﬁ E2-173242
L ﬂ'ﬁd E2173243

e To open a folder, double-click on its icon, or name in the Navigator. The directory
tree expands to show any folders that are members of the selected folder, and the
workspace get populated with the contents of that folder. Objects include: folders,
documents, forms, or other items filed in the open folder are displayed in the right
workspace. Only one folder’s contents may be displayed in the Workspace at any
time. The highlighted title and open folder icon in the directory tree indicates
which folder’s contents are displayed in the right workspace.

e To close an open folder, double-click on the folder’s name or icon, in the
navigator.

3.1.2 Workspace

The right pane of the File Cabinet is the Workspace. The Workspace shows the contents
of the folder that is highlighted in the Navigator. The name of your personal file cabinet
is displayed there. The Workspace window is organized into columns. All actions are
initiated from the work space. From the workspace, you can initiate actions pertaining
to the displayed objects, such as creating, completing, routing, etc.
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Tip! It is a best practice to keep your workspace organized. Create well-named
miscellaneous folders, and objects within these folders. By right-clicking on an object,
you can rename it, as shown below.

_1&8x]
o 4|
7] Sweet's File Cabinet Name Type Status Access Owner/Buyer Supy.  Date/Time

F# TrashCan .
|‘ﬂ?ﬂ In Bax SERE] SF254.pdt ExTR IP R Swest, Merilyn 0B/24/2002 15:35
I—g Out Box -
|—,mi Close Out E=TR IFP ' Sweet, Merrilyn 05/24/2002 15:36
|—,m"] Pending
|—H Aumard EXTR IF R Swest, Merilyn 06/28/2002 18:33

B Views .

B FR IF R Swest, Merilyn 0B/28/2002 15:44

F s e2173842
L s £2173843

Navigator

Fiws

Sweet, Merilyn

Workspace

3.1.2.1 Workspace Organization:

THIS

COLUMN....

Name

Type

Status

Access

Owner

Date/Time

DESCRIBES.....

Name of the objects in the file cabinet. The object is preceded by an icon. See
the following list of object icons, and their names, which you may see in the
workspace, e.g., Award, Modification, etc.

An acronym of one to four letters used to identify the type of object used to
create the item.

A code identifying the status of the object, e.g., APVD, AWRD. The object’s
icon is stamped in the lower right-hand corner, indicating its status. See the

following list of status codes and their object icons.

RW means the object is Read-Write, and can be modified.
RO means the object is Read-only.

The name of the current owner is displayed

The date/time you received access to the object.
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3.1.2.2 Object
Type Icons

This Icon...

User Procedures

Represents.......

A dimiristration

Awrard

Award (Svstem Folder)

Modiication

Close Ot

Closed Out (System Folder)

Correspondence

Ezxecuted

In Box (Syetem Folder)

Iizcellaneous

Drdering
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This Icon... Represents.......
ﬁ Cut Box (System Folder)
FEND Pends system Folder
ding (5 ]

Platining

Procurement Pacleace

Procurement Feguisition (PR

Solictation Folder

Trash Can (Svstem Folder)
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3.1.23¢ Represents.....
Codes
This Code and I¢ - L ,
—  APVD §: Assigned
ASGN|
Hed
AWRD
CANC £ Cancelled PR or
CLSO Cancelled Modification
’E‘ ] |
CMPL £5 Closed Out
DAP ~ o
ISSD (2 Lampleted
(No Updates) & Disapproved
PALT R lssued
SUSP @ Locked
PC @  PALT (active)
RET
@ PALT (suspended)
RFA B Physically Completed
E Eetired
=] FRouted for Approval
MODF ﬁ‘
MODF/POINT PR
IP

-- In Progress
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3.2 PARIS Menu Descriptions

The main menu bar displays the names of drop-down menus from which the following
commands may be selected

=10l |

Window  Help
[ & Ei

?

The toolbar lets you select certain commands by clicking a button.

Position cursor over the icon on the tool bar, for an explanation of its’ function, e.g.,

“Look up” will display when the cursor is held over the magnifying glass
The magnifying glass indicates there is information behind the object

Menu Types

There are two types of menus from which commands may be selected: drop-down menus
and pop-up menus. The commands included on the menus depend on your user role and
the current status of items in your workspace.

3.2.1 Drop Down Menus

File Edit Form Feport  Utlitiez  ‘window  Help

|& B % B@o|ils

fex Commercial Requisition: E2- e

3.2.1.1 File Menu
The File Menu is accessed by clicking File in the main menu bar at the top of the File
Cabinet. The following commands are usually available:
e Print sends the contents of the current form, data window, or report to the default
printer.
e Print Setup allows you to modify the printer settings, including selecting Portrait
or Landscape page orientation, and designating the default printer.
e Exit closes the program.

The File menu lets you send the contents of the current window to your default printer

with the Print command; enter or change printer information with the Print Setup
command; and close the program with the Exit command.
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€ PARIS
File Edit Forn Repor

Save...
Eetieye Hepart...

Erint..
Print Setup...

E st

e Save Option saves the contents of the window you are currently in.

e The Print setup allows you to set the current printer, paper orientation, paper
size, and paper source. Selecting this option opens the following dialog box.
Note: The print option does not work at the File Cabinet level.

e Select the printer from the pull down list, and click on setup button to set the
printer options and then click OK.

Printer:

X
ok |
ActiveT ouch Document Loader on COM™ <
Wheniffles 201 -2C31HPSs an Med: _I Cancel |

Wheniffles'201-2G10HPSz on Mell:
Yenifflesh207-2HT4ER1520 on Nel2:
Wheniffles 207 -MIScolord500 on Nels:

;I Setup... |

e The print commands prints information to the printer you specify, if there is
data available to be printed. Most forms may also be printed by selecting
“Print” from the File Menu, or clicking the Print button on the toolbar. Some
Windows require that you print from the pop-up menu.

e Exit Program option allows you to exit the application. You can also exit the
application by clicking on 'X' mark in the upper-right hand corner of the
application main window.

3.2.1.2 Edit Menu

File iat_ Form  Report  Ublities  “Window  Help

Cut  Chiles o | o0 M = i

Copy  Chil+C
Paste Chl+y 0 ik
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The Edit Menu is accessed by clicking Edit in the main menu bar at the top of the File
Cabinet. The following commands are available when appropriate for the current
program activity:

o Cut removes the selected text.
o Copy stores the selected text in the Windows clipboard.

o Paste inserts the contents of the Windows clipboard at the location of the cursor.

3.2.1.3 Form Menu

The Form Menu is available on the Main Menu bar only when the current form has more
than one page, or data must be entered by adding rows. The following commands are
available on the Form Menu when appropriate:

EPAHlS
H% | Q| FistFage |, i

File Edit | Form HReport  Utlities  ‘window Help
— | Previous Page Al+E

WedPage Al P
Last P ;
MRec . P O Site Deliv

-
Irzert
Req [ tqn Mo: |[E2-179¢
Laookup F2
| Regenerate et Merilpn L.

e To change pages:
Open a multi-page form or report. The first page is always displayed when you
open a form or report.
e From the Form or Report menu, as appropriate, select Next Page to move to the
second and subsequent pages of the form or report, or Last Page to go to the end.
e Select Previous Page to move backwards through the pages.
To move to the next-to-the-last page in a long form or report, select Last Page,
then Previous Page.

e  Working with Rows:
Some forms and dialog boxes have special tables or lists to which rows of data are
added with the Insert Row or Append Row options on the Form Menu, or
removed with the Delete Row option. The difference between inserting a row and
appending a row is that Insert Row places a new row between existing rows,
while Append Row places a new row at the bottom of the table.
e To add a row after existing rows:
Select Append Row from the Form Menu.
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A blank row will be inserted at the end of the form or list.
e To add a row between existing rows:

Highlight the row that should follow the new row.

Select Insert Row from the Form Menu.

A blank row will be inserted before the row you highlighted.
e Toremove a row:

Highlight the row you want to delete.

Select Delete Row from the Form Menu.

3.2.1.4 Report Menu

The Report Menu is visible to all users. It is accessed by clicking Report in the main
menu bar at the top of the File Cabinet.

Administration: (Assigned workload, Organization) Displays quick reports, of
assigned work (Buyer use only).

Reports: Clicking on the Reports option opens the reports and inquiry
Application (PARIS Reporting System).

Blanket Agreements Call Report: This is used by designated officials to record
calls made against BOA’s.

¥ PARIS
File Edit FD[I‘I‘IlHEpDrt Utlities  “Window  Help

:% | m_q- | }'D Adminiztration
Eﬁweet's Filg Reports

ﬁ Sweet's Fil Blanket Agreement Call Beport |

Azzigned Waorkload
Organizational Stucture

|

Tvpe

3.2.1.5 Utilities Menu

The Utilities Menu is accessed by clicking Utilities in the main menu bar at the top of the
program window. The Utilities Menu gives you access to features such as personal
address book, various searches, and viewing approval threads.
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¥4 PARIS

File Edit Farm Fepart | Utlites  “Window  Help

jl% | m X% E Address Book. .
Thread Aliaz Maintenance
g3 Commercial Requizi Category Codes
ﬁ Requizition ﬂ g Lz ED'_:IES
[Hfiarmation o

Reqn Date: [05/28 Yiew Spproval Thread
Change Pazzword

Employee Search
Requester: E Eeceipt Eertifization

Recipient: Iﬁ Search For Regs/dwards
Certifier- Iﬁ Search For Shipping Orders

S ~ Supplier Search
Final $ Approver: IE E-mail Redirect Maintenance

The Utilities Menu contains the following commands:

e Address Book: This option is your short list of frequently used addressees. To
route items electronically to other system users using General Routing or
Transfer, you must select a personal list of addresses, known as your private
address book, from a public list of all available addresses.

To maintain your private address book:
0 Select Address Book from the Utilities Menu.
0 To add a user, select a name in the Available System Users list. Click the
Add button to place the name in your Private Addresses list.
0 To delete a user, select a name in the Private Addresses list. Click the
Remove button to move the name back to the Available System Users list.
0 Click OK when you have finished adding and deleting names.

e Thread Alias Maintenance is used when you designate another system user as
an alias. All items routed to you for approval on the dates you specify will
automatically go to the alias instead.

Tip: An alias is very useful when you are on vacation, taking leave, or away from
the Lab for an extended period of time. Once the alias has been saved, it can not
be removed. To inactivate an alias, change the End Date.

0 To specify an Alias:
=  From the Utilities Menu, select Alias Maintenance.
= The Thread Alias Maintenance dialog box is displayed.
= To designate an alias, select a system user from the left-hand list;
Click the Add button to place the name in the right-hand list.
= In the Start Date and End Date columns, enter the time period that you
want to use the alias.
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= Additional aliases may be specified, if the time periods do not overlap.
=  You can change the “End Date” of an alias.
= Click OK to close the dialog box.

e Category Codes: displays a read-only list of category codes, descriptions, cost
code account numbers, and status that apply to each category and is used by
PARIS in Requisition preparation and approval routing. To view category codes:

0 From the Utilities Menu, select Category Codes.
0 The Category Codes window is displayed.
0 To exit the window, double-click the close bar

e Cost Codes: The Query Cost Codes Window is a read-only list of valid cost
codes. This window allows you to view information about the cost codes
available to the user for cost center.

0 Select Cost Codes.

0 The Query Cost Codes window is displayed.

0 The cost center, task (cost code), description and status is listed for each
cost code.

0 To exit the window, double-click the close bar

e Information: Used by Procurement to track open awards and Receipt exceptions
(option is used by the Procurement Department only).

e View Approval Threads: List of Threads panel which is displayed when the
View Approval Threads window is opened

Tip: Hot Key function can be used to get you immediately to your Division’s
Thread

e Change Password: Allows you to enter a new password. PARIS requires you to
change your password the first time you log on to the system, every 6 months.
The Change Password feature will also let you change your current password.

0 IfPARIS requires you to change your password, the Change Password
dialog box is displayed when you log on. If you want to change your
password at another time, select Change Password from the Utilities
Menu.

0 In the Change Password dialog box, type your current password in the Old
Password field, and enter the new password according to the following
rules:

= At least 8 characters, including at least one numeric
*  must start with an alphabetic character
= cannot contain special characters, or spaces

0 Click OK
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e Employee Search: This window offers a variety of ways to search and sort the
names in the employee database. This is the same window that is displayed when
you double-click certain Lookup fields in data windows and forms.

0]

(0]
(0]

(0]

(0]

From the Utilities Menu, select Employee Search. (Or double-click a
Lookup field for an employee name or badge number.)

The PARIS Employee Search window is displayed.

In the Search Selection Criteria section, click the radio button next to the
data element you want to use for the search.

In the Type section, mark Equals To, if you want to search for a specific
name or number. Select, Begins With if you want to enter the beginning of
a name or number. Select, Contains if you want to search for names or
numbers that include specific characters.

In the Value section, enter the number, name or characters you want to use
for the search.

Click Search. If no matches are found, an information message is
displayed.

All records in the data base which match the criteria are displayed.

To arrange the records in alphabetical order by any column, click the Sort
button to display the Specify Sort Columns, dialog box .

If you are performing a search to select a name for a Lookup field, click
the desired name to select it, then click OK.

Click OK or Cancel to exit the Employee Search window.

e Search for Reqs/Award: Allows you to locate Purchase Requisition or Award
folders within the PARIS system.

0]
(0]

© O 0O

(@)

Open the window.

Select the item you want to Search For (either Requisition Number or
Award Number)

The Operator should normally remain “Equals”.

Enter the Requisition or Award Number.

Click on the Search Button.

The window will display the Requisition or Award folder, and who
currently has access to it.

The radio button in the upper right dictates what will happen when you
double clicked on the folder.

“Read Only” access results and a viewable copy of the folder will be
placed into your Views

Folder Maintenance: When you are done viewing the folder move it to
your trash can. every night, the system will remove items left in you
Views Folder.

“Open Item on Your Desk Top”, will open the folder on your desk top just
as if you had double clicked it. This feature is useful if you can not
remember where you filed something in your desktop
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e Search for Shipping Orders: This allows you to perform a search on shipping
order number, by Shipping Order Number, PR number, or Award number, and
either open the object on your desktop, or get a copy of it into your Views folder.

0 Open the window.

0 Select the item you want to perform a search on, (either Shipping Order

number, Award Number, or requisition number).

The Operator should normally remain “Equals”.

Enter the Shipping Order number, Award Number, requisition number.

Click on the Search Button.

The window will display the shipping folder, and who currently has access

to it.

The radio button in the upper right dictates what will happen when you

double clicked on the folder.

0 “Read Only” access results and a viewable copy of the folder will be
placed into your Views.

0 Folder Maintenance: When you are done viewing the folder move it to
your trash can every night; the system will remove items left in you Views
Folder.

0 “Open Item on Your Desk Top”, will open the folder on your desk top just
as if you had double clicked it. This feature is useful if you can not
remember where you filed something in your desktop.

NOTE: The system empties your Views from “Regs/Awards” and Shipping Order

Folders, every night.

© O 0O

(@)

e Supplier Search: The Supplier Search Window allows you to perform a Look
Up, of a PARIS system supplier, and is available either from the menu pull-down,
by selecting Utilities, then selecting Supplier Search. Or, from the window that
required entry of a supplier name.

To use the Supplier Search Window:

0 Search using the pre-set values (the default search criteria are "Supplier
Name" and "Begins With"), enter the first word(s) of the Supplier name in
the "Value" window and click on the "Search" button at the right of the
window.

0 One or more lines may appear in the display window: to view the hidden
part of a line, move the scroll bar below the display window; if there are
more than seven lines to view, move the scroll bar at the right of the
display window.

0 To view more information about a listed Supplier, click on that line to
highlight it and click on the "Details" button on the right side of the
window.

0 To exit from the Supplier Search Window, click on the "Cancel" button on
the right side of the window. However, when the Supplier Search has been
launched from the Supplier Panel of the Requisition Window, refer to
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detailed instructions at the Requisition Window: Suppliers Panel other
options.

E-Mail Redirect Maintenance: This allows you to redirect emails sent by the
PARIS System, to a designated party.

Tip: This may be used when an employee has left the Lab.

3.2.1.6 Window Menu

File Edit Form Repot Utilities | Window Help

& 0 d @ 0 e
— aper
E‘u Commercial Requisition: E2Jprvesse =

#" Requisition

ﬂ Supphers  Amrange lcons

Heqn Date: IDE;"EE;"EDDE Toolbar...

Wiorkzpace 4

1 Sweet's File Cabinet - E2-173843
Requester: W [ v 2 Commercial Requisiion: E2-179343

The Window Menu is accessed by clicking Window in the main menu bar at the top of
the program window. It contains commands that help you customize and organize your
workspace. The following commands may be available:

Tile resizes all open windows to fit on the screen.

Layer stacks all open windows on top of each other, with only the current
window visible.

Cascade arranges all open windows so that the title bars are visible.

Toolbar allows you to display the program toolbar.

Workspace allows you to open your file cabinet and select the List or Graphics
mode or sort the contents of the workspace. Tip: If you have accidentally closed
your File Cabinet, clicking on Workspace, “New”, opens your file cabinet.
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3.2.1.7 Help Menu

¥ PARIS

File Edit Fom Report  Utilties ‘window | Help

¥ m L | o0 = &  Contents F1
Abaout

& @

| g5 Commercial Requisition: E2-179843

The Help Menu gives you access to on-line help. It is accessed by clicking Help in the
main menu bar at the top of the program window. The following commands are
available:

e Contents opens Help and displays the main Help screen.
e How to Use Help gives you access to the Windows Help instructions.

e About displays information about the software, including the version number.

3.2.1.8 Admin Menu
The Administration Menu is only available to you if your user roles include that of
system administrator. The Admin menu contains the following commands:
e Approval Thread Maintenance
Division-Branch Maintenance
Organization Code Maintenance i
Supervisor/Team Leader Maintenance
User Administration
Government Organizations
EEOC Organizations
Document Pre-fill Maintenance
Load OLE Templates
Load Clauses
Clause Admin
Procurement Milestone Templates
Routing Maintenance:
0 Division Approvers
0 External Routing Business Rules
0 Routing Finance Threshold
0 “Unroute” Routed Object
e Procurement Maintenance:
0 Buyer Assignment
0 Procurement Buyers
0 Dollar Threshold
Logon Failures
FSC Maintenance
SIC Maintenance
Category Codes
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3.2.2 Pop-up Menus:

Pop-up menus appear by right-clicking on an object in the white space, or workspace , or
on a form, after opening the folder where the new form should be located. PARIS
includes the following pop-up menus, Object Menu, Workspace Menu, and Form Menu.

Pop-up menus are activated by clicking the right mouse button or, the secondary mouse
button. The Pop-up Object Menu and the Pop-up Workspace Menu are activated from the
File Cabinet; other pop-up menus are activated from within data windows, forms, and
certain dialog boxes. Here is an example of the Pop-up menu you see from the
Requisition.

¥ PARIS

File Edt Form Report Utlities ‘Window Help

ﬁ Commercial Requisition: E2-177803

# Requisition

M Suppliers | 2" Off Site Delivery | i

Reqn Date: [06/26/200  Ewport File 7803
Frint Prewiew Ext
Frint Page

Requester: I.M

= oo tn [+ 03]
Hecipient: 125992 Zoom Dut [10%)

Certifier: 26932 Ma Zoam [100%)
Final $ Approver: i2EEIE|2 e

Depending on the position of the cursor, you will get a different pop-up menu. For
example, the Workspace Menu appears if your cursor is positioned on white space. If the
cursor in on an object, you will get an Object menu.

A pop-up menu for forms and other data windows may be activated by the right mouse
button while working on a form or in a data window in a dialog box. For example, Popup
Workspace Menu is activated by positioning the mouse pointer anywhere within the
blank white area of the right pane of the Workspace window (net on an icon), then
clicking the secondary mouse button

3.2.2.1 Pop-up Form Menu:

A pop-up menu for data windows may be activated by pressing and holding the right
mouse button while working on a form or in a data window in a dialog box. This menu
may include the following commands, depending on the context:
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This menu may include the following commands, depending on the context:

0 Open the form or data window that contains the data you want to save in
an external file.

0 Activate the Pop-up Data Form Menu, and select Export File.

0 The Save As dialog box is displayed.

0 Select the File Format you want to use for your data. Most of the choices
are compatible with specific spreadsheet or database programs. The Text
format choice is not program-specific; data is saved as "tab separated"
text.

0 The suggested file name is UNTITLED plus the appropriate three-
character extension for the selected file format. Replace UNTITLED with
the name you want to give your file. Retain the file extension.

0 Include the directory path in the file name if you do not want to use the
default directory suggested. (If you enter a new directory name, your work
will be saved there and the next time you export a file, the new directory
name will be suggested as the default directory.)

0 Click OK.

0 Your data is saved in the file format you selected, ready for use by another
program if appropriate

e Print Page: Allows you to print the current form
e Print Preview: Allows you to preview the form in print format

e Zoom In/Zoom Out:
You can change the scale, or size, of the contents of a data window or print
preview window by using the Zoom commands on the Pop-up Data Window
Menu. To enlarge a portion of the form, use the Zoom In command; to see more
of the form, use the Zoom Out command
0 Zoom In (+10%): Clicking on this, zooms in the image, and makes the
window larger, , in increments of 10%. You may repeat Zoom Out until
everything you want to see is visible in the window
0 Zoom Out (-10%): Clicking on this, zoom out the image and make the
window smaller, in increments of 10%. You may repeat Zoom Out until
everything you want to see is visible in the window
0 No Zoom (100%): Clicking on this takes you back to the normal sized
image.

3.2.2.2 Object Menu

This menu is activated by positioning the mouse pointer on an icon for a folder,
document or form in the right pane of the Workspace window, and clicking the secondary
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mouse button (the right mouse button unless you have changed the default assignment in
the Windows Control Panel.)

This menu may be identified by the presence of the Get Information command, which is
unique to it.

ﬁSweel's File Cabinet - In Box

7l Sweet's File Cabinet Type Status Access Owner/Buyer Supy.  Date/Time

%% TrashCan
803 Copy of E2-177801 Sc PR RBw  Sweet, Meriyn
I #f E2-177803 Copy of E2-17
|_$ 00300 38 @ 003007138 SHIF IF Complete 06262002 15:20
3 Route
|—f'},j E2-177801.1
[ ﬂ\J E2.200942 kﬁ E2-177801 1 PR IF Get Information 06/26/2002 15:43
| g OutBos Rename...
’g Clase Out w E2-2003942 FR IF 07/19/2002 16:30
I~ DSE_ 4 Prirtable Image of PR
- Fending Itern List...
_H Awrard Cancel PR
- gg Wiews
L= Py 2002 ackin Immediate
I— ﬂ\J E2-1793842

L 4% F2.179R43

3.2.2.3 Workspace Menu

The Popup Workspace Menu is activated by positioning the mouse pointer anywhere
within the blank white area of the right pane of the Workspace window (not on an icon),
then clicking the secondary mouse button (the right mouse button unless you have
changed the default assignment in the Windows Control Panel). This menu may be
identified by the presence of the Create Document/Form command, which is unique to it.

The commands visible on the Pop-up Workspace Menu affect the contents of the open
folder: you can create new folders, documents and forms; edit procurement information;
and perform certain actions that change the status of the open folder. The current status of
the procurement, the type of open folder, and your user role(s) determine which
commands you see when you activate the menu.
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Example, Workspace Menu Pop-up:
W4 PARIS
File Edit Form Report  Utilities Window  Help

IEA AR e =

[E Sweet's File Cabinet - In Box B
'?::l Sweet's File Cabinet Name Type Status Access Owner/Buyer Supy. Date/Time
¥8 Trash Can s
iﬁ E2177803 Copy of EZ177B01 5c PR IR RW  Sweet, Memilpn 06/26/2002 15:27
ﬂE E2-177803 Copy of E2-17
I_ & 00300138 @ 00300138 SHIF IF Create Document/Form  » 0E/26/2002 15:20
j 3

|_ ﬂ\-’ E2177601.1 Create Folder

I—ﬂ“ﬁ E2.200942 ﬁa E2-177801.1 PR IF e T 0B/26/2002 15:49
g Out Box Cleanup Waorkspace _
|8 Clse Out e PR IS ) 07/19/2002 16:30
&9 Pending
L2 Award

3.3 PARIS Drag and Drop Commands

In addition to menu commands, some functions are performed by dragging objects within

the Workspace window. To perform this action, Left click on the object , holding it, and

drag to new location. Here are some actions available through drag-and-drop commands.
e Copy

Delete by moving to trash can

Open

Move

Retrieve (from Trash Can)

Also, the following routing functions may be initiated either by dragging an item to the
Out Box, or by selecting the Route command from the Object Menu (when available):
Approve/Disapprove

Assign

Route

Route for Approval

Transfer Ownership

Tip: After pressing the mouse button to start a drag and drop action, it may be helpful to
wait for the cursor to change to a hand holding a page before you move the mouse.

3.3.1 Copying An Object:

A duplicate of any document, form, or folder may be placed in another folder. When a
document is copied, it is available in both the original and new locations. While holding
the control key, use the drag and drop technique described above, to create a new object,
as a copy of the original object).
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NOTE: If you are copying an Existing Purchase Requisition, the copy will be assigned a
New Purchase Requisition Number

3.3.2 Delete an Object:

Many folders, documents or forms may be deleted by dragging it to the Trash Can folder
depending on the type and status of the item being discarded. When you delete a folder,
all documents, forms and other folders contained in the folder also are deleted. Items may
be retrieved from the trash by reversing the delete procedure. To permanently delete an
item, clear the Trash Can folder using the Empty Trash command.
e In the Navigator , locate the folder which contains the item you want to delete.
e Point to the folder's icon in the Navigator, and click the left mouse button to
display the folder's contents in the right pane of the Workspace window.
e Scroll down the directory listing in the Navigator until the desired destination
folder is visible, but do not open the folder.
e In the right pane of the Workspace window, point to the icon which represents the
item to be removed, then press and hold the left mouse button, and drag the icon
to the Trash Can (located near the top of the Navigator directory listing).

3.3.3 Moving an Object:

Many documents, forms, or folders may be moved from one folder, to another, dependent
on the type, status or destination folder. When a document is moved, it is only available
in the new location. To make a duplicate, use the copy procedure. Never move a
Requisition form icon out of the Requisition Folder in which it was created, as
information contained in the folder, belongs with the requisition.

e In the Navigator, locate the folder which contains the item or object you want to
move.

e Point to the folder's icon in the Navigator, and click the left mouse button to
display the folder's contents in the right pane of the Workspace window.

e Scroll down the directory listing in the Navigator until the desired destination
folder is visible, but do not open the folder.

e In the right pane of the Workspace window, point to the icon which represents the
object you want to move, press and hold the left mouse button, and drag the icon
from to the desired location.

e The folder, document or form is removed from the original folder and placed in
the destination folder.
Tip:
After pressing the mouse button to start the Move action, it may be helpful to wait for the
cursor to change to a hand holding a page before you move the mouse.
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3.4 Other PARIS Mouse Commands:

3.4.1 Eraser:
By Clicking on the eraser deletes the selected item.

3.4.2 Save
Clicking on the Save button saves the changes made to the record.

3.4.3 Cancel
Clicking on Cancel button will cancel the changes made without saving it.

3.4.4 Delete

Clicking on Delete button deletes the entire record and all the associated information
after confirming this from a warning message.

3.4.5 Magnifying Glass:

When a magnifying glass appear on a field, double clicking on it will bring up a search
window for that item.

For example, a magnifying glass appears on the field “Requestor”. @
#" Requisition #" Suppliers

Reqn Date: II:IE.I’2E.I’2EIEI2

Requester: IEEEIEIEQ'
R ecipient: I2EEIEI2

Double-clicking on the requestor field, brings us the following search:
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F‘_‘, Employee Search

—5Search Selection Criteria

& Last Mame £ First Mame " Full Marne " Badge

" Compary T Division ™ Cost Center " Building

i Phane " Fax " E-Mail " Supervizor Badge
— Type

i Equals To £+ Beqgins YWith " Containg
—Walue
Badge Last Hame First Hame Building HRoom Phone

3.5 PARIS Main Menu Bar

The main menu bar displays the names of drop-down menus from which commands may
be selected. See Section 3.2, for instruction on each command.

=10l |

File Edit Fq Window  Help

|&| i

The toolbar lets you select certain commands by clicking a button.

Position cursor over the icon on the tool bar, for an explanation of its’ function, e.g.,

“Look up” will display when the cursor is held over the magnifying glass
The magnifying glass indicates there is information behind the object

3.6 Organizing Your Workspace

Your file cabinet comes with seven system folders: Trash Can, In Box , Out Box, Close
out, Award, Pending, and Views:?

3.6.1 Inbox:
Items that are transferred to your or routed to you , will be placed n your Inbox.
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3.6.2 Outbox:

To route an object, you can drag it into the outbox. However, the preferred method is to
perform “routing”. Select “Route” from the pop-up menu on the object.

3.6.3 Trash Can:

Move objects inside here if you want to delete them. You can use the “Empty Trash Can”
function from the pop-up menu to clean up the area. The system will automatically empty
your trash can once a week.

3.6.4 Close-out:
Predefined organization folder

3.6.5 Award
A predefined organization folder

3.6.6 Pending:

The Pending System Folder is provided for the convenience of users who wish to file in
one location all Procurement Package folders that contain procurements not yet Awarded.
It is a red folder located near the top of the Navigator directory listing.

3.6.7 Views:

When searching for Requisition/Award, or searching for Shipping Orders, and you
choose Get Access, a view of the object is placed in this folder. When you are done
viewing the folder, make sure you move it to your trash can. The System will empty your
views folder each evening.

Tip: These System Folders should be left in their original configuration. Do not Move or
Delete them.

New folders are added to your file cabinet in the order you create them. You should keep
your work arranged in folders, and when appropriate, store those folders inside other
folders to further organize your work. For example, you might store all work related to
one procurement in a folder labeled with an appropriate name or number. Within this
master folder, you might have a number of folders containing different parts of the
procurement effort.

You must always open the proper folder before you can create a specific document

or form. By providing more than a dozen different types of folders with unique icons, the
system makes it easy to organize your work.
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When you open a folder and activate the Pop-up Workspace Menu, you will find specific
document and form choices that reflect the folder type. When you create a document or
form, it is placed in the open folder, where it belongs

3.6.8 Exiting the PARIS
When you finish your work, you should always exit PARIS, before turning off your
computer. To Exit PARIS:

e Close any Word documents that you have opened from your Workspace, using
the Return to PARIS button.

e C(Close any open windows within PARIS by double-clicking the close bar, in the
upper left corner of the window(s). If the Closing dialog box is displayed, click
the Save Then Exit button to save our work.

e From the PARIS File Menu, select, Exit.
e Click Yes, in the “Are you sure you want to quit PARIS?” dialog box.
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Chapter 4: Requisitions

4.1 Create a new Requisition

e To create a new Requisition (PR), open the appropriate folder, where the
requisition will be stored. Right-mouse click in the white space of the Workspace.

File Edt Form Repot Utlikes ‘window Help

B =L \
Eﬁweel's File Cabinet - FY 2002 M =] E3
el Swest's File Cabinet Hame Type Status Access Owher/Buper Supy.  Date/Time
- ?ﬂ Trazh Can _
et InBox @5954@& EXTR IP AW Swedt, Merilyn 0B/24/2002 15:35
I #fy E2177803 Copy of E217
I g 0030038 fﬁ{ﬁtest.pdf ExTR IF  Create Documepnt/Fom ¢ 06/24/2002 15:36
|—ﬂ'\3 2477501 1 Create Folder 3
L g 2200842 %testrecﬂ EXTR  IF e 06/26/2002 18:33
—g Out Box . Cleanup Workspace
LA Ciose Out E2-179842 PR IF oot Trash 06/26/2002 16:44
&) Pending '[ﬁ E2-173843 PR IF A \ 0GA26/2002 1554
F #f 2173842
L g E2-179843
q I I LI Mumber of items: L1
|Ready
hstan| | 1 & » | [@cak..| @)Pai. |[Fpa. £1PR.| E0oc..| oo | | iR E ST 103PM

e This activates a pop-up work space menu. Select “Create Folder”
0 Select Procurement Requisition
0 The “Create a New Procurement” window is displayed:

fg Create a New Procurement Aegquisstion

Tile- 2175602
PH Humbses: [E 2775042
Type of Procurement: | Create Hew Procuaement B eguest =

PR Description: | Cormencia

sl 8]

Estent of Compatition: | Compated

36



User Procedures

e Enter the following information:
0 Title: By default the requisition number is used as the title for the requisition
folder. Retain the PR number and add on to it, your own descriptive title.
0 PR Number: A requisition number is automatically assigned and entered in
this field
0 Type of Procurement: Select one of the types from the drop-down menu.

Tithe: [F2 75002
A Huamder- [E 27750420
Cancel J

Tyepe of Procuremant: | Create Hew Piocuement Feques -

i P

a7 sand Duantities/Prices on Exsting SAwards
OTHP - Creata Task Order Request on Add Raquinements 1o Esising desad:
OTHP - Coeaba Task Oider Flequenst o Add Reguiements 1o Existing Higtoncal Awaids
PR Descrption: (= .caicise Oolion:
Blardet Drder Refeass (IDI0 by Line Bem)
Extent of Competition: | Obigaie Addiiana Funds o Exsbrg Awaids
Dre-lbhgats Funds Inam Esting devards

4.1.1 Procurement Types and Descriptions:

Create new procurement request for new PR’s:

e OTNP — Amend Quantities/Prices on Existing Awards: Select this type, if you
need to change the quantity or price on an awarded requisition.

e OTNP — Create Task Order Request or Add Requirements to Existing Awards:
Select this type if you need to create a release against an ordering agreement, to
extend a contract, etc.

e OTNP — Create Task Order Request or Add Requirements to Historical Awards:
Select this type if you need to change a quantity or price on historical (pre-
PARIS), awarded requisition

e Exercise Options: Allows you to exercise options on existing awards.

Blanket Order Release (xxx by Line Item): Use this to do a blanket order release.

e Obligate Additional Funds to Existing Awards: Select this type to obligate
additional funds.

e De-obligate Funds from Existing Awards: Use this to de-obligete funds from
awards.

4.1.2 PR Description:

Select the description that best describes the requisition: Architecture and Engineering,
Commercial, Construction, Non-Commercial, or Non-standard. Commercial is the most
common description.
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4.1.3 Award Number:

This will display for all types other than a NEW Procurement Request. You will need to
search for an award number.

PH Description: [Commescia =1
Aschilecture ard Engresring
ent of Competition:
Corgiction |

Mo Commencial
Mon-Standaed WFO, CRADA, alc. |

4.1.4 Recommended Extent of Competition

e Select Competed or Sole Source from the drop-down list box. This can be
changed later from the PR Header.
e C(lick OK.

A Procurement Requisition Folder is created, and a requisition form is created inside the
folder. The system automatically opens the requisition header, so you can enter
requisition data.

4.2 Requisition Header:

4.2.1 General Information about the Requisition Window:

e The requisition header holds data that occurs only once and applies to the entire
requisition. The requisition window is automatically opened when a PR folder is
created. PR data can be entered immediately by the requisitioner.

e This window may be re-opened later by double-clicking the requisition form. The
requisition Line Item Window is opened from the requisition window

4.2.2 To reopen the Requisition :

e Open a Requisition Folder.

e Double-click the requisition form (identified by the requisition number and
descriptive title.

The Requisition Header is displayed.

e At the top of the window, there are five tabs, which may be selected by pointing
to the name on the tab and clicking. A panel corresponding to each tab name is
displayed when the tab is selected. When you open the Requisition, the
Requisition header tab is displayed.

0 Requisition

0 Suppliers

0 Off Site Delivery
0 Ind. Cost Est.
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0 Attachments

e For data entry instructions, see the topics about each panel listed below.
Additions and changes are saved automatically each time you add a new row to a
tab, or select a new tab.

e Data cannot be changed if the status of the folder is Read Only (RO).

e The Line Items button at the bottom of the Requisition Window opens the
Requisition Line Item Window.

e To exit from the Requisition Window, click the 'X' button. When the Closing
dialog box is displayed, click Save Then Exit to save new data in the current
panel.

4.2.3 Requisition Header

% PARIS =] =]

File Edt Form Repot Utlikes ‘Window Help

|G| smEBe DD B P

E‘_: Commercial Requisition: E2-179842

& Requisition |}; Suppliers | ﬂ Off Site Delivery | ﬂ Ind Cost Est. | ﬂAttachments I

Rean Date: [05725/2002  Rean No: [E2175042 Reqn Total: | $30000 [ Rush OTronclOff-Site Risk Leve
0 T Meeting Attendance
Extent of Competition: !Compeied YI [ On Site 1 loir Rk
Requester: M_ |Sweel, Merilyn L. I 2-7242 Imsweet@anl.gov I offsite rf: :Ii;ie:;: HEL
Recipient: (53837 [Sweet, Merin L | 27242 Budg: 01 Room: !ZG.D? " Construction
Certifier: !'—5389? [Gweet, Merilyn L. | 27242 [meweet@anl.gov [ thiailty Avanans
Final $ Approver: |5389? ISweeL Merilyn L. | 2-7242 |msweet@anl.gov [T Levels T LevelB ©* Levell
Procurement Instructions [Use the enter key bo format up bo 3 lines of text] [ Muclear/Radiological Facility
[T Purchase/Transportation
of Hazardous, Nuclear
or Radiological Materials
Supplier Contact / Comments [ Classified Documents
l I_ Export Control
Delivery Instructions [Lse the enter key to format up to 3 lines of text] High Risk Pmperl_l,l:l T ez Mo
[ Notify Riggers
[~ Advanced PR
Reference 1 Reference 2 Reference 3 Reference 4 v Email@Receipt
| | | [~ Human Subject Research

Line ltems |
|Ready
dhstan| | 1 & »|| Dinkex .| @1Pais_|[Tranis feitanv. | E1PeAL | | RAPEBQT 1115M

4.2.4 Requisition Window: Requisition Panel

The Requisition panel of the Requisition Window holds general information about the
requisition.
e The Requisition/Current date and requisition number are pre-filled.
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e The requisition total and obligated amount are calculated automatically after line
items are entered.

e The Requestor, Recipient, Certifier and Final Approver are identified by badge
numbers. You are the default for the first three, but if other individuals should be
identified, their badge numbers may be entered, or you may double-click the
badge number field in the row you want to change to open the PARIS Employee
Search Window. A Final Approver must be specified before exiting the window.

e Sole Source: The choice is either “YES” or “NO”. No is the default.

e The Procurement Instructions block to enter information for the buyer or contract
specialist who processes your requisition.

e Supplier Contact/Comments block is where you give specific information about
the Supplier's contact; see also Supplier Information Tab instructions

e Use the Delivery Instructions block to enter special handling information for the
Receiving Department. Mark the Notify Riggers checkbox if the Rigging
Department should also be notified of the award and delivery.

4.2.4.1 Right Side of Header Panel Check Boxes:

ANL - EAST ANL — WEST
On-5Site/Off-5ite Risk Level On- Sile O Site Rigk Level
I Rush " Meeting Attendance I Aush - Meetrg Afendance
[~ DnSite ™ Low Rizk " OnSie ™ Low Risk
% Moderate Risk ™ Moderste Risk
[~ offsite | High Risk [~ omsie |7 HghRsk
" Construction ™ Construction
¥ Quality Assurance ¥ Quality Asswance

 LevelA * LevelC

(8 5 (8
117 Levelds & LevelB Level C - B CE

[~ Muclear/Radiological Facility ™ Nuclear/Radiological Facilit
[T Purchase/Tranzportation z

of Hazardous, Muclear - ?&:ﬂm

or R adiological M atenalz ot Hm Materials
[T Classified Documents [T Classified Documents
[ Export Control [ Expost Control
High Rizk Property:[ T e 0 Mo High Rixk Propesty[™ Yes T No
[ Motify Riggers I Notify Riggers

[T Advanced PR

[ Advanced PR

"2 Email@Hechipt ::i fl Swl'ﬂ }
[ Human Subject Research Suoaliil Fralasdl
Ramend: || Tes(* No

e Complete any of the other checkboxes that apply:
0 RUSH- Check if required- Remember if everything is rushed, then nothing is!
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0 On Site/Off Site - To be used whenever work by supplier is to be done on site
(or off site). This requires a mandatory route through appropriate ANL
Division or ESH personnel. Mandatory addition to approval thread is made.
Requisitioner should consult with ESH or Division ESH representative for
designation of risk level (Low, Moderate, High, Meeting Attendance, or
Construction).

0 Nuclear/Radiological Facility - Indicator to Procurement that the
requirement is in support of a nuclear radiological facility. The requisitioner
should add the Division QAR to the approval thread.

0 Purchase/Transportation of Hazardous or Nuclear Materials - Check if
appropriate. This will route requirements through ESH-HP and OCF-PIM for
approval. Mandatory addition to approval thread is automatically made.

0 Quality Assurance - Default QA Level for all procurements is Level “C”;
change to “A”” or “B” as appropriate. In addition, ANL West has level
“Exempt”.

0 Classified Docs - Check if appropriate - Will route requirement through
Security for review. Mandatory addition to approval thread is made.

0 Export Control - Check if PR includes materials subject to export control.
This requires mandatory review through Legal. Mandatory addition to
approval thread is made.

0 High Risk Property - Check if the item is property that, because of its
potential impact on public health and safety, the environment, national
security interests, or proliferation concerns, must be controlled in other than
the routine manner.

0 The categories of high risk property are automatic data processing equipment,
especially designed or prepared property, export controlled information,
export controlled property, hazardous property, nuclear weapon components
or weapon-like components, proliferation sensitive property, radioactive
property, special nuclear material, and unclassified controlled nuclear
information.

0 Notify Riggers - Check if requirement is expected to be handled by the
Rigging crew - Instructions will be e-mailed to Riggers upon award and upon
receipt of materials.

0 Advanced PR - method to alert Procurement immediately of a "Hot" or
extremely “long-lead time requirement”, requiring initiation of immediate
Procurement department actions. This will bypass "normal" approval
channels, and will require ALD and Procurement manager approval.

0 Email @Receipt - E-mail Message to alert requestor that materials have been
received. The E-mail Receipt checkbox is marked by default, so that the
requestor will be notified by e-mail when the item(s) are received. If you do
not want to be notified by e-mail, clear the checkbox by clicking it.

0 Human Subject Research - Check if requirements of DOE Order 443.1
"Protection of Human Subject" applies - will route through Institutional
Review Board for review. Mandatory addition to approval thread is made.
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e C(Click on the Line Items button on the bottom of the Requisition panel to enter
data about items.

e To continue entering data in the Requisition Window, click any of the various
tabs across the top, if applicable.

e Supplier Evaluation Required: Only available for ANL West. It will always be
defaulted to “YES” if Quality Assurance Inspection level is A. For any other
inspection levels, system users have an option to choose “Yes” or “No”.

4.3 Line Item Window:

@ isRrEAEAs R MO%E 2|

# Line Items # Acceptance Criteria l [E1ACL List |

Line Item Hame Model Part # Category Quantik Uom Unit Price  Disc Pcnt  Total

1.00 EA $100.00 10000 = £90.00

Line Item HName Model Part # Category Meed By

| 1 !S-:rew I 1212112 I B325 |DE£D2£2UUS

Gty Ordered Unit of Measure: Unit Price: Discount Total Price

| 1.00 [Each =i 10000 1000z | $30.00
Item Description: Item Comments:

[Flat head Screw

Chemical Item 2 [ Proo Sens ltem 2 Recvcle 2 [ WMSD5 Heo 2 ACL Rea 2

Dist. Taszk Ctr Acct Percent Amount Reference 1 Reference 2 Reference 3
]| 9525001 | 250 [304 =] | =000 | £45.00 | | |

[z ] g526601 | 266 [aoe =] | sooo | $45.00 | | |

Cost Code(s] for Line: 1 Totals:| 10000 | $30.00 # of Cost Codes Entered = 2

Return To Header |

There are 3 main parts to the Line Item Window: Line List, Line Detail, and Cost
Codes :

4.3.1 Line List:
Lists the lines of this requisition. It is used to navigate between the line detail.
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ﬂ Line Items

& Acceptance Criteria | I_E:_.__?E‘EAEL List i

Line ltem Hame Model Part # Categor i Uom Unit Price Dizc Pcont TDtE_”
1.00 Ea $100.00 10,00

4.3.2 Line Detail:
Used to enter item detail, and to display the default information of the selected line.

Line Item Hame Model Part # Category Meed By

| 1 |S|:rew | 1212112 | h3zh | 02/02/2003

Qty Ordered Unit of Meazure: Unit Price: Dizcount Total Price

| 1.00 [Each =l $10000|  10.00% | $90.00
Item Description: Item Comments:

Flat head Screw

Chemical Iltem 2~ Proo Sens Item 2T Recvele 2 [T MS5D5 Bea ?[C ACL Rea 21

Completing Fields on Line Item Tab:
e Line Number: System automatically numbers each line item
e Line Name: Enter the basic generic name of the item or service requested.
Required.
e Model Part #: Enter the manufacturer's model, part number or catalog number.
Required
Category: Search on this to select a category code. Required
Item Description: Enter the description, as Receiving uses this field. Required
Need By date: (date must be greater than today). Required.
Quantity Ordered: Specify the amount of the item or service requested, in a
format compatible with the UOM. Required.
e Unit of Measure (UOM): Pre-filled , for each. Select other unit of measures if
appropriate from unit of measures available in drop-down list. Required
e Unit Price: Complete by using past experience, catalog, vendor contact, etc. If
necessary, cite the maximum amount to be paid for the item or service without
prior approval. Required.
e Discount: Calculated by the system
Total Price: Calculated automatically.
e [tem Comments: Enter additional information that you want Argonne personnel to
see, such as notes to Receiving, but not vendors
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After entering the line item information, you must enter the cost code distribution for
each line, by clicking on the cost code area of the Window. A new Line will appear for
you to enter the information.

The Task and Center information can be either entered, or search on these fields to
browse for the Task and Center, using the magnifying glass. The account is
automatically filled in, but can be changed. Enter the distribution percent or the dollar
amount to distribute to this cost code. The reference fields are free-form. You can enter
information, there, of leave these reference fields blank.

For multiple distributions, click on the Append Icon in the menu to add additional line.
When you are done, your cost distribution should always total 100%

4.3.3 Line List Complete check Boxes:

If appropriate, select the check box items:

0 Chemical Item: Check this if the item is chemical. It will be used to interface
to the Chemical Mgmt. System, during completion of requisition. It will also
display “Surplus Chemical Bulletin Board” button, which, when checked, will
take you to the CMS? Web-based Surplus Chemical Bulletin Board.

Item Description: Item Comments:
Reporting software Surpluz Chemical —
Bulletin Board
.4
Chemical ltem ? ¥  Proo Sens Item 2 Rececle 2 [T M5D5 Bea 2 ACL Rea 20
Recycle box

If the category codeis tied to the Laboratory’s Affirmative Procurement
program, the RECYCLE flag will be checked automatically, indicating that
recycled materials are acceptable. If that check box is turned off, the requestor
must provide an explanation as to why recycle materials are not acceptable

0 ACL Req: Check if information is included on the ACL panels to alert
Receiving of the inspection requirements (Under Construction)

e Property Sensitive Item — Check this box if the item is a sensitive item.

Note: If checked will advise Receiving/Property that an item that needs "tagging" is
on the PR. This should include equipment coded to 381 and 8xx accounts, Items
defined as having a unit cost in excess of $5,000 and an expected useful life of at
least two years, and all sensitive items in excess of $500 in value. Examples of the
two categories of items are as follow:

0 Accountable and Capital Equipment: Power Supplies, computer
Workstations, Servers, Lasers, Cryogenic Equipment, Microscopes,
Analyzers, Oscilloscopes, Spectrometers, Network Routers and Switches,
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Lathes, Grinders and Milling Machines, X-ray Equipment, Meters, Lab
Equipment, Chromatographs.

0 Sensitive Items: Balances, Digital, Binoculars, Cameras, Cellular Phones,
Communications Equipment, Computers, Disk Drives, Photographic
Equipment, Fax Machines, Power Hand tools, Printers, Projectors, TV
Receivers, Typewriters, Vacuum Cleaners and Video Cassette Cameras and
Recorders

4.3.4 Cost Codes:
Used to enter and display the cost code information for the selected line.

D ist.

ask Ctr _ Acct : Percent Amnunl Flelerence1 Flelerence 2 Reference 3
| 1 |

gs2s0m] | 304 i ﬁ R |

[2 g526601 | 266 304 =] | so000 | £4500 | |
I3 | | =l oo 5.00 | [
Cost Codels] for Line: 1 Totals:| 100.00 ! $30.00  # of Cost Codes Entered = 3

e Define Cost Codes:
0 To search the cost codes, double click on the Task field, where the magnifying
glass appears, to display the below pop-u

Dist. Task Ctr Acct Percent Amount Reference 1 Reference 2

1 9525001 250 04 - S0.00 F45.00
952660 266 30¢ F45.00
I | [ =l oo $.00 | |
Cost Code(z] for Line: 1 Tutals:l 100.00 $90.00 # of Cost Codes Entered = 3

e Double click to select the appropriate cost code to return it to the Line Item
window.
e If you need to use cost codes form another Division, go to the upper portion of
this window, to change the cost center. Select from the appropriate cost center,
given the cost code you want to select. The window will display cost codes from
the cost center you have chosen.
e Note the following conditions
0 SAA — Stop at Approval: Allows you to create a requisition and pass it on, but
buyer can not create an award.

0 NFA —No Funds Available: Requires special approval.

0 TBA —To Be Decided: Cost Codes are to be assigned later, e.g., in the
example of a new fiscal year, when cost codes are not yet assigned, one can
assign the cost code later in the year, after the determinations are made.
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Cost =
Center Task Description Status

266 0307900  EXTEMDED ELECTRONIC AUTHORIZATIC OPENM
266 0317000  DEVELOP FROCESS TO OBTAIN WISITO OPEN
266 0363700 MIS OPS INFO SYSTEM SUPPORT CPEM
266 4833999 PROGRAMMATIC AML ACCOUNT 49993 OPEN

266 89114000 SERWICE REQUEST PURCHASES CPER
266 9123500 SERYICE REQUEST FURCHASES COPEM o
26k 9126600  =fr purchases QOPER
266 9132200 SERWICE REQUEST PURCHASES CPERM
266 89140000 SERWICE REQUEST PURCHASES CPER
266 9140200 SERWICE REQUEST PURCHASES CPER

4.4 Acceptance Criteria List Tab

The Acceptance Criteria panel of the Requisition Line Item Window allows the
requisitioner to enter general information about the acceptance inspection or testing
requirements for the item currently selected in the Line Items panel. Information from
both ACL panels is pre-filled in the ANL-266 Acceptance Criteria Listing form, which
may be created in a Procurement Requisition Folder.
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-. L.lli-'-t-rr.e Feport Lt AHindow  Help
@t =raE B MO 2|

ﬂ Line ltems J‘_', Acceptance Criteria

EFACL List |

ACCEPTANCE CRITERIA LISTING ENTRY

1. Distribution: [Dave Skelley 2 ACL No:[F21738421 Inspection Required [
3. Originator's Name/ Division:  [Merilyn Sweet/ECT 4. Phone: m— 5. Date: 58."08."2002

6. Part No. :[3070 Part Name: |Crystal software 7. Quantity: [ 1
8. For Inspection. Deliver to Building #: I_. Divisiun:i ATTN: I
9. After Inspection. Deliver to Building #: [201 Divizion: [ECT/MIS ATTM: |D. SKELLEY

10. References andfor Remarks:
Fioom number 2G07

17. Driginator of Plan: M. Sweet Date:  [08/08/2002
18. Plan Reviewed/Approved By: | Date: |00/00/0000
19. BAR Concunrence with Plan: | Date: |00/00/0000

4.4.1 Use of the ACL Entry panel:

e In the Requisition Window, click the Line Items button.

The Requisition Line Item Window is displayed, with the Line Items panel

selected.

e Click to select the line item for which you want to enter or review the acceptance
criteria.

e (lick the Acceptance Criteria tab.

e Enter information in all applicable fields, as described below. All information
entered applies only to the line item selected in the Line Items panel.

0 Distribution - Identify the individuals or departments that should receive a
copy of the ACL form.

0 ACL Number - Enter a Purchase Requisition, Service Request, or other
number to identify the ACL form. Add a dash and sequential numbers starting
with 1, if more than one ACL is completed. This block is required. The
system will pre-fill with the ACL number.

0 Originator's Name/Division — Pre-filled with the name and Division of the
requester entered in the Requisition Window.

0 Phone - Pre-filled with the telephone number of the individual identified in
the previous block.

0 Date - Enter the date.

0 Part Number - Pre-filled with the Model Part Number entered in the Line
Items panel.

0 Part Name - Pre-filled with the [tem Name entered in the Line Items panel.
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0 Quantity — Enter the quantity to specify the number of units to be inspected
or tested.

0 For Inspection, Deliver to Building Number, Division, Attn. - Identify
where to deliver and who is to receive the items for the first inspection or test
step.

0 After Inspection, Deliver to Building Number, Division, Attn. - Identify
where to deliver and who is to receive the items and inspection results after
inspections or tests are completed.

0 References and/or Remarks - Enter Quality Assurance Level and
Requirements and other useful references, e.g., drawing number, a
procurement requirement (the number of the Statement of Work,
Specification, Contractual Data Requirements). This space is also used to
provide special instructions, remarks, or to elaborate on information in the
ACL.

0 Originator of Plan, Date - Identify the individual responsible for preparing
the acceptance criteria, and the date of preparation.

0 Plan Reviewed/Approved by, Date - If applicable, identify the individual
responsible for reviewing the plan and the approval date.

0 QAR Concurrence with Plan, Date - Identify the quality assurance
representative responsible for reviewing the plan and the approval date.

4.5 ACL Tab

To view the Acceptance Criteria List, click the ACL List tab.
e From the Form Menu, select Append or Insert to add a row of data entry blocks.
e Enter information as described below.
e Add a new row of data blocks for each step of the inspection or testing.
e After data is entered in the ACL panels, the ANL-266 form may be created in the
Procurement Requisition Folder:
0 Step Number - Identify inspection or test steps beginning with 1.
0 Inspection/Test Requirement - Describe what is to be inspected or tested
and the acceptance criteria for each step.
0 Inspection Test Location - Enter the location where the inspection or test is
to be conducted, and the organization that is to perform the inspection or test.
0 Accepted By or Non-conformance Report No. - Reserved for the person
who performs the inspection or test. The inspector's name indicates
conformance. If a nonconformance is found, the inspector enters the number
of the Report of Nonconformance that details what was found.
0 Date - Reserved for the date that the inspection or test setup was completed,
or the date of the Report of Non-conformance.

The following Acceptance Criteria Listing will be created in your Requisition Folder.

48



PARIS SYSTEM User Procedures

NATIONAL

LABORATORY
5 Depaimer ot ey

kot Reguired Fields
1. DISTRIBUTION: safasdf

ARGONNE NATIONAL LABORATORY

ACCEPTANCE CRITERIA LISTING

2. PAGE 1 of1 3 ACLNO: E2177801-1 INSPECTION REQUIRED: =
4. ORIGIMATOR'S NAME & DIWISION: Dorothy Cardia/ECT 4. PHONE: Z2-6763 6. DATE: 00/00/000
7. PART MO, & NAME: 12-1211-2 screw 8. QUAMTITY:

9. FOR INSPECTION, DELIWVER TQ BLDG. NO.: 201 DMISION: ECT ATTN.: Skelley

10. AFTER INSPECTION, DELIVER TO BLDG. NO.. 222 DrASI0ON: ECT ATTN.: Jones

11. REFERENCES AMD/OR REMARKS:
lasdfjasdf,as);

e To close the Requisition Line Item Window, click the Retyrn to Header button at
the bottom of the window.

< =l81x
& 0| & £2,000 % P
’;i Line Items ﬁAcceptance Criteria l E!ACL List I /
Line Item Hame Model Part # Category Quantit Uom Unit Prige  Disc Pcnt  Total o

COLOR PRINTER 1.00 E& $5,595.00 0.00 $5.,5595.00

2  METWORK CaRD 844.-5074 7025 1.00 EA 35 . 0.00 = $513.00

3 OM-SITE wWaRRANTY 129-3125 TG 1.00 YR $385.00 0.00 = $365.00
« I f
Line Item Mame Model Part # Category Meed By /

1 |CDLDH FRINTER | 106-5432 | 7025 |DSH28£20
Aty Ordered Unit of Measure: Unit Price: Dizcount Tptal Price
| 1.00 |EA | $5.595.00 | 0.00 % $5,595.00

Item Description: Item Comments:

KODAK 8670 PS DYE-SUB COLOR PRINTER

Chemical ltem ? [~ Proo Sens ltem 2T Hecucle ? [ [ ACL Rea?[

Dist. Task Ctr Acct Percent Amount R%femnce 1 Reference 2 Reference 3
1 | 9526004 [ 250 g8 [ 10000 [ 3559500 [ [

Cost Code(s] for Line: 1 Totals:| 100.00 | $5,5952/D # of Cost Codes Entered = 1

Return To Header

49




User Procedures

Data has not been saved| Select an option:

Save Then Exit

Cancel Exit

Exit Without Saving

Note: Exit Without Saving only applies to the LAST CHANGED LINE

4.6 Requisition Window: Suppliers Tab

The Suppliers Panel of the Requisition Window allows the requisitioner to recommend
suppliers for the buyer or contract specialist to consider when awarding the purchase
order or contract. Requisitioners may recommend suppliers from those already in the
PARIS database or create new supplier records (which will be given temporary status).

A Requisition & Suppliers

& Off Site Delivery | 4 Ind Cost Est. | A Artachments l

Supplier Name/ Country: Street Address/P.0. Box.:
3M HEALTHCARE S 2 3M CEMTER BUILDING

City, State, 7IP Contact Hame/ F

To use the Suppliers Panel:
0 In the Requisition Window, click the Suppliers tab to display the Suppliers
Panel.
0 Create a blank row in which to put a suggested supplier: either (a) click on the
Append icon or (b) from the menu select Form, then select Insert.
0 Search for an existing Supplier: double-click on the Supplier Name box to
display the Supplier Search Window.
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~Search Selection Criteria _
T Supplier Mame ™ Supplier Contact ¢~ Small Business ™ Certified SB& [B4)
~ Supplier Zipcode = Supplier Country  Large Buginess  Certified HUB Zone
Sort
7 Supplier City & Women Dwned = Duns Mumber " Weteran Owred _—l
7~ Supplier State i Small Dizadvartaged " Certified SDB " Minarity Business Enterprize o
t
 FSCCode ~ SIC Code il
- Type
" Equals + Beginz With {~ Containg
Details |
~Walue
3
Status Duns Supplier Name Other Hame ﬂ
Approved 3COMDECISION OWE
Approved 181297322 30 FIRE PROTECTIOM IMC
2 Approved 30 MATURE LLC
Approved BO3RR0310 3
Approved 011442840 3
Approved BhE245165 3
Aporoved 00B1 73082 3k 0
| | ’

% Comments exist for thiz supplier

0 Follow the detailed instructions for the Supplier Search Window to search for
an existing Supplier.

0 If'the Supplier is found, then select it for the Purchase Requisition while in the
Supplier Search Window: either (a) highlight the line with the Supplier's name
and click on the "Select” button on the right side of the window or (b) double-
click on the line with the Supplier's name and address. Either action will copy
the information to the Suppliers Panel and then exit from the Supplier Search
Window.

0 Supplier Contact: If your selected Supplier does not have your contact's name
or telephone number, use the "Supplier contact / Comments" block on the
Requisition panel to enter the new information. Do not create a new Supplier
record for a new contact.

0 Supplier URL: If your selected Supplier is an Internet URL address, use the
"Supplier contact / Comments" block on the Requisition panel to enter this
information. Do not create a new Supplier record for an Internet address.

0 Supplier Address Change: If a Supplier's location and address differs from
that on the existing record, use the "Procurement Instructions" block on the
Requisition panel to provide that information. Do not create a new Supplier
record for an address change.

0 Create a new suggested Supplier record only if the Supplier is not found:
= click on the Cancel button on the right side of the Supplier Search

Window, then.
= click on the button labeled "Supplier Not Found - Add New Supplier" to
open the Enter New Suppliers Window.
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= Follow the detailed instructions for the “Enter New Suppliers Window” to
provide information about the suggested Supplier, then,
= click OK to add it to the Supplier panel.
0 Add as many rows of suggested Suppliers as needed, repeating the above
steps.
0 To delete a Supplier row that you have already created,:
= click once to highlight the row, then either,
= click on the Eraser icon or, from the menu select Form, then select Delete.
0 To exit from the Suppliers Panel, click on any other tab in the Requisition
Window.

4.6.1 Enter New Suppliers Window

The Enter New Suppliers Window is available from the Suppliers Panel, which is
displayed by clicking on the Suppliers Tab of the Requisition Window. After a diligent
search has failed to find an existing Supplier, the Requisitioner then creates a new
Supplier record for the Purchase Requisition.

Note: that the Suppliers name and all address lines are stored in upper case.
To use the Enter New Suppliers Window:

e Name: this is the name of the official contracting entity for the purchase order or
contract and, therefore, it is not the name of a contact person or a manufacturer's
representative. Rules for the name include:

0 Avoid abbreviations within the name, for example, spell out UNIVERSITY.
0 Use an appropriate abbreviation to end the name, e.g., CORP for corporation,
INC for incorporated, CO for company, LLC for limited liability corporation;
do not put a comma before INC and do not put a period after an abbreviation.
0 Do notuse "THE" at the beginning of a name although it is commonly used in
the spoken name.
0 Do not include commas, periods, quotes, numbers, dashes, or slashes unless
they are an essential part of the Supplier's official name.
0 Do not put a space after a prefix, for example, enter MCMASTER-CARR
rather than MC MASTER-CARR.
0 Do not place a title at the beginning of a contractor's name.
Note: If the reason for creating this new Supplier is solely for the purpose of providing an
Internet URL, then don't. Instead, use the box on the Requisition header to inform the
Buyer of the Internet address.

e State: select the state from the drop-down list; however, for a non-USA address,
select the value N/A and then select the value of the country.

Note: If the only information being provided for this new Supplier is the name and the
state, then don't create it.
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e Street: if a post office box is the only address, enter the value in the format P.O.
BOX 12345 in the first address line; when there is both a street address and a post
office box, put the street address on the first line and box number on the second
line; use common abbreviations such as ST and BLVD; if too long for one line,
put the suite # on the second line.

e City: do not abbreviate, use SAINT LOUIS not ST. LOUIS; and do not put a
comma at the end of the city.

e Zipcode: if entering the long form, separate the values with a hyphen.

e Contact: if a contact is known for the Supplier then enter the value after clicking
on the Contact tab; enter telephone and fax numbers in the boxes provided and
note that the value entered for a USA number will be formatted appropriately.

Note: If the reason for creating this new Supplier is solely for the purpose of providing a
contact name, then don't. Instead, use the box on the Requisition header to inform the
Buyer of this contact information

4.7 Requisition Window: Off Site Delivery Tab

The Off-Site Delivery panel of the Requisition Window allows the requisitioner to
identify an individual at another location to receive the material being procured. Only one
Off-Site Delivery may be entered.

File - Edit Formn® Report |_|tI|I|:IES Wfindo Help

]Iélf!*

== Commercial Bequizition: |

&g@h@a.@mn%m

7

Akt

ﬂ Requisition | ﬂ Suppliers ", Off Site Delivery

ﬁ Ind Cost Est. | ", Attachments

First Mame: I

Last Hame: I

Address |

State:

|;| Zip: I—

|
City: I
|
|

Country:

Phone: I[ ] - =
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To use the Off-Site Delivery panel:

e In the Requisition Window Using the Requisition Window, click the Off-Site
Delivery tab.
The Off-Site Delivery panel is displayed.
e Enter the information about the recipient.
0 Name
0 Address
0 Phone
e To continue entering data in the Requisition Window, click the Ind Cost Est. tab.

4.8 Requisition Window: Ind. Cost Est. Tab

The Individual Cost Estimate panel of the Requisition Window allows the requisitioner to
record an estimated amount for a requisition.

File - Edit Form' Report: Utliies - Window - Help
|& B % B@® |00

y== Commercial Bequisition: E

?

# Requisition | 4 Suppliers | & Off Site Delivery #" Ind Cost Est. & Attachments

Cost Estimate:
Direct Material Cost: I $0.00
Direct Labor Cost: I $0.00
Other Direct Cost: I $0.00
Overhead/GEA Cost: I $0.00
Profit/Fee: I $0.00
Total Estimate: $EI.EIEI

To use the Independent Cost Estimate panel:

e In the Requisition Window, click the Independent Cost Estimate tab.

e The Independent Cost Estimate panel is displayed.

e Enter each dollar amount except the Total which is calculated automatically. Do
not type the dollar sign.
0 Direct Material Cost
0 Direct Labor Cost
0 Other Direct Cost
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0 Overhead/Other G&A Cost
0 Profit/Fee
0 Total Estimate
e To continue entering data in the Requisition Window, click the Attachments tab.

4.9 Requisition Window: Attachments Tab:

The Attachments panel of the Requisition Window allows the requisitioner to specify
documents that should be included in the Purchase Requisition or made available to
Procurement

¥ PARIS

File Edit Form Feport  Utlitiez  ‘Window  Help

|& |0 £ B2@ 88 (000 %

F_j Commercial Requizition: E2-179842

# Requisition | #* Suppliers | & 0ff Site Delivery | #" Ind Cost Est. & Attachments

Document: Document Instrument Type: Reference:

To use the Attachments panel:

e In the Requisition Window, click the Attachments tab.

e The Attachments panel is displayed.

e From the Form Menu, select Append or Insert to add a row of data entry blocks.

e Select the type of document from the first drop-down list box, select the document
instrument type from the drop-down list box, and enter a reference number or
description of the attachment

e  When you finish entering data in the Requisition Window, click the Line Items
button at the bottom of the window to open the Requisition Line Item Window.

4.10 Create Forms

Individual forms are created by selecting the type of form from the Pop-up Workspace
Menu in the workspace window. Before you can create a specific form, you should be
positioned within the appropriate folder, but with no current forms highlighted. Then the
menu displays a customized list of forms, which belong in folders of that type.
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Select Create Document/Form.

Hame Type Shatus Access Owner/Buyer Suj

{ E2-177803 Copy of EZ1778015¢ PR IF R Sweet, Merrilyn

E2.177803 Copy of 2177801 Se A266  IF Create Document/Farm ¥
Create Folder 3

EF]E2177803 Copy of 2177801 Sc EXTR IF Sk Wi oxksparia

Cleanup \Workzpace

Ernply Trash
[tern List
_Tracking h_
. Open the folder where the new form should be located.
. Activate the Pop-up Workspace Menu, by right clicking in the workspace.
. Select the menu choice that represents the type of fold
. Select the desired form from the list.

Acceptance Criteria Listing

Contract Security Clasg. [DOE F 5634.2] Standard Forms
Fareign Dwhership Contral or Influence Farm Mizcelansous  #
Justification for Mon-Competitive Procurement [ARNpP410]

kator Wehicle

Fulti-llze Standard Bequisitioninglssue Svstem Document
Organizational Conflict of Interest Fact Sheet

Perzonal Services Questionnaire [Form A)

Fublication Releaze Form

Erirtatle (mage af PR

Request for Legal Review

Salietation Milestane Blan

Solrce Sele

Staterment of Wiork

[Quality dszurance Frocurement Fequirements

Tip: Forms should be created in the Requisition Folder. The Requisition Folder will be
routed with it, when the Requisition is created.

e Ifadialog box is displayed, which asks you to name the form, either accept the
default title by clicking OK, or enter a title and click OK. Forms may be renamed
later if necessary, by highlighting and right clicking on the form, and selecting
“Rename”.

e An icon representing the selected form is placed in the open folder, with the
specified title. To edit the form, double-click the icon.
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e Forms available in the in the Miscellaneous menu option are shown below. This
feature allows you to attach external files to this folder. Mail Message
0 Request for Legal Review

Note to File

Add External File, such as a scan of Statement of Work.

Create blank Word document

Pricing report Cost Summary

o O OO0

4.11 Print PR:

At any time the Requisitioner or Approver can print out the PR by right-clicking on it and
selecting “Printable Image of PR” from the menu. Other forms in the PR folder can be
printed by opening them, then right-clicking and selecting PRINT page

4.12 Change the Status:

4.12.1 Change the Requisition Folder to “Complete”

e  When you finish working with the requisition folder, you should mark it
“Complete”. Changing the status to Complete protects finished work from
unintended changes, and is required for approval routing. A “Smile” symbol
attached to an icon indicates that the status is “Complete”.

e  When you open a Completed form, it is displayed with "Read-Only" in the title
bar. If you want to edit a Completed form, rather than just inspect it, you must
change its folder’s status back to In-Process before you open it.

e To change status from “In-Process” to “Complete”, display in the right workspace
the folder that contains the requisition to be given the
0 Highlight the folder by a single right mouse click.

0 Select “Complete” from the menu.
0 In the dialog box that is displayed, click Yes to confirm the command.
0 A “Smile” symbol attached to the icon indicates its status is Complete.
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File: Edit Form  Report  Utlities Window Help
£ s RO % P
ﬁﬁweel's File Cabinet - E2-177803 Copy of E2-177801 Screw

Sweet's File Cabinet

‘#ﬁ Hame Type Status Accezs Owner/Buyer Supy.
i Trach Can
o In Box ESEl E 2177003 Copy of E2-177800 Sc PR P R Swweet, Merilyn
[ E2-177803 Copy of E2-177801 ¢

|_¢ 00300132 E2-177803 Copp of EZ-177801 Sc AZBE IR Bk ot

|‘$’ E2177801.1 F Rename...

Lﬂ‘d E2.200942 s{ﬁ E2-177803 Copy of E2-177801 S5c EXTR IR
ﬁ Ot B Frintable Image of PR

Lt Bow ]
[tern List...

5 Close Out
Fﬂ FPending Tracking (4
 Award
EF Views
. P 2002

| #ls E2173842
L 4% E2-179943

4.13 Route the Requisition Folder for Approval

Any folder marked Complete can be routed for approval. Approval routing sends the item
to a list of reviewers known as an approval thread. Each member of the thread approves
the item and it continues automatically to the next member, or the thread member
disapproves the requisition and it is sent back to the original user who routed it. Routing
can be sequential (to one user at a time), parallel (to multiple users at the same time), or a
combination of sequential and parallel steps. While in-route for approvals the status icon
changes to a padlock to signify that changes are locked out.

Once the last approver (the buyer) approves the item, the folder’s ownership changes to
the buyer’s supervisor, and the buyer is assigned to work the requisition.. The requisition
assumes a status of PALT (Procurement Acquisition Lead Time) until it is awarded,
represented by a blue ribbon symbol.

To route an item for approval:

e Display in the right workspace the folder to be routed. Make sure the folder has
the Completed status.

e Right mouse click on the requisition folder and select ROUTE from the pop-up
menu

e A routing window is displayed. Choose Route for Approval and click OK.

e The Select an Approval Thread window is displayed. If no approval threads are
displayed for your Division, or, if the approval thread of your choice is not
displayed, select “Show All Threads” button. This displays all available threads.
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Enter the first character of your division to get rapidly to your listing of thread choices.
Select an approval thread and click OK.

e Depending on the nature of your requisition, additional approvers may be
required. For example, if your selected thread does not contain someone with
signature authority to approve the dollar amount for the requisition, a window will
be displayed to select a financial approver for that dollar amount.

e The system also automatically adds members to the thread based on the business
rules (see Business Rules, in Appendix X) and the nature of or requisition.

e The Dynamic Thread Builder Window is displayed. The Thread Parameters
section contains read-only information which is maintained by a system
administrator. Each rectangle contains the name of one thread member, and
includes information as to whether the individual will receive an e-mail notice to
take action and whether the individual as mandatory. Mandatory approvers can
not be removed from the thread. Additional approvers can be added by dragging
names from the user list to the appropriate location on the thread. The
arrangement of names from left to right determines the order of sequential
routing, while each vertical arrangement identifies users who will receive the item
simultaneously (parallel routing).

e To send the item and start the route for approval process, click OK.

e A Locked symbol (padlock) is attached to the icon in your workspace to indicate
that the folder or item cannot be edited while it is routed for approval. Approval
thread members will see the same icon in their In Boxes with an envelope symbol
attached to it. (See Appendix C for illustration of status icons).

e Disapproved folders are identified by a Disapproved symbol (prohibitory slash in
a circle), and a status change to “DAP”

e Ifyou realize that you need to change the Requisition, while it is in route for
approval, contact PARIS helpline, and ask them to “Un-Route the requisition.

e  When the folder or item is approved by the buyer, (last person in the thread), the
status changes to PALT to indicate the Procurement Department is processing it.

e Requisitioners and Approvers can obtain detailed information on the progress of
the requisition in two different ways. By right-clicking on the PR Folder and
selecting Tracking Immediate the viewer can see who has the requisition as of
what date and time. By right-clicking the PR Folder and selecting View Thread
the viewer can see past and future approvers.

4.14 Creating "Change Requisitions' in PARIS

Once a Requisition Folder has been approved and accepted by Procurement, any
modifications must be submitted using a Change Requisition (Point PR). A Change
Requisition can only be used PRIOR to Contract Award—make all necessary changes.

When you create a Change Requisition with the Modify PR command, it contains all
data, documents,and forms present in the orginal Requisition Folder. Once a Point PR has
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been created, the completely revised Requisition must be routed, and will completely
replace the original PR. The original PR will be disabled and cannot be accepted by
Procurement.

4.14.1 Amend a PR, or submit a follow-on requisition to a PARIS contract
award.

Purchase requisition is in Procurement, locked and in "PALT" status and a modification
is required before the contract is awarded; the following process should be utilized to
create a Modify/Point PR:

e Select (highlight) the PR folder, then use the right mouse button to bring
up the menu choice "MODIFY PR".

e Activate this menu selection.

PARIS will create a "Point PR" by copying the information from the

original PR (and renumber the PR) with ".1, .2, etc." for each successive

change. For example a "point PR" for PR E9-123001, will be numbered

E9-123001.1

e Open this PR and make any required changes.

e Upon completion of the changes, complete and route the "point PR" as
normal. The PARIS system will advise the buyer assigned to the original
PR, that a new PR is in-route. The buyer will not be able to complete the
award from the original which will now have a status of "MODEF”

e Upon receipt of the "point PR", the buyer can not cancel a PR in MODF
status. The buyer will replace the original with the point PR" and continue
through contract award.

e After a PARIS PR has been awarded and a "follow-up" requisition is needed to
amend/modify the contract award, the following process should be utilized for
”Other Than New Procurement (OTNP)” requisition

e (reate a New PR folder as normal, but change the Procurement Type, as required.
0 Select the existing award number that needs to be modified , by searching for

an award.

0 For certain types of OTNP’s, the system will bring up an additional screen
that lists the awarded lines for the PR. You will then select and change the
Quantity , or Price.

e Ifyou are adding new lines to an existing award, you will be presented a "new
PR" as usual. The only difference from the processing of an original PR is that the
routing will send the PR to the buyer from the original award, and the PR will
reference the original contract award.

4.15 Cancellation Of PR

A requisition may be canceled at any point in the procurement process. Cancellation must
be initiated by the originator, and performed by the current owner (who may or may not
be the originator).
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Before a Requisition Folder has been Approved, the originator can cancel it with the
Cancel PR command. After a Requisition Folder has been Approved and ownership has
been transferred to Procurement, the originator must contact the Procurement
Representative to which the Requisition already is assigned and request that the
requisition be canceled.

The contents of a canceled Requisition Folder are read-only, and the status can not be
changed. However, a copy of the Requisition Folder may be made if the information is
needed in the future.

4.15.1 To Cancel a Requisition (Originator = Owner)

e This procedure may be performed at any time before the ownership is transferred

to another user, such as may happen at the end of the approval process. Routed

Requisition Folders may be cancelled this way if they have not been approved.

Display the Requisition Folder in the right workspace.

Point to the Requisition Folder icon and activate the Pop-up Icon Menu.

Select Cancel PR from the Pop-up Icon Menu.

In the confirmation message box, click Yes.

If the Requisition Folder is in an approval thread or routed to another user when it

is canceled, it is removed from the recipient's workspace.

e The status of the Requisition Folder is changed to Canceled, and a cancellation
symbol consisting of wavy red lines is attached to the lower corner of the
Requisition Folder icon to represent the Canceled status.

4.15.2 To Request that a Requisition be Cancelled

This procedure may be performed when the originator no longer owns the Requisition
Folder (for example, after it has been transferred to Procurement at the end of an approval
thread).

e Contact the Procurement Representative to which the Requisition Folder is
assigned and request that the Requisition be cancelled.

e When the Procurement Representative cancels the Requisition folder (as
described below), its status is changed to Canceled, and a cancellation symbol
consisting of wavy red lines is attached to the lower corner of the Requisition
Folder icon in your workspace.

4.15.3 To Cancel a PR (Owner other than Originator)

e This procedure is performed by the Procurement Representative upon receipt of a
request from the Requisition originator.

e When a request to cancel a Requisition Folder is received, display the Requisition
Folder in the right workspace.

e Point to the Requisition Folder icon and activate the Pop-up Icon Menu.

e Select Cancel PR from the Pop-up Icon Menu.
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In the confirmation message box, click Yes.

e The status of the Requisition Folder is changed to Canceled.
Ownership of the Requisition Folder is returned to the originator, and a linked
copy remains in your workspace.
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Chapter 5: Routing

User Procedures

The routing features of the system allow you to interact with other users by sending and
receiving items, transferring ownership, and participating in a paperless approval process.
Approval routing and general routing allow you to send items to other users with
restrictions. Transfer allows you to give items to other users. If you have an appropriate
managerial user role, Assign allows you to distribute work to other users within your
working group. A Mail Message form is available for composing messages to other users.

5.1 Types of Routing

User Responsible
Source of Address for Maintaining
Type Recipient List Address List
Approval Routing | Member of Thread Builder System
Approval Thread Window Administrator
Assign Selected Supervisor/Team System
Subordinate Leader Maintenance | Administrator
window
General Routing Selected User Private Address Individual User
Book
Transfer Selected User Private Address Individual User
Book
5.1.2 In Box

The In Box is located at the top of the Navigator on the left side of the workspace. If you
have mail or routed items in your In Box, the color changes from blue to red. To empty
the In Box, move incoming items to other folders. To find out who owns an item routed
to you, use the Get Information command. To identify an item's status or type, look at the
symbols attached to the icons in your In Box.

5.1.3 Identifying Routed Items
The following symbols may be attached to items in your In Box:

Routed to you for Approval

=1

e Assigned: a Req folder has been sent to you for

procurement action
El General Routing

Transferred Items
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The following symbols are attached to items you previously routed to show the new
status:

o Approved: An item you routed for approval has been
returned to you with the necessary approvals
Disapproved: An item you routed for approval has
been returned to you for revisions

®

5.1.4 Out Box

The Out Box is one of the system folders in the File Cabinet. Dragging an item to the Out
Box activates the Routing dialog box. (You should be sure the Out Box is visible before
dragging an item to it.)

5.2 General Routing

General routing extends privileges to any number of users, but only one user at a time
may edit a routed item. When you Route an item, you retain ownership of the routed
material. To route an item or folder:

e Open the folder where the item or folder to be routed, is located. (The icon that
represents the item to be routed must be displayed in the right side of the
Workspace window.)

G Sweel's File

'?.\_.:1 Sweet's File Cabinet

Hame Type Status Access Dwner/Buyer Supy.  Date/Ti
—'-‘ﬂ Trash Can —
L ey In Box “ERY] SF254.pdt EXTR 1P AW  Sweet Meriyn 0B/24/21
| s E2-177803 Copy of E217| 7
‘ﬁ\j EZ-177201.1 ﬂtest.pdf ExTR IP Fw  Sweet, Merriln OB/24/2(
I s E2:200942 .
|_- E0-25571 24 Citris m E2-179243 PR IP Rw  Sweet, Merilyn 0B/28/2(0
L {1 Shipping Orders A0 Swost Mt R
—ﬁ Dt B 0 Sweet, Memripn Udiebs 2
™ Close Out
3 Pending
-2 Award ~ Type of Action
- V!EWS . Transfer
|—ﬁ§d E0-2561231 )
L E0-263123 FOX WALLEY | " Assign
bl P 2002 ¥ General Routing
|_ﬂ\'j E2173843 " Route for Approval
L ﬂ\j E2179842
L (21 Shipping Fy 2003
oK I Cancel
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Do one of the following:

e point to the icon and click the right mouse button to activate the Pop-up Icon
Menu, select “Route”, or drag the icon from the right side of the workspace
window to the Out Box in the Navigator. (Before you drag the icon, use the
Navigator's vertical scroll bar to display the Out Box.)

The Routing dialog box is displayed. Select General Routing and click OK.

e The Route To dialog box is displayed. Select the user(s) to whom you want to
send the item. The list contains the users in your private address book.

To prevent the recipient from making changes, select Read Only under Access.

e To give the recipient editing privileges, select Read/Write under Access. Then,
under Type, select Send Copy if you want to route a copy of the document rather
than the original, and select Protect for Revisions if you want to record the
recipient's changes to a document with revision marks.

e C(lick OK to route the item.

Icon Tip: When selecting Read-Write, it is a good idea to specify Protect for Revisions to
record changes to Word documents. When a document is returned, you may select
Revisions from the Word Tools menu to view any changes and accept or reject them. For
information about using revision marks, see the Microsoft Word documentation.

5.3 Approval Routing

Any folder, document or form marked “Complete” can be routed for approval. Approval
routing sends the item to a list of reviewers known as an approval thread. Each member
of the thread approves or disapproves the item, and it continues automatically to the next
member or back to the user who routed it.

Routing can be sequential (to one user at a time), parallel (to multiple users at the same
time), or a combination of sequential and parallel steps.

Only individuals with the system administrator user role can create threads. Each type of
folder, document or form that users may want to route must have an approval thread
created by a system administrator in the Thread Builder Window. When you initiate a
Route for Approval action and choose an approval thread, the Dynamic Thread Builder

Window allows you to add or delete reviewers (mandatory thread members can not be
deleted).

Approvals have Business Rules applied, and authorized individual will be added to the
thread. Refer to Appendices A, B, and C, for Business Rules, ANL East, West, and APS.

Once the item is approved by the last user in the approval thread, it is either returned to
the originator of the thread, or it changes ownership to the current user (the last person in
the thread), depending on the parameters specified in the approval thread. After an item
has cleared the entire approval thread, it is marked with an Approved symbol.
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5.3.1 To route an item for approval:

e Open the folder where the item to be routed is located. Make sure the item has the
Completed status.

e Do one of the following: point to the item and click the right mouse button to
activate the Pop-up Icon

e Select Route or drag the item from the right side of the workspace window to the
Out Box in the Navigator. (If necessary, first use the Navigator's vertical scroll
bar to display the Out Box.)

e The Routing dialog box is displayed. Select Route for Approval and click OK.

[ ]

The Select an Approval Thread window is displayed. Select an approval thread
and click OK.

e List of threads are displayed.

File Edit Form Report Ltlities ‘Window  Help

Jém:laeapmnn% k3

5 woot' Fie Cabinel E0.179042__ _Iolx]
] Sweet's File Cabinet £ Select an Approval Thread
-l Trshian Class Type Name
e In Bow

- Out Box FORM  AZBE ACL Mortensen
5 Close Out
&3 Pending

-5 Award -
g Views

L% Py 2002

Y E2-179343

Show All Thread
Amount: $.00 ow reads |

Cancel |‘

| | ] Number of items: 3

| Ready

st 4 & © B > Ev] G| 21e| Te | %] €1 £13.] Bw|[Fs. G EQDBT 110 A

The Dynamic Thread Builder Window will be displayed:
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B PARIS M=l

File Edit Fom Report  Ublities Window Help

& By @o(mmm s

2

F_I. Dynamic Thread Builder

_ Thread Parameters: i Getlser List I
[~ Send Message after each Approval  After Last Approval: Keehler-ORiley, Angela -A-I
. 2 (¢ Return to Originator Kendall, Eugene
[T Continue on Conditional Approval Rerinin Haken By

" Transfer Ownership
[~ Revisions Allowed

Kickelz, Louizse LI

[START) hortensen, JuDee A PPRCOLED)
RECHWAMIEST
(E-hail)

w
1| | 3

| Pending  po| Approved  gm| Disapprowed | Procuremert | Mew hember

OK | Eam:ell

| Processing ... 7

e The Thread Parameters section contains read-only information which is
maintained by a system administrator.

0 To populate the user list, click on “Get User” and all valid system users will
be retrieved. The User List section contains the names of all system users.
Names may be dragged from this list to the lower section of the window
where the approval thread members and the routing sequence are shown
graphically. Each rectangle contains the name of one thread member,
Division, and includes the following Properties:
= “E”if e-mail messages are enabled
= Asterisk for Mandatory status

The arrangement of names from left to right determines the order of sequential
routing, while each vertical arrangement identifies users who will receive the item
simultaneously (parallel routing). Requisition Folders, when routed for approval,
will select members for the thread on the basis of the thread selected as well as
business rules governing financial approvals, budgetary approvals, category code
approvals, and unique requirements, (such as classified or precious metals). The
inclusion of members into a thread based on business rules will always occur after
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the division members have been listed and will be listed for parallel, or sequential
routing.

Procurement Package items routed for approval (such as solicitation or award folders or
documents) will always be inserted based on the thread selected with no external business
rules defining members of the thread. You may add members to these threads but they
will be inserted in sequential order based on where you place their name.

The Thread Parameters section contains read-only information that is maintained by a
system administrator. The User List section contains the names of all system users.
Names may be dragged from this list to the lower section of the window where the
approval thread members and the routing sequence are shown graphically. Each rectangle
contains the name of one thread member, and includes the following Properties if
applicable:

The arrangement of names from left to right determines the order of sequential routing,
while each vertical arrangement identifies users who will receive the item simultaneously
(parallel routing).

e Adding Members to the Thread:

If the item you are routing should be reviewed by an individual not listed in the

thread:

0 Locate the name in the User List

0 Drag it to the position in the thread (drop zone) where you want the individual
to receive the item and release the mouse button to drop it in place. The order
of individual thread members can be rearranged by dragging and dropping the
rectangles containing their names.

Tip: Always drop members from the User List, before you reach the last person in the
thread

e Removing Member from the Thread:
Remove a member by dragging to the Trash Can within the window.

Note: One cannot remove a “Mandatory”

e To send the item and start the route for approval process:

0 Click OK to start the Route for Approval process.

0 A Locked symbol (padlock) is attached to the icon in your workspace to
indicate that the folder or item cannot be edited while it is routed for approval.
Approval thread members will see the same icon in their In Boxes with an
envelope symbol attached to it.

0 When the folder or item is approved, an Approval symbol (Check Mark) is
attachd to the icon. Disapproved folders or items are identified by a
Disapproved symbol (prohibitory slash, in a circle).
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e To send the item and start the route for approval process

0 click OK.

0 A message box confirms the start of the route for approval process. Click OK.

0 A Locked symbol (padlock) is attached to the icon in your workspace to
indicate that the folder or item can not be edited while it is routed for
approval. Approval thread members will see the same icon in their In Box
with an envelope symbol attached to it.

o When the folder or item is approved, an Approved symbol (check mark) is
attached to the icon. Disapproved folders or items are identified by a
Disapproved symbol (prohibitory slash in a circle).

5.3.2 Drop Zone for Dynamic Threads

The drop zone for sequential routing extends from the middle of the red dash after the
word “Start” to the right-hand edge of the window, and includes the top half of each
rectangle. The drop zone for parallel routing extends from the middle of each rectangle to
the bottom of the window

Note: The drop zone for sequential routing is the rectangle that you wish to insert the
new member in front of, and the drop zone for parallel routing extends parallel from
each rectangle to the bottom or top of the window.

5.4 Transfer

When you transfer ownership of a folder, document or form, it is removed from your
workspace and placed in the “In Box” of the recipient you select. You can only transfer
these items to other system users listed in your private address book.

Folders and other items may be transferred automatically at the end of any approval
thread. The thread parameters determine whether a folder is transferred automatically.
Also, if a Change Requisition is submitted, its ownership is transferred to the user who
owns the original Requisition Folder, and it is automatically assigned to the user to whom
the original Requisition Folder is Assigned.

To transfer ownership:
e Display the folder or item to be transferred in the right workspace
e Do one of the following:

0 Point to the icon and click the right mouse button to activate the Pop-up Icon
Menu.

0 Select Route or drag the icon from the right side of the workspace window to
the Out Box in the Navigator. (Before you drag the icon, use the Navigator’s
vertical scroll bar to display the Out Box.)

e The Routing dialog box is displayed.

Select Transfer and click OK.

e The Transfer To dialog box is displayed.
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e Select the recipient, and click OK. The list of names is from your private address
book.

e A message box is displayed to inform you of the successful transfer. Click OK to
acknowledge it.

5.5 Assign

Only users with specific managerial user roles and designated subordinates can assign
folders, documents or forms to other users, and they must own an item to assign it.
Routed or previously assigned items cannot be assigned, but may be de-assigned and then
assigned again. When you assign something, you retain ownership and can view its
current location in the Assigned Workload Report.

If you want to assign a Requisition Folder, its status must be Approved. When a
Requisition Folder is assigned, its PALT (Procurement Administrative Lead Time) clock
is started, and the PALT Report displays data about it. If a Change Requisition is
submitted, its ownership is transferred to the user who owns the original Requisition
Folder, and it is automatically assigned to the user to whom the original Requisition
Folder is Assigned.

5.5.1 To assign an item or folder:

e Display the item or folder to be assigned in your right Workspace.

Do one of the following:

0 Point to the icon and click the right mouse button to activate the Pop-up Icon
Menu.

0 Select Route or drag the icon from the right side of the workspace window to
the Out Box in the Navigator. (Before you drag the icon, use the Navigator’s
vertical scroll bar to display the Out Box.)

e The Routing dialog box is displayed.

e Select Assign and click OK.

The Assign To dialog box is displayed. Select the recipient from the list of your

subordinates. (This list is maintained by a system administrator in the

Supervisor/Team Leader Maintenance window.)

e (lick OK. The assigned item is placed in the “In Box™ of the user you selected,
and a read-only copy remains in your workspace. A portrait symbol attached to
the lower corner of the icon indicates its Assigned status. (Assigned PR Folders
have a green PALT clock symbol attached instead of the portrait symbol.)

5.5.2 De-Assign

A folder or item may be assigned to only one user at a time. If work needs to be
reassigned to a different user, you must remove the first assignment, then repeat the
assign procedure.

70



User Procedures
NATIONAL

LABORATORY

‘Argorne Nafcnol Loboraiony s cperaed T Uniersiy of Cicogo o iz S eparmen'of iney

To remove an assignment:

Select “Manage Routing/Assignments” from the Utilities menu

The Manage Assignments window is displayed.

Select the item or folder in the Assigned Documents/Forms/Folders section of the
list.

Click the De-Assign button.

The folder or item is removed from the recipient’s workspace, and it is available
for you to assign to another user.

Click OK to close the Manage Assignments window.

5.6 Approving Work

Documents, folders and other items which have been routed to you for approval arrive in
your In Box. Your Inbox will be red in color, if there are items to approve.

To approve a folder or item:

Open your In Box. Any items with an envelope attached requires that an approved
action be taken. It will also have “Approval Required” specified under the object
name.

Open the folder, document, or form and review the contents.

If you are satisfied with the contents, display the icon for the folder or item you want to
approve in your right Workspace. (If it is still in your In Box, click the In Box icon in the
Navigator.)

Do one of the following:

0 To keep a copy of the item you are approving, drag the item to another folder
prior to taking the following actions.

0 Point to the icon and click the right mouse button to activate the Pop-up Icon
Menu. Select Route, or,

0 Drag the icon from the right side of the workspace window to the Out Box in
the Navigator. (Before you drag the icon, use the Navigator's vertical scroll
bar to display the Out Box.)

The Approval Action dialog box is displayed. To approve the folder or item, click

Approve.

The folder or item is automatically routed to the next person in the approval

thread.

The folder or item is marked “Approved” when the last person in the thread has

approved it.

If you want to Approve With Comments, click on it, and the window will be

displayed for entry of Comments. Type the Comments and close the window.

If you want to Approve With No Comments, click on “Approve No Comments”.

71



User Procedures
NATIONAL

LABORATORY

e Ownership of the folder or item either stays with the originator or is transferred to
the last person in the thread when the approval process is finished, depending on
the parameters in the approval thread

5.7 To Disapprove an item:

Documents, folders and other items which you choose to disapprove, are processed as
follows:

e Display the icon for the folder or item you want to disapprove, in the right
Workspace.

e Point to the icon and click the right mouse button to activate the Pop-up Icon
Menu. Select Route, or,

e Drag the icon from the right side of the workspace window to the Out Box in the
Navigator. (Before you drag the icon, use the Navigator’s vertical scroll bar to
display theOut Box.)

e The Approval Action dialog box is displayed. To disapprove the folder or item,
click Disapprove.

e A window will be displayed for you to enter comments. Type your comments and
close the window.

e The folder or item is returned to the originator for revision.

5.8 Approval Thread Maintenance

This function is restricted to individuals with System Administrator user roles.

Approval threads are created and edited in the Thread Builder Window. Each type of
folder, document or form that users may want to route must have at least one approval
thread. Any user may customize an existing approval thread for a specific folder or item
being routed for approval in the Dynamic Thread Builder Window. However, only
system administrators can create or modify the original approval thread. For instructions,
refer to PARIS on line help, Approval Thread Maintenance topic

5.9 Thread Builder Window: Member List Panel

All data entered or changed in the Member List panel applies to the approval thread
selected in the List of Threads panel which is displayed when the Thread Builder
Window is opened.

Note: This can only be maintained by the PARIS system administrator.
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=] List of Threads ﬁHBadBl # Member List

Approval Thread Name:

PRO/Eelander
— Thread Parameters:
[ Send Message after each Approval After Last Approval:
[" Continue on Conditional Approval (#) Return to Originator
™ Revisions Allowed (_) Transfer Ownership
File Class: |Folder =|  File Type: |&ward Folder =]
Status:
Created By: Miriam E. Bretscher Last Updated By: Miriam E. Bretscher
010472000 01/04/2000

The left side of the User List contains the names of all system users, and the Thread
Member List at the right shows the users in the approval thread. The names should be

arranged in the desired order for sequential routing, with the first user to receive a routed
item at the top of the list.
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Shift Up

To specify approval thread members:

e To add a user to the thread, highlight a name in the User List and click “Add “
button to move the name to the Thread Member List. Add names in the order that
they should receive the routed folder or item.

e To reposition a user in the thread, first select the name in the Thread Member
List, then click the Shift Up or Shift Down button as many times as necessary.

e To make a user a required member of the thread, mark the Mandatory box. (For
Requisition Folder threads, the division financial approver and the final approver
for the specified cost centers should be Mandatory.)

e [f a thread member should review only folders or items which involve specific
funding levels, mark the Restrict box and enter the Minimum and Maximum
dollar amounts.

e To delete a thread member, select the name in the Thread Member List, then click
the Remove User button.

e When both the Header and Member List panels are correct, either return to the
List of Threads panel to work on another thread, or exit the window by double-
clicking the Close Bar. If the Closing dialog box is displayed, click the Save Then
Exit button.

e To open the Properties dialog box for a thread member, point to the rectangle that
represents that user and press the right mouse button to activate the Pop-up
Thread Builder Menu. Select Properties. Enter the maximum number of days you
want the individual to have the item before making an approval decision (When
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the routed material is in the recipient’s workspace, the system calculates the
Suspension Date and lists it in the individual’s Tickler Report.) Mark the E-Mail
checkbox to enable automatic mail messages. Click OK to close the Properties
dialog box.

5.10 Thread Parameters

OPTION FUNCTION
Send Message After Each If this option is marked, the system sends a
Approval message to the originator after each user

approves the routed item. If it is not marked,
the approval process continues silently.
Continue on Conditional If this option is marked, the item continues in
Approval the approval thread if it is disapproved by a
member, then returns to the originator for
revisions when it reaches the end of the
approval thread. If it is not marked, a
disapproved item is returned to the originator
immediately.

Revisions Allowed If this option is marked, the routed item has
read-write access and changes may be made by
reviewers. If it is not marked, access is read-

only.
After Last Approval...Return | If this option is marked, ownership of approved
to Originator items remains with the user who routed them.
After Last If this option is marked, ownership of approved
Approval... Transfer items is transferred to the last member of the
Ownership approval thread. Approved Requisition Folders

are transferred to a user in the contracts office.

This is a Display Only function. To view the available list of approval threads, choose
“View Approval Thread” from the Utilities menu:

e Approval Thread Name A unique descriptive title which will help users select
the appropriate approval thread.
e Thread Parameters - Thread Parameters may be specified:

0 Send Message After Each Approval: Mark this option to send a message to
the originator after each user approves the routed item. Leave it unmarked to
let the approval process continue silently.

0 Continue on Conditional Approval: Mark this option to allow an item to
continue in the approval thread after it is disapproved by a member, then
return to the originator for revisions when it reaches the end of the approval
thread. Leave it unmarked to return disapproved items to the originator
immediately.

0 Revisions Allowed: In the implementation of PARIS, Revisions are NOT
allowed during the approval process. DELETE: Mark this option to give
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reviewers read-write access to the routed item. Leave it unmarked for read-
only access.

0 After Last Approval. Return to Originator: Mark this option to
automatically return approved items to the user who routed them (the
originator).

0 After Last Approval. Transfer Ownership: Mark this option to transfer
ownership of approved items to the last member of the approval thread.

0 File Class: Select Folder, Document or Form from the drop-down list box.
Only one file class may be selected. Always select the file class before the
file type.

0 File Type: Select the type of folder or item to be routed on the thread. Only
one file type may be selected. If Folder is selected as the File Class, the drop-
down list box displays the names of individual folders. If Document or Form
is selected, the list of file types may contain names that represent groups of
similar items.

0 Created By - (Read Only) This field identifies the name of the system
administrator who created the approval thread.

0 Last Updated By - (Read Only) This field identifies the name of the system
administrator who most recently edited the approval thread.??

5.11 Address Book

To route items electronically to other system users using General Routing or Transfer,
you must select a personal list of addresses, known as your private address book, from a
public list of all available addresses.

To maintain your private address book:

e Select Address Book from the Utilities Menu.

e The Private Address Book dialog box is displayed.

e To add a user, select a name in the Available System Users list. Click the Add
button to place the name in your Private Addresses list.

e To delete a user, select a name in the Private Addresses list. Click the Remove
button to move the name back to the Available System Users list.

e Click OK when you have finished adding and deleting names
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Chapter 6: Procurement Office Procedures

6.1 Procurement Package Folder

In PARIS, the Procurement Package Folder and its subfolders are where you perform the
majority of your work for award and administration of contracts. This folder contains the
Solicitation, Negotiation, and Award folders, which are created automatically at the same
time as the Procurement Package folder. As the procurement develops into a contract,
this folder becomes the equivalent of a contract master file. This section will enable you
to:

e Review a Requisition Folder.

e C(Create a Procurement Package Folder.

e Migrate a Requisition Folder into a Procurement Package Folder.

f® E0-259124 Citrix

| |l E0-259124 Citi
| Il Solicitation

| |- &% Negatiations

| L 2803501

6.1.1 Procurement Package Folder Contents

This folder contains the Solicitation and Award folders, which are created automatically
at the same time as the Procurement Package folder. As the procurement develops into a
contract, this folder becomes the equivalent of a contract master file. There are
documents and forms available in the Procurement Package Folder, such as the Checklist
Procurement Documentation and Clearance, Cost Reduction Report, Facsimile
Transmittal.

6.1.2 Reviewing Requisition Folders

When a Requisition Folder is assigned to a Procurement official, it arrives in the /n Box
of the designated recipient. All the information in a Requisition Folder has Read-Only
access when the Procurement office receives it. Only the originator may change an
assigned Requisition Folder by preparing a revised Requisition Folder.

The Procurement official may open the Requisition Folder and examine the contents to
decide whether the procurement request is complete or if additional information is
required. This review usually occurs before the requisition is processed in a Procurement
Package Folder. To review a requisition folder:
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. Double-click the /n Box or other folder icon containing the Requisition Folder in
the Navigator to open

e Double-click the icon for a newly received Requisition Folder to display its
contents in the right portion of the Workspace Window.

e Double-click the icon for the Purchase Requisition form to open the Purchase
Requisition Window. Review the information on the Requisition Form

e To view the Requisition lines, click on the Line Item, in the Requisition Header
Tab.

e Activate the Pop-up Workspace Menu and select the Item List. The Requisition
Lines are listed.

e The Requisition Recommended Sources are displayed in the Supplier tab of the
Purchase Requisition window. Look at the organizations listed, then close the
window.

e Open and review any documents and forms that accompany the Requisition.
Close the documents by clicking the Return to PARIS button on the floating
toolbar and close the forms by double-clicking the close bar.

e Activate the pop-up menu, and select Printable Image of the PR, to print the
requisition.

e Procurement instructions specified by the Requisition, are located on the
Requisition main panel.

o Display the Requisition Folder in the Workspace, by clicking the /n Box icon or
File Cabinet icon in the Navigator

6.1.3 Procurement Package Folder

The Procurement Package folder is a master folder which holds all information associated
with a specific procurement, from receipt of the requirement (Requisition Folder) to
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retirement of the contract file (Close Out Folder). It is the PARIS equivalent of a contract
master file.

Each phase of the procurement process is accomplished in specialized subfolders within
the master Procurement Package folder. When a Procurement Package folder is created,
three subfolders, Solicitation and Award, Negotiation, are automatically placed in it.

Other subfolders are added by the user or PARIS as they are needed, Following is a list of
folders/subfolders used in the Procurement Package Folder and their purpose.

6.1.3.1 Requisition (PR) Folder

The Requisition Folder (also referred to as a Procurement Requisition or PR folder)
serves as the requirements package holder for all information submitted by the program
office.

The Requisition Folder is created in a program office and routed for approval, then
transferred to the contracts office. Data is migrated from the Requisition Folder into the
Procurement Package Folder to establish the initial data in the Procurement Parameters
and Procurement Line Item windows.

The Object Icons are pictured and described in section 3.1.2.2. of this document.

6.1.3.2 Solicitation Folder

The Solicitation Folder is automatically placed in a new Procurement Package Folder. It
holds documents and forms needed before a purchase order is awarded, including the
Request for Quotations document. It holds all the bidding information from the
contractors. The folder provides Sources, Solicitation Parameters, Solicitation Line Items,
Documents and Forms, needed for solicitation preparation.

6.1.3.4 Amendment Folder

The folder provides menu access to the Amendment Parameters, Amendment Line Item
Windows, and the Amendment document. The Amendment Folder can be created inside
the Solicitation Folder, to amend the Solicitations after they are issued.

(See Modification Folder)

6.1.3.5 Award Folder

An Award Folder is automatically placed in a new Procurement Package Folder. If
necessary for multiple awards, additional Award Folders may be created in the same
Procurement Package Folder. The Award Folder provides menu access to the Award
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Parameters window and Award Line Item window, and documents and forms needed for
award preparation (including the Purchase Order document).

6.1.3.6 Executed Folder

The Executed Folder is automatically placed in an Award Folder when an Award status is
applied. The Executed Folder provides menu access to forms needed after a purchase
order or other award instrument is executed.

6.1.3.7 Modification Folder

A Modification Folder may be created inside an Award Folder, or a Task Order
(Ordering Folder), after they are awarded. The Purchase Order or other procurement
action must be changed or terminated. The Modification Folder provides menu access to
the Modification Parameters and Modification Line Item windows, and the Modification
document. A separate Modification Folder should be created for one change at a time.

6.1.3.8 Post-Award Administration Folder

The Post-Award Administration Folder contains documents needed for contract
administration, such as responses to claims and protests. An post-award Administration
Folder may be created in an Award Folder which has the Awarded status.

6.1.3.9 Correspondence Folder

A Correspondence Folder may be created in a Procurement Package, Award,
Modification, or, Ordering Folder, to hold documents used for official communications.
The Correspondence Folder provides menu access to Incoming and Outgoing
correspondence documents.

6.1.3.10 Close Out Folder

The Close Out Folder is automatically placed in an Award Folder when the user changes
the status from Awarded to Physically Complete. The Close Out Folder holds the forms
necessary to retire a procurement action.

6.1.3.11 Negotiation Folder

The Negotiation folder is automatically placed in each new Procurement Package Folder
and Modification Folder. It holds contains all documentation created during the
negotiation process.
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6.1.3.12 Miscellaneous Folder

The Miscellaneous Folder is a generic folder which may be created in any folder or at the
file cabinet level and Renamed to reflect its contents. The primary purpose of the
Miscellaneous Folder is to provide a filing location for work that does not belong in other
folders.

6.1.3.13 Ordering

Ordering Folders are used to process orders under Blanket Ordering Agreements (BOA).
An Ordering Folder may be created in the original Award Folder which contains the
BOA.

6.1.4 Creating a Procurement Package Folder

The Procurement Package Folder is the master contract file. It contains the Negotiation,
Solicitation, and Award Folder, within it. Requisitions are migrated into the Procurement
Package. It provides menu access to the Procurement Package parameter line items, and
documents.
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The procurement type you select when you create a Procurement Package Folder
becomes the subtype (e.g. Commercial items, Construction, etc.) of the folder and
determines what documents and forms will be available on the menus in the folder and its
subfolders. The Location List help topic tells you whether an item can be found in a
folder with a specific procurement type. To create a Procurement Package Folder:
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e Open the Pending System Folder or select the file cabinet at the top of the
Navigator listing to close any open folders.
Activate the Pop-up Workspace Menu.

e Select Create Folder, then Procurement Package.
In the Create a New Procurement Package window, enter a title and select one of
the five procurement types from the Type of Procurement drop-down list box (i.e.
Commercial Items, Non-Commercial Items, Construction, A&E, or Non-
Standard). Click OK.

e A Procurement Package Folder is created with a Solicitation and Award Folder
inside.
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6.1.5 Migrating a Requisition

When a Requisition Folder is moved to a Procurement Package Folder, the action is
interpreted as a special system activity known as Migrating a Requisition. Before you
migrate a Requisition Folder, you must first create a Procurement Package Folder to hold
it. Requisition Folders assigned to you arrive in your In Box. The windows, documents
and forms in the Requisition Folder are read-only (they are a record of what you
received). The process of migrating the Requisition Folder copies the data into the
Procurement Package Folder so that the Contracting Official may edit or modify the data
to prepare solicitation and contract documents. This eliminates the necessity of re-keying
Requisition information into the Procurement Package Folder. To migrate a requisition:

e Open the In Box (or other folder where the Requisition Folder is located). The
Requisition Folder must be displayed in the right workspace. The Requisition
must be already assigned to you.

e Use the scroll bar to make the Procurement Package Folder visible in the
Navigator. (Do not open the Procurement Package Folder.)

e Use the mouse to drag the Requisition Folder from the In Box (right workspace)
to the Procurement Package Folder in the Navigator. Release the mouse button
when the correct Procurement Package Folder title is highlighted.

When you drop the Requisition Folder on the Procurement Package Folder, some of the
following messages may be displayed:

0 Migrate PR Parameters? This question affects the data in the Line Item,
Parameters and Recommended Sources windows. Click Yes to copy data
from the migrated Requisition Folder to these windows in the Procurement
Package Folder. (You may edit the information later if necessary.) Click
No, if you do not want to copy the information from the Requisition
Folder to the Procurement Package Folder.

Note: By clicking No, the Line Requisition lines will not be migrated to the
Procurement Package.

0 Rename Procurement Folder? Click Yes to replace the Procurement
Package Folder title with the Requisition Folder title (displayed in the
dialog box). Click No to retain the Procurement Package Folder title.

0 Append Lines? If there are already line items and parameters in the
Procurement Package Folder, you are asked whether you want to add the
Requisition Folder line items to the existing line items, or replace the line
items and parameters. If you click Yes, the new line items are appended
to the list in the Procurement Line Item Window. If you click No, the line

83



User Procedures

items and parameters in the new Requisition Folder replace the
information in the Procurement Package Folder.

e After you reply to the last message, the Requisition Folder is placed in your
Procurement Package Folder and the actions you selected in the dialog boxes are
implemented.

e Double-click the Procurement Package Folder icon in the Navigator to open it.

6.2 Parameters

The Parameters Window and the Line Item Window are two of the most important tools
in PARIS. Information that applies to the entire procurement is entered and edited in the
Parameters Window.

Exception to the Parameters data or data that applies to individual line items are recorded
in the Line Item Window, where a list of line items for the procurement is maintained.
This unit covers the Parameters Window. The Line Item Window is described in the next
unit.

When you finish this unit, you will be able to do the following:

e Differentiate between the Line Item Window and Parameters Window.
Open the Parameters Window when working with various folders within the
Procurement Package Folder.

e Enter and edit Parameters data in all panel of the Parameters Window.
Assign contract and solicitation numbers using the Procurement Auto-Numbering
dialog box.

6.2.1 Parameters and Line Item Data

Large amounts of procurement data are maintained in the Parameters and Line Item
Windows, ranging from general information (such as contract type, and addresses of
parties involved in the procurement) to detailed shipping instructions. PARIS retrieves
this information and places it where it belongs in forms and documents.

Data in the Parameters or Line Item Windows may be edited only when the status of the
open folder is In-Process, or the folder is routed for approval with revisions allowed. In
all other instances, the windows are Read-Only. A record of the Parameters or Line Item
data for each folder is retained in the database. As you move on to use the Parameters and
Line Item Windows in other folders, your work does not affect previous folders in the
procurement sequence. You may open a folder at any time and view the data in the
Parameters or Line Item Windows for that folder.
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For example, when you Issue a Solicitation document, the Procurement Parameters
Window becomes Read-Only, but the same Parameters data can be retrieved and edited
in the Amendment or Award Folders.

6.2.2 Parameters or Line Items — Which Window to Use?

Parameters information applies to the entire procurement or a/l line items of the
procurement, while Line Item information applies to individual line items. Y ou should
use the Parameters Window to enter information about the entire procurement, such as
names and addresses of points of contact, identification of reference material, contract
expiration date, shipping destination, method of payment, etc. The same information
should be entered in the Line Item Window only if it needs to be customized for
individual line items.

Data should be entered in the Parameters Window before opening the Line Item Window.
Because data must be entered separately for each line item in the Line Item Window, it is
more efficient to use the Parameters Window for information that applies to all line
items, then note any exceptions in the Line Item Window.

6.2.3 Parameters Window

Selecting the Parameters command from the Pop-up Workspace Menu opens Parameters
Window, where information that applies to the entire procurement is entered and edited
in the Parameters window. PARIS takes information from the Parameters Window and
pre-fills it in forms and documents when you create them.

The Parameters command is available on the Pop-up Workspace Menu when you open a
Procurement Package Folder or certain of the subfolders within it.

6.2.3.1 Opening the Parameters Window

e Open a folder that has parameters, and activate the pop-up workspace menu.
e Select Parameters.
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e The Parameters window is displayed with the Main Panel displayed.. The title bar
identifies the type of open folder. (In a Solicitation Folder, the title is Procurement
Parameters.)

e At the top of the Parameters window, there are two rows of tabs which may be
selected by pointing to the desired tab and clicking. A panel corresponding to
each tab name is displayed when the tab is selected.
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e Additions and changes are saved automatically each time you select a new panel,
or insert or append a new row.

e To exit from the Parameters window, click the close bar. If the Closing dialog box
is displayed, click Save Then Exit to save new data in the current panel.

6.2.3.2 Parameters Window: Main Panel

The Main panel of the Parameters window holds basic information about the
procurement, such as the contract type and number. Always enter information in the
Main panel before proceeding to other panels, and before entering line items in the Line
Item Window. To enter information in the Main panel:
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e Open the Parameters window. The Main tab panel is displayed.
e Enter information in all applicable blocks as described below.
Note: Many of the fields have drop-down menu lists for you to select the appropriate

entry. Many of the options available in these menu lists are determined by the type of
Procurement Package Folder Selected.
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The following is an explanation of each block in the Parameters Main Panel:

Field

Explanation

Award Instrument

Select the type of award or order from the drop-down list
box.

Purchase Type

Select the Purchase Type from the drop-down

Type of Procurement

Select Type of Procurement from the drop-down list box.

Modification Number (Amendment or Change
Order Only)

A sequential number is assigned by the system.

Piin/Contract Number

Assign a purchase order number or PIIN using the
Procurement Auto-Numbering dialog box, after you have
selected an Award Instrument (See description in this
unit

SPIIN

If applicable, assign a SPIIN using the Procurement
Auto-Numbering dialog box.

Contract Type

Select contract type from the drop-down list box.

Set-Aside Type

Select the type of set-aside from the drop-down list box.
If there is no set-aside, select None.

Purchase Category

Select a description from the drop-down list box.

Award Currency

Select a country from the drop-down list box, or select
n/a.

Payment Currency

Select a country from the drop-down list box, or select
n/a.

Exchange Rate

Enter the exchange rate to be used, if applicable.

Naics Code

Will default from the category of the requisition, but may
be changed.

Naics Size Standard

Enter this and also specify if size relates to standard
corresponds to number of employees, or sales dollars
relates to Sales dollars in millions

Paid by EFT Mark the box if Electronic Funds Transfer applies to the
Procurement.

Solicitation Number Assign a solicitation number using the Procurement
Auto-Numbering dialog box
after you have selected a Solicitation Type (or RFQ
Type).

Solicitation Type Select the type of solicitation from the drop-down list
box, or select n/a.

Issue Date Enter the issue date for the solicitation.

Extent Competed Select the type of competition from the drop-down list
box, or select n/a.

Business Type Select the business type from the drop-down list box.

Cash Terms Select Cash Terms from the drop-down list.

P-Card Holder

If cash Terms is P-Card, enter this information

Transaction Reference number

If Cash Terms is P-Card, enter this information
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6.2.3.3 Procurement Auto-Numbering

e The Procurement Auto-Numbering dialog box is displayed when you double-click
a Contract or Solicitation Number. The system keeps track of assigned numbers
and suggests the next available number. The number with the appropriate letter(s)
that represent the Type of Award Instrument or Solicitation Type is suggested
automatically when the user opens the dialog box. (Select the Award Instrument
or Solicitation Type before opening the Procurement Auto-Numbering dialog
box.) To use the Procurement Auto-Numbering dialog box:
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0 Highlight the Procurement Package Folder in the Navigator.

0 Activate the Pop-up Workspace Menu and select Parameters.

0 In the main Parameters Window Panel, point to the Contract Number field (or
other number field). When the cursor changes to a magnifying glass, double-
click to “Lookup” a number. The Procurement Auto-Numbering dialog box is
displayed.

0 Click on Build PIIN, a new contract number will be displayed
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0 Click on Register, to use this number
0 When you register a number, the Procurement Auto-Numbering dialog box is
closed and the number placed in the field where you clicked to activate it.

6.2.4 Parameters Window: Limits Panel

The Limits panel allows you to specify the various components that make up the total
award amount for the Procurement Instrument. The amounts specified will vary based on
the type of contract selected (such as estimated cost and fixed fee for CPFF and total for
FFP). To enter pricing for individual line items, use the Line Item window Pricing panel.
To use the Limits panel:

e Open the Parameters window and click the Limits tab.
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e Add arow of data blocks by selecting Append or Insert from the Form Menu. A
set of data entry blocks is added to the panel.

e Enter the appropriate data.

e To delete a limitation row, select it by clicking within one of its data blocks, and
select Delete from the Form Menu.

Note: If you change the type of contract in the main panel

6.2 5 Parameters Window: References Panel

The References panel in the Parameters window allows you to identify sources of
detailed information that apply to the entire procurement. Use the Line Item Window
References panel to enter reference information for individual line items. To use the
References panel:
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e Open the Parameters window and click the References tab.

e (ertain references, such as a Purchase Requisition (PR) Number, may be
identified by the system and pre-filled in the panel.

e Add arow of data blocks by selecting Append or Insert from the Form Menu. A
set of data entry blocks is added to the panel.

e For each reference, select a Qualifier which identifies the type of reference, enter
the Reference Number, and briefly describe it. You may add as many references
as necessary.

e To delete a row, point to it and click to select it. Then select Delete from the Form
Menu.

6.2.6 Parameters Window: Dates Panel

The Dates panel in the Parameters window allows you to specify dates that apply to the
entire procurement. To customize dates for individual line items, use the Line Item
window Dates panel. To use the Dates panel:
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e Open the Parameters window and click the Dates tab.

e Add arow of data blocks by selecting Append or Insert from the Form Menu. A
set of data entry blocks is added to the panel.

e In the first data entry block, select the type of date or time from the drop-down list
box.

e Enter the date in the second data entry block.
To delete a date row, point to one of its data entry blocks and click to select it. Then

select Delete from the Form Menu.

6.2.7 Parameters Window: Markings Panel

The Markings panel allows you to specify the way shipments are to be marked or
numbered. The information you enter here applies to the entire procurement. To specify
markings for individual line items, use the Line Item window Markings panel. To use the
Markings panel:

e Open the Parameters window and click the Markings tab.
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e Add blank rows by selecting Append or Insert from the Form Menu.

e Two rows of blank data entry blocks are added to the panel. (Rows are added in
pairs to match electronic data standards.)

e Enter the markings information
e Ifyouneed only one row, use the first and leave the second blank.
e To specify two sets of markings, use each row to specify one set.

e To delete a row, point to it and click to select it. Then select Delete from the Form
Menu.

Note: If you have one blank row at the bottom of the panel, do not use the Delete
function as this will delete the bottom two rows.
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6.2.8 Parameters Window: FOB Panel
e Open the Parameters window and click the FOB tab.
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e Add arow of data blocks by selecting Append or Insert from the Form Menu. A
set of data entry blocks is added to the panel.

e Enter the FOB information. (Paris defaults to FOB Destination as it is used most
often)

e To delete a row, point to it and click to select it. Then select Delete from the Form
Menu.

6.2.9 Parameters Window: Addresses Panel

The Addresses panel allows you to identify the parties responsible for procurement
activities, such as shipping, receiving, inspecting goods, processing payment, and
auditing activities. The contractor and subcontractor are also identified here.
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The information in the Addresses panel in the Parameters window applies to the entire
procurement. To enter government organization or contractor information for individual
line items, use the Line Item window Addresses panel. To use the Addresses panel:

e Open the Parameters window and click the Addresses tab.
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e In a Procurement Package Folder, the Addresses panel is pre-filled with one or
more entities migrated from a PR Folder, and your organization is recorded as the
Contracting Office. If a contractor has been selected from the SF 1409, the
Contractor is added to the Addresses panel the first time the Parameters Window
is opened in an Award Folder.

e Add an address by selecting Append or Insert from the Form Menu.

e A set of blank data entry blocks is displayed in the top section of the Addresses
panel, and a blank row is added to the list of addresses in the lower section of the
panel.

e Select an Entity from the drop-down list box.
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e Then point to the Name field and click to activate the Lookup feature. Names of
organizations associated with the entity you selected are displayed in a dialog
box. Select a name and click OK, or click Cancel and then type a name in the
Name field.

e Add or edit the other address information by putting the mouse pointer over the
field to be edited, clicking the primary mouse button, and then typing in the
desired information.

e To enter a name of an individual who is a point of contact for the entity, select the
organization in the list, then click the Point of Contact button to open the
Organization/Contractor .Contacts window.

To delete an address from the list, point to the address in the list and click to select it.
Then select Delete from the Form Menu.

6.2.10 Organization/Contractor: Contact Window

The Organization/Contractor Contacts window allows you to identify individuals
associated with each entity listed in the Parameters Window Addresses panel. To use the
Organization/Contractor .Contacts window:

e Click on the Point of Contact button in the Addresses panel of the Parameters
window.

e To add a Point of Contact, select Append or Insert from the Form Menu. A blank
row is added to the list in the top section of the panel, and a set of blank data entry
blocks is displayed in the lower section of the window.

e Select a Duty or Responsibility from the drop-down list box.

e Then point to the Name field and double-click to activate the Lookup feature.
Individuals who have the duty or responsibility you selected are displayed in a
dialog box. Select a name and click OK, or click Cancel and then type a new

name in the Name field.

e Add or edit the other information for the Point of Contact.
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e To delete a Point of Contact, point to the name in the list and click to select it.
Then select Delete from the Form Menu.

e Double-click the close bar to exit the window. If the Closing dialog box is
displayed, click the Save Then Exit button.

6.2.11 Parameters Window: Property Panel
The Property panel in the Parameters window allows you to enter information about

equipment that will be made available to the contractor by Argonne National Laboratory.
You may enter delivery dates and descriptions of the items. To use the Property panel:

e Open the Parameters window and click the Property tab.

e Add a property item by selecting Append or Insert from the Form Menu. A set of
data entry blocks is added to the panel.
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e Enter information about the property as described below.

e If multiple rows are added in the panel, use the scroll bar to display each set of
data entry blocks.

e To delete a row, point to it and click to select it. Then select Delete from the Form
Menu.

e The following is an explanation of each field in the Property Panel:

The following is an explanation of each field in the Property Panel:

Field Explanation

Nomenclature Identify the type of ANL item

Quantity Enter the number of items of the identified type

Date of Delivery Enter the date the item will be delivered

Description Enter a brief description of the equipment or material to be
provided.
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6.2.12 Parameters Window: Ranges Panel

The Ranges panel in the Parameters window allows you to specify physical
measurements or counts that apply to the entire procurement. You can specify minimum
and maximum variations in quantity, per order or by specific time periods. Other
measurements might include warranty periods, dimensions, tolerances, or weights. To use
the Ranges panel:

e Open the Parameters window and click the Ranges tab.

[ cparis =181

Bl Eh o Ropod Adein N Wedaw ot

(& 8| t2@dBEEs2 NO% 9

F:. ProCurenent - Paranvelers :J.EIEI nglll
B Ciauser | @ Lead Tioe | %z smachments
Prian | @lmts | PhAstermnces | [Hoates | Brsiings | GF0E | Eladdeses | BP1cpey El“ml i

Refeienca: Duadifiei: Valua: Composite Linit of Measue: =
Comm— | [ - ] | I =] per| =
Min. Value: M Value: | B

BT i KO | |

|Eelacting Tab

e Add arange by selecting Append or Insert from the Form Menu. A set of data
entry blocks is added to the panel.
e Enter the range information as described below:

Field Explanation

Reference Select the type of range from the drop-down list box

Qualifier Select the measurement which identifies the type of measurement to be used
Value Enter a value that corresponds to the unit(s) of measure

Composite Unit of | Select a unit of measure from the drop-down list box(es). If only one unit of
Measure measure is needed, enter it in the first field, and select nla in the second field. Use

both fields to specify a composite unit of measure (for example, pieces per carton,
or gallons per hour).

Minimum Enter the minimum acceptable amount or quantity

Maximum Enter the maximum acceptable amount or quantity
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¢ You may add as many ranges as necessary.

e To delete a range, point to it and click to select it. Then select Delete from the
Form Menu.

6.2.13 Parameters Window: Lead Time Panel

The Lead Time panel allows you to specify the delivery of all line items at a certain time
relative to the contract award date. Information in the Parameters window Lead Time
panel applies to the entire procurement. To vary the delivery instructions for various line
items, open the Line Item Window Lead Time panel and Line Item Window Addresses
panel.

To use the Lead Time panel:

e Open the Parameters window and click the Lead Time tab.
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e Add arow of data blocks by selecting Append or Insert from the Form Menu. A
set of Lead Time blocks is added to the panel.
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e Enter the lead time information as described below:

Field Explanation

Quantity Enter a time period that matches the Unit selected in the next column,
for example, use the two columns to specify 10 weeks.

Unit Select the time period unit from the drop-down list box. If none of the
selection apply, select n/a.

Lead Time Select the type of time period from the drop-down list box. If none of
the selections apply, select n/a.

Date Enter the effective date or start date of the time period

e To delete a row, point to it and click to select it. Then select Delete from the Form

Menu.

6.2.14 Parameters Window: Attachments Panel

The Attachments panel allows you to specify the documents and forms that should be
listed as attachments in the solicitation, RFQ, contract or order document. Information in
the Parameters window Attachments panel applies to the entire procurement. For
attachments that apply only to individual line items, use the Line Item Window
Attachments panel. To use the Attachments panel:

e Open the Parameters window and click the Attachments tab.
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Add a row of data blocks,. By selecting Append or Insert from the Form Mendu.

A set of data entry blocks is added to the panel

Identify the attachments, as described below.

Field Explanation

Type Select an attachment type from the drop-down list box,. Or select n/a
Transmission Select a transmission method from the drop down list box

Action Select Provided or Report to be filed

Description Double click to look up a list of documents that are available in the current

folder. If the item to be attached is not located in the current folder. You may
typed a description instead of making a selection from the look up list.

e To delete a row, point to it and click to select it. Then select Delete from the Form

Menu.

6.2.15 Parameters Window: Clauses Panel

The Clauses panel in the Parameters window allows you to build a list of clauses
(Argonne Terms & Conditions) for a solicitation or contract document. A set of typical
clauses may be generated based on the selections in the Main panel in the Parameters
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window. Clauses may be added or deleted from the list one at a time, or a new set may be
retrieved using the Regenerate command.

To use the Clauses panel:

e Open the Parameters window and click the Clauses tab.
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e Ifyou have not previously built a list of clauses for the contract, a dialog box is
displayed asking whether you want the system to compile a list. Click Yes to have
the system select clauses based on the contract type you entered in the Main panel
of the Parameters window. If you click No, an empty Clauses panel is displayed;
you may either build a list by adding clauses one at a time (as described below),
or you may re-open the Clauses panel to activate this dialog box again.

e There may be a slight delay as the system assembles the list of templates. Then a
dialog box is displayed asking you whether you want the system to pre-fill
clauses. Click Yes to have the system automatically enter data such as names and
solicitation numbers. If you click No, you must enter all data required in the
clauses. (Clicking Yes only pre-fills the clause fields for which the system has
data.)
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e There may be a slight delay as the system pre-fills the clauses, then the list of
clauses is displayed in the Clauses panel. Clauses are organized by the section of
the solicitation or contract document where they belong. The clause number, title
and edition (date) are listed.

e To add a clause, select Append Clause or Insert Clause from the Form Menu. The
Add a Clause window is displayed.
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e To delete a clause, select the clause and choose Delete Clause from the Form
menu.

e To incorporate the complete language of a clause in the document, make sure the
box in the Full Text column is marked. To include the clause by reference only,
without including its text, clear the Full Text box.
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6.3 Line Items

The Parameters Window and the Line Item Window are two of the most important tools
In PARIS. In the previous unit, you learned about the Parameters Window and its
associated panels. The Line Items Window and its panels are used for exceptions to the
Parameters data that apply to individual line items as well as to record the basic
information about each Line Item being recorded. These exceptions are recorded in the
Line Item Window, where a list of line items for the procurement is maintained.
Information contained in the Parameters Window will apply to each line item in the
procurement unless there is an exception entered for the individual line item to which the
exception applies.

Each Procurement Package Folder should have one or more line items associated with it
in the Line Item Window. When you finish this unit, you will be able to do the following:

Enter and edit data in each panel of the Line Item Window

Copy Line Items

Create a Delivery Schedule for Shipments going to multiple sites
View a list of line items

6.3.1 Entering Line Item Information vs Parameters

Some of the panels in the Parameters Window are similar to panels in the Line Item
Window. However, Parameters information applies to all line items while Line Item
information applies to individual line items. You should use the Parameters Window to
enter information about the entire procurement, such as names and addresses of points of
contact, identification of reference material, contract expiration date, shipping
destination, method of payment, etc. The same information should be entered in the Line
Item Window only if it needs to be customized for individual line items.

Generally, you should first enter data in the Parameters Window, then open the Line Item
Window. Because data must be entered separately for each line item in the Line Item
window, it is more efficient to use the Parameters Window for information that applies to
all line items, then specify any exceptions in the Line Item Window.

6.3.2 Using the Line Item Window

Selecting the Line Items command from the Pop-up Workspace Menu opens the Line
Item Window where line items and related information are entered and edited. When you
build a solicitation or award instrument document, PARIS retrieves the line items and
places them in the document. To use the Line Item Window:

e QOpen a folder that has line items.
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e Choose Line Items from the Pop-up Workspace Menu. The Line Item window is
displayed.

e At the top of the Line Item window, there are a number of tabs which may be
selected by pointing to the name on the tab and clicking. A panel corresponding to
each tab name is displayed when the tab is selected.

e  When you open the Line Item window, the CLIN tab is selected and a list of the
current line items is displayed in the top section of the CLIN panel. A scroll bar is
provided when the list is longer than the space available. If you have not entered
any line items, the box is empty.

e  When you click another tab, the current line item remains selected, and is
identified in the title bar. All information you enter in other panels is applied only
to the line item selected in the CLIN panel.

e Additions and changes are saved automatically each time you insert or append a
new row, or select a new panel.

e To exit from the Line Item window, click the close bar. If the Closing dialog box
is displayed, click Save Then Exit to save new data in the current panel.

6.3.3 Line Item Window: CLIN Panel

The CLIN panel of the Line Item window holds the list of line items, descriptions,
quantities, prices, etc. The other panels allow you to enter information about the line item
selected in the CLIN panel. The current line item is identified in the title bar, where it is
visible from all panels.

A line item must be entered and selected in the CLIN panel before additional information
can be added to it in the other panels. To use the CLIN panel:

e Open the Line Item window and display the CLIN panel.

107



User Procedures

RmaAayg T = ONAL
ARGONNE.S,

=|=|%]
Fa Edt Form Peport Admin Utkbes Window  Heip
(& rRhBo omOn 7
& .
- = 0] —
7 [m] _)S'Js o
s COu &
e In & C=lAdraEs8s |'E|5‘-a|:n | #4100 ||H!S-:he-:|ula | S, Anachmens | [ Clauses | ¥ Conr Codes I
". ;""’ #C'Ul"l |‘Pm:|ng |ﬁtf-‘nlﬂrﬂn:ns | & Pacpla | 3 Lead Tima |mﬂmn | B dekngs |HFCIE | iPu:kmg i A
-
_; Hem: Banmo: Oyt (LT H Uit Prica: Optlen: - A
_- 0 g I £1 17235 "
~f R
~-m 003 Emegiin Fome 3 Buox §32m &
r : 0004 Cough Loterges 5 B %0
-l nons Cough Logesges & B §508 = "
:';I P.: Sub:  Mambor Mane: Ouamilry: Unit; Unlt Price: Bask:
= | oot fLates Gloes | 1000 [Bos | NEES BT -] A
o Te: WodebPase Hhe PELE‘ Discound PCHT [0 00% Talsrancs PCHMT
-m b,
@ Type: |Delimratia (Recesing) »|  Cowiracs Type:  [FFF =]
! Incramantally Fumilad [ Fundad Ansomnt | Fumndad Aot For L lsa: B gy A
-l- Pascription: Liwe Wom Stanss; P50 Req Hambea Line: 101305 i §112.345 67
I aten glovaziSynalronPrwde Froe A
F Sea Madium
d.. Option i [ ~ldentifiors:
P [vs =]
-6 [ B -
L [ [
i . o
o] | ¥
Feady '

e Select Append or Insert from the Form Menu to add a line item. A blank row is
added in the list at the top of the window, and blank data entry blocks are
displayed in the lower section. (The difference between inserting a row and
appending a row is that Insert places a new row before the current row, while
Append places a new row at the end of the list.)

e Starting with Number, enter the CLIN information. The line item number and
name are displayed in the list at the top of the window as you tab to the next data
block.

e To designate a line item as an option, click the Option YN box, and fill in the
additional data entry blocks.

e To edit an existing line item, point to it in the CLIN list and click. The selected
line item is highlighted in the list, and the data blocks in the lower section of the
panel are filled with previously entered information for the line item. You may
edit the CLIN information in these blocks, or display other panels by clicking the
appropriate tab. (A line item must be selected in the CLIN panel before you can
enter or edit information about it in other panels.)
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e To delete a line item, select it by pointing to it and clicking. (It should be
highlighted.) Choose Delete from the Form Menu. Confirm the command by
clicking OK in the message box that is displayed.

e To renumber a line item, select it in the CLIN list and edit the Number field in the
lower section of the CLIN panel. Line items are automatically rearranged by
number when you insert a new line item.

e After you create a line item in the CLIN panel, click the other tabs in the Line
Item window and enter any information that applies to the individual line item.
Information that applies to all line items should be entered only in the Parameters

window.

The following is an explanation of the data fields in the CLIN Panel:

Field

Explanation

Line Item Number

Enter a line item (CLIN) number

Sub-Line Item Number

Enter a sub-line (SLIN) item number, if applicable

Name

Enter a short title for the item (1-3 descriptive words)

Quantity Unit Enter the quantity to be procured

Unit Select a unit of issue from the drop-down list box

Unit Price Enter a unit price for the unit of issue

Basis for Price Select a basis for the price listed from the drop-down list box
Amount The total for the individual line item is calculated automatically
Description Enter a brief purchase description

Discount Percentage

Enter if the unit price listed should have a discount percentage applied to it,
and if so. The amount of the percentage

Tolerance Percentage

Enter if the quantity listed has a tolerance percentage and if so, the amount.

Type

Identify type of line item, Service/Invoice Certification, BPA Deliverable
(Receiving), Special Charge Item.

Contract Type

Identify the type of contract being used. Use only if “mixed” (multiple)
contract type.

Incrementally Funded

Indicate if line item is to be partially funded. If true, then show funded amt.

Funded Amount

Enter amount of funding being provided for the line item

Option Y/N

Click the box if the line item is an option. The following items are displayed
only for options:

Number — Enter a sequential number for the option.

Example: Entering 1 indicates that the line item or sub-line item is an option
item to be listed under option 1 requirements in the Line Item Section of the
Solicitation/contract. Entering I for additional line items or sub-line items will
group all those line items under option 1 requirements in the
Solicitation/Contract. Additional options may be identified by entering
numbers 2,3,4,etc. In each case the line items will be grouped appropriately in
the Solicitation/contract document.

Identifier

Select a type of identifier from the drop-down list box, if appropriate.

Line Item Status

The status of the line item identifies the PR or Line Item information and is
taken from PR and number.
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6.3.4 Copying Line Items:

To avoid repetitive typing of line items with minor differences, you may copy a line item
similar to one you need to add. To copy a line item:

e Select the line item to be copied in the CLIN.
e Select Copy from the Edit Menu.

e In the Duplicate CLINs as Options dialog box that is displayed, click the OK
button if the copied line item is not an option.

e [fthe copied line item is an option, click inside the box and then click OK.

Additional fields will appear for fill in.

Note: If you select the incorrect line item to be copied, allow the line item to process
through the copy function, and then select the incorrect line item and delete it.

6.3.5 Editing Line Items

To edit an existing line item, point to it in the CLIN list and click. The selected line item
is highlighted in the list, and the data fields in the lower section of the panel are filled
with previously entered information for the line item. You may edit the CLIN
information in these fields, or display other panels by clicking the appropriate tab. A line
item must be selected in the CLIN Panel before information pertaining to it is edited in
other panels.

6.3.6 Deleting Line Items

To delete a line item, select it by pointing to it and clicking. (It should be highlighted.)
Choose Delete Line Item from the Form Menu. Confirm the command by clicking OK in
the message box that is displayed

6.3.7 Line Item Window: Pricing Panel
The Pricing panel allows you to enter pricing information. Data in the Pricing panel

applies only to the current line item. Cost codes are maintained in the Cost Codes panel.
To use the Pricing panel:

e Open the Line Item window.

e Select a line item in the CLIN panel, then click the Pricing tab.
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e The first time you go to the Pricing tab for each line item, a customized set of one
or more data blocks is generated in the Pricing panel. The entries in the Amount
Code column are based on the Contract Type selected in the CLIN panel.
Additional data blocks are displayed in the lower section of the Pricing panel only
for contract types which incorporate cost sharing or incentive fees. For other
contract types, this area is empty.

e To edit information, select a data block and enter the changes.

Field Explanation

Amount Code Select the type of pricing from the drop-down list box

Percentage Enter percentage of total price for line item to be funded by individual cost
code

Amount Enter the amount that corresponds to the type of pricing you selected in the
Amount Code Column

ACRN Select the cost code that relates to the line item

Financial Reference If this field is accessible for the selected Amount Code, enter the reference

Document document title

Reference ACRN If this field is accessible for the selected Amount Code, enter the appropriate
Cost Code
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e To add a new row, select Append or Insert from the Form Menu. Blank data entry
blocks are displayed.

e To delete a row, point to it and click to select it. Then select Delete from the Form
Menu.

e If you change the Contract Type in the CLIN panel, click the Regenerate Pricing
button at the top of the Pricing panel to generate a new set of data blocks and
recalculate the figures in the Amount column. (Any data you entered is erased
when you regenerate the pricing.)

6.3.8 Line Item Window: References Panel

The References panel allows you to identify sources of detailed information pertaining to
the current line item selected in the CLIN panel. If a reference applies to the entire
procurement package, enter it in the Parameters window References panel. The
References Panel in the CLIN Maintenance Window operates the same as the one in the
Parameters data window. To use the References panel:

e Open the Line Item window.

e Select a line item in the CLIN panel, then click the References tab.
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e To add a blank row, select Append or Insert from the Form Menu.

e For each reference, select a Qualifier which identifies the type of reference, enter
the Reference Number, and briefly describe it. You may add as many references
as necessary.

e To delete a row, point to it and click to select it. Then select Delete from the Form
Menu.

6.3.9 Line Item Window: People Panel

The People panel allows you to specify the names and telephone numbers of the
personnel responsible for an individual line item. Information in the People panel applies
only to the current line item. To enter information that applies to the entire procurement,
use the Parameters window Addresses panel and the Organization/Contractor - Contacts
Window. To use the People panel:

e Open the Line Item window.
e Select a line item in the CLIN panel, then click the People tab.

e To add an individual, select Append or Insert from the Form Menu. A set of blank
data entry blocks is displayed in the top section of the People panel, and a blank
row is added to the list of personnel in the lower section of the panel.

e Select a Duty or Responsibility from the drop-down list box.

e Point to the Name field and double-click to activate the Lookup feature.
Individuals who have the duty or responsibility you selected are displayed in a
dialog box. Select a name and click OK, or click Cancel and then type a name.

e Add or edit the other information in the panel.

e To delete an individual, point to the name in the list and click to select it. Then
select Delete from the Form Menu.

6.3.10 Line Item Window: Lead Time Panel

The Lead Time panel allows you to specify delivery times for various quantities of an
individual line item (including the total quantity in one shipment). This is useful when a
consumable item is needed regularly, the manufacture and delivery of additional
quantities is expected to follow the completion of the first delivery, or an item is required
by a certain time relative to the contract award. Information in the Lead Time panel
applies to the current line item selected in the CLIN panel.
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The Lead Time panel is intended for deliveries at specific times to one address. If you
want to specify multiple addresses for one line item, use the Delivery Schedule window
that is accessed from the Addresses panel. To ship all line items to one address, use the
Parameters window Addresses panel or the Parameters window Lead Time panel. The
Lead Time Panel in the CLIN Maintenance Window operates the same as the one in the
Parameters data window. To use the Lead Time panel:

e Open the Line Item window.

e Select a line item in the CLIN panel, then click the Lead Time tab.
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e Delivery times are entered in the top section of the Lead Time panel in the form
of a list. For each delivery time, information about the quantity needed is entered
in the lower section of the panel. Only the data for the delivery time selected in
the top panel (the highlighted row) is displayed in the lower section of the panel

e To add a delivery time, click in a blank area of the top section of the panel, and
select Append or Insert from the Form Menu. A row is added to the top panel and
highlighted. Enter the delivery time data as described below, and add a message
only if necessary to provide additional information.
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e To add information about the quantity to be delivered, first make sure the
appropriate delivery time is selected in the top section of the panel, then click in a
blank area of the lower section and add a row. Enter the quantity data as described
below.

e To delete a row, point to it and click to select it. Then select Delete from the Form

Menu.
Screen Section | Field Explanation
Upper Section Time Select the type of time period
Code:

Time Enter a time period that matches the Unit selected in
the next column, for example, use the two columns to
specify 10 Weeks

Unit Select the type of time period from the drop-down list
box

Effective Dt. Enter the effective date or start date of the time period

Message Enter additional information here if necessary

Frequency Select the type of quantity from the drop-down list
box

Lower Section Quanti | Select the type of quantity from the drop-down list
t box
y
Code:

Quantity Enter the Quantity cover by the time period

Unit Select the unit of measurement for the time period

Measurement from the drop-down list box

Code

6.3.11 Line Item Window: Dates Panel

Relevant dates for individual line items may be entered in the Dates panel. Information in
the Dates panel applies only to the current line item.

The Dates panel in the Line Item window is intended for tailoring dates to individual line
items. If you want to specify dates for the entire procurement package, use the Parameters
window Dates panel. The Dates Panel in the CLIN Maintenance Window operates the
same as the one in the Parameters data window. To use the Dates panel:

e Open the Line Item window.

e Select a line item in the CLIN panel, then click the Dates tab.
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e To add a date, select Append or Insert from the Form Menu. A row of blank data
entry blocks is created.

e Enter the date information.
e To delete a date, point to the row and click to select it. Then select Delete from

the Form Menu.

6.3.12 Line Item Window: Markings Panel

The Markings panel allows you to specify the way shipments are to be marked or
numbered. Information entered in the Markings panel applies only to the current line
item. If all line items are to be marked the same way, use the Parameters window
Markings panel. The Markings Panel in the CLIN Maintenance Window operates the
same as the one in the Parameters data window. To use the Markings panel:

e Open the Line Item window.

e Select a line item in the CLIN panel, then click the Markings tab.
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e To add blank rows, select Append or Insert from the Form Menu.

e Two rows of blank data entry blocks are created. (Rows are added in pairs to
match electronic data standards.)

e Enter the markings information as described below.
e Ifyou need only one row, use the first and leave the second blank.
e To specify two sets of markings, use each row to specify one set.

e To delete a row, point to it and click to select it. Then select Delete from the Form
Menu.

Note: This deletes the pair of rows, not just one.

6.3.13 Line Item Window: FOB Panel

FOB points for individual line items are entered in the FOB panel of the Line Item
window. If all line items in the procurement are to be shipped the same way, use the
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Parameters window FOB panel. Information in the FOB panel of the Line Item window
applies only to the current line item. The FOB Panel in the CLIN Maintenance Window
operates the same as the one in the Parameters data window. To use the FOB panel:

e Open the Line Item window.

e Select a line item in the CLIN panel, then click the FOB tab.
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e To add a blank row, select Append or Insert from the Form Menu.
e Enter the FOB information.

e To delete a row, point to it and click to select it. Then select Delete from the Form
Menu.

6.3.14 Line Item Window: Packing Panel

The Packing panel allows you to record special handling and packing instructions for the
current line item.
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To use the Packing panel:
e Open the Line [tem window.

e Select a line item in the CLIN panel, then click the Packing tab
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e To add a blank row, select Append or Insert from the Form Menu. Enter the
packing information as described below.

e To delete a row, point to it and click to select it. Then select Delete from the Form
Menu.

Field Explanation

Packaging Format | Select LAW Description Text if instructions consist of descriptive text (enter the
text in the Description Field). Select Structured if an industry description code is
used to convey instructions. Select Semi-Structured if the instructions are a
combination of an industry code and descriptive text.

Packaging Select the type of special handling required from the drop-down list box or select
Requirements n/a if special handling is not necessary.

Select DoD, GSA, or Mutually Defined from the drop-down list box. If none of
these apply, select n/a
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Agency code Select from the Drop Down list

Description Code | Enter the description or industry code for packing and handling. (from military or
commercial s ecifications).

Description Describe the handling instructions or packing specifications that apply to the line
item

6.3.15 Line Item Window: Addresses Panel

The Addresses panel allows you to identify the parties responsible for procurement
activities, such as shipping, receiving, inspecting goods, processing payment, and
auditing activities. The contractor and subcontractor may be identified here.

The information in the Addresses panel in the Line Item window applies only to the
current line item. To enter information that applies to the entire procurement, use the
Parameters window Addresses panel. The Addresses Panel in the CLIN Maintenance
Window operates the same as the one in the Parameters data window. To use the
Addresses panel:

e Open the Line Item window.
e Select a line item in the CLIN panel, then click the Addresses tab.
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e To add an organization or name, select Append Addresses or Insert Addresses
from the Form Menu.

e A set of blank data entry blocks is displayed in the top section of the Addresses
panel, and a blank row is added to the list of addresses in the lower section of the
panel.

e Select a Purpose from the drop-down list box.
e Select ID code from the drop-down list box.

e Then point to the Name field and double click to activate the Lookup feature.
Names of individuals associated with the purpose or organization you selected are
displayed in a dialog box. Select a name and click OK, or click Cancel and then
type a name in the Name field.

e Add or edit the other address information.

e To delete an address from the list, point to the address in the list and click to
select it. Then select Delete Addresses from the Form Menu.

e The Delivery Schedule button is available only for Ship To addresses. The
Delivery Schedule window is similar to the Lead Time panel, but is intended for
partial deliveries of a line item to multiple addresses.

Line Item Window: Lead Time/Schedule Window

The Lead Time/ Schedule Window is intended for split deliveries of a line item to
multiple addresses. This allows you to take advantage of a lower unit price by placing a
large order for an item needed in many locations.

If you want to specify multiple deliveries to one address at specific times, use the
Schedule Panel in the Line Item Window. To ship all line items to one address use the
Addresses Panel or the Lead Time Panel in the Parameters Window.

To access the Lead Time/ Schedule Window, you must open the Line Item Window,
select a line item in the CLIN Panel, go to the Addresses Panel, select or enter the Ship
To organization and address, and click the Delivery Schedule button.

The Lead Time/ Schedule Window has two panels: the Lead Time Panel and the
Schedule Panel. The Lead Time Panel is used to enter the relative days for delivery of the
line item, while the Schedule Panel is used to designate various deliveries at specific
dates. To use the Lead Time/ Schedule Window Lead Time Panel:
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Open the Line Item Window.
e Select a line item in the CLIN Panel, then click the Addresses tab.

e In the Addresses Panel, select or enter the Ship To organization and address.

e Click the Delivery Schedule button at the top left of the Addresses Panel. The
delivery Schedule Window is displayed.
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e Delivery times are entered in the top section of the Lead Time Panel in the form
of a list. For each delivery time, information about the quantity needed is entered
in the lower section of the panel. Only the data for the delivery time selected in
the top panel is displayed in the lower section of the panel.

e To add a delivery time, click in a blank area of the top section of the panel, and
select Append or Insert from the Form Menu. A row is added to the top panel and
highlighted. Enter the delivery time data as described in the table below, and add
message only if necessary to provide additional information.
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To add information about the quantity to be delivered, first make sure the

appropriate delivery time is selected in the top section of the panel, then click in a
blank area of the lower section and add a row using the Append Quantity or Insert
Quantity commands on the Form Menu. Enter the quantity data as described in
the table below.

To delete a row, point to it and click to select it. Then select the Delete or Delete

Quantity command from the Form Menu.

The following is an explanation of each field in the Lead Time Panel:

Field

Explanation

Time Code

Select the type of time period. Selections include: Date Of Award To Delivery,
From Date of Award to Delivery, From Date of Purchrase Order Receipt To
Delivery, From Date of Receipt of First Article to First Article Approval, From Date
of Receipt of Item To Date of Approval of Item, From Previous Delivery, From
Specified Date, and From Specified Event. If none of these apply, select pr/a.

Time

Enter a time period that matches the (hr it selected in the next column, for example,
use the two columns to specify 10 Weeks.

Unit

Select the type of time period from the drop-down list box. Selections include:
Calendar Days, Calendar Year, Maximum Calendar Days, Months, Quarter of a
Year, Semi-Annual, and Weeks. If none of these apply, select n/a.

Effective Date

Enter the effective date or start date of the time period.

Message Enter additional information here if necessary.

Quantity Code Select the type of quantity from the drop-down list box. Selections include: CDRL
Distribution Draft, CDRL Distribution Regular, CDRL Distribution Repro, Length
of Delivery Period, Quantity to be Delivered, and Shipments.

Quantity Enter the quantity covered by the time period.

Unit Select the unit of measurement for the time period from the drop-down list box.

Measurement

Code

To use the Lead Time Schedule Window Schedule Panel:

Open the Line Item Window.

Select a line item in the CLIN Panel, then click the Addresses tab.

In the Addresses Panel, select or enter the Ship To organization and address.

Click the Delivery Schedule button at the top left of the Addresses Panel. The

Delivery Schedule Window is displayed.

Click the Schedule Panel
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e To add a blank row, select Append or Insert from the Form Menu. A set of blank
data entry fields is added to the panel.

e Fill in the information as described below

e To delete a row, point to it and click to select it. Then select Delete from the Form
Menu.

e To close the Lead Time/Schedule Window, simply select another panel or double-
click the close bar to return to the file cabinet.

The following is an explanation of each field in the Schedule Panel:

Field Explanation

Quantity Enter the quantity to be delivered in the shipment.

Unit Select the quantity unit from the drop-down list box.

Date/Time Select the type of date being specified. If an Optional Date is needed, use the second line for

Qualifiers it; otherwise leave the second line blank. Selections include: Delivery Start, Month Ending,
Required By (exactly on date specified), and Required Delivery (on or before date specified).

Dates Enter a date on the first line, and on the Optional Date line only if a Date/Time Qualifier was
specified for it.

REQ/IRFQ No. | The number is pre-filled in this field, and may be edited.

Optional Date Select from drop-down list and enter the date
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6.3.17 Line Item Window: Step Panel

The Step panel allows you to enter information about step ladder (quantity) pricing for
firm fixed price contracts. If the contract type selected for the line item in the CLIN panel
is not FEP, a message is displayed when you click the Step tab. Information in the Step
panel applies only to the current line item. To use the Step panel:

e Open the Line Item window.

e In the Line Item window, select a line item (with FFP as the contract type), then
click the Step tab.

e To add a blank row, select Append or Insert from the Form Menu. A set of blank
data entry blocks is displayed.
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e Fill in the information as described below, starting with the initial quantity in the
first row, and ending with the maximum or ending quantity in the last row you
append.

e To delete a row, point to it and click to select it. Then select Delete from the Form
Menu.
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Field Explanation

Description Select the type of quantity to be used in the step pricing from the drop-down list box.
Make your selections in the following order: Beginning Quantity Range, Ending
Quantity Range, and Maximum Quantity Range

Quantity Enter the quantity for which a step price is being sought
Unit Select the type of unit for the pricing from the drop-down list box
Unit Price Enter the unit price (A unit price data field is not displayed in a Beginning Quantity

Row; the unit price for the initial quantity is entered in the CLIN Panel.)

6.3.18 Line Item Window: IDIQ Panel
The IDIQ panel allows you to enter quantities for Indefinite Delivery - Indefinite

Quantity procurements.
This panel is available only when an IDIQ contract is specified in the Award Instrument
block of the Parameters window Main panel. Information in the IDIQ panel applies only
to the current line item. To use the IDIQ panel:

e Open the Line [tem window.

e Select a line item in the CLIN panel, then click the IDIQ tab.

e A row of data blocks is displayed. (Multiple rows are not allowed.)
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e The ID Code is always Batch Limits.

e Enter the minimum quantity, maximum quantity and expected annual quantity for
the selected line item.

6.3.19 Line Item Window: Schedule Panel
The Schedule Panel allows you to specify a delivery schedule for designated quantities of

a line item. Information in the Schedule Panel applies only to the current line item
selected in the CLIN Panel. To use the Schedule Panel:
e Open the Procurement Line Item Window.

e Select a line item in the CLIN Panel, and click the Schedule Tab.

e To add a blank row, select Append or Insert from the Form Menu. A set of blank
data entry fields is added to the Panel.
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e Fill in the data fields as appropriate.

e To delete a row, point to row and click to select it. Then select Delete from the

Form Menu.

The following is an explanation of each field in the Schedule Panel:

B

a

Field Explanation

Quantity Enter the quantity to be delivered in the shipment

Unit Select from the drop-down list

Date/Time Select the type of date being specified. If an Optional Date is needed, use the

Qualifiers second line for it; otherwise leave the second line blank.

Dates Enter a date on the first line, and on the Optional Date line only if Date/Time
Qualifier was specified for it.

REQ/RFQ No. The number is pre-filled in this field, and may be edited.

Optional Date Select from drop-down list and enter the date next to it.

128




User Procedures

A A AR R ETONL
A ‘nNI\iELA ; ‘_

6.3.20 Line Item Window: Attachments Panel

The Attachments panel allows you to identify documents that contain information
relevant to the current line item. Information in the Line Items window Attachments
panel applies to individual line items. To specify attachments for the entire procurement,
use the Parameters window Attachments panel. The Attachments Panel located in the
CLIN Maintenance Window is the same as the one located in the Parameters data
window. To use the Attachments panel:

e Open the Line [tem window.

e Select a line item in the CLIN panel, and click the Attachments tab.
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e To add a blank row, select Append or Insert from the Form Menu. A set of blank
data entry blocks is added to the panel.

e Fill in the information as appropriate.

e To delete a row, point to it and click to select it. Then select Delete from the Form
Menu.
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6.3.21 Line Item Window: Clauses Panel

The Clauses panel in the Line Item window allows you to build a list of clauses that
apply to the current line item. To specify a complete set of clauses for the entire
procurement, use the Parameters window Clauses panel. To use the Clauses panel:

e Open the Line Item window.

e Select a line item in the CLIN panel, and click the Clauses tab.
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e To add a blank row of data entry blocks, select Append or Insert from the Form
Menu.

e Use the Tab key to move from one field to the next, and enter information as
appropriate.

e To delete a row, point to it and click to select it. Then select Delete from the Form
Menu.
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6.3.22 Line Item Window: Cost Codes Panel

If a Requisition Folder is migrated into a Procurement Package, the cost codes for each
line item are copied to this panel. Information in the Cost Codes panel applies only to the
current line item. To use the Cost Codes panel:

e Open the Line Item window.

e Select a line item in the CLIN panel, then click the Cost Codes tab.
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e This is a view only panel. Data can not be changed.

6.3.23 Viewing an Item List

The Items Window displays a list of all line items in any folder which has access to the
Line Item window. This list shows all the lines in the most current form, including all the
“Mods”

e Do one of the following: Display the folder in the right workspace. Point to the
folder and click the right mouse button to activate the Pop-up Icon Menu. Select
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Item List or open the folder. Activate the Pop-up Workspace Menu, and select
Item List.

e The Items Window is displayed, with the award number in the title bar.

e The following information is displayed: Line/Item number, description, quantity,
unit, unit price, total price, and Disc.%, for each line item. All data in the Items
window is read-only.
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e To print the list of line items, point to the Items window and click the right mouse
button to activate the Pop-up Data Window Menu. Select Print Page.

e To close the Items Window, double-click the close bar.
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6.4 Sources

This chapter describes how to identify potential sources, create synopsis notices, prepare
solicitation mailing lists, record quotes, and generate bid abstracts. The procedures in this
chapter are used in many different stages of the procurement process. Not all the
windows, panels and commands are available to every user, or available at every stage of
a procurement. Your user role and the type of open folder determine which activities you
may perform. Throughout the procurement process, users may access detailed
information about contractors in the Organization window. This chapter describes how
to:

e Enter and edit recommended sources.
e View and print solicitation mailing lists.

6.4.1 Identifying Recommended Sources in the Procurement Package Folder

The Recommended Sources window is used throughout the procurement process, first to
identify potential contractors, next to generate the solicitation mailing list, then to enter
offerors and identify the Contractor to receive the award.

When the parameters and line items are migrated from the Requisition Folder into a
Procurement Package Folder, the sources data is automatically placed in the
Recommended Sources window in the new folder.

The first time you open the Recommended Sources window in a Procurement Package
Folder, recommended sources from the Requisition Folder is displayed in the window to
serve as a starting point for your work.

e To use the Recommended Sources window:

0 Open a Procurement Package Folder. (Do not open a Requisition Folder
inside a Procurement Package.)

0 Activate the Pop-up Workspace Menu.
0 Select Sources from the Pop-up Workspace Menu.

0 The Recommended Sources window is displayed, with the Source Detail
panel selected. (The panel is blank if no sources have been entered.)

0 At the top of the Recommended Sources window, there are several tabs which

may be selected by pointing to the name of the tab and clicking. A panel
corresponding to the tab name is displayed when the tab is selected.
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0 Additions and changes are saved automatically each time you insert or append
a new row, or select a new panel.

0 To exit from the Recommended Sources window, double-click the close bar.
If the Closing dialog box is displayed, click Save Then Exit to save new data
in the current panel.

6.4.1.1 Recommended Sources Window: Source Detail Panel

The Source Detail panel of the Recommended Sources window contains the names and
addresses of potential sources for a procurement. The names and addresses entered here
become the Solicitation Mailing List, which may be viewed and printed form the Labels
panel.

Insert Source Panel
e To use the Source Detail panel:
0 Open the Recommended Sources window and display the Source Detail panel.

0 To add a source, select Append or Insert from the Form Menu. A blank row is
created and highlighted in the source list.

0 Move the mouse pointer to the Name field. When the pointer changes to a
magnifying glass, double-click the field to Lookup a name in the Select a
Trading Partner window. A list of vendors entered in the Organization
window is displayed. Select a vendor and click OK.

0 Address information is entered automatically for Lookup selections. You may
add the name of a Point of Contact in the POC field.

0 To enter a source that is not in the Lookup list, type the requested information
in each field.

0 To delete a source, select the name, then choose Delete Source from the Form
Menu.

0 When Quotations are received, the Exclude From Further Consideration box

may be checked for any source when appropriate. Excluded offers are not
included in the SF 1409.
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6.4.1.2 Recommended Sources Window: Labels Panel

The solicitation mailing list is compiled in the Source Detail panel of the Recommended
Sources window and printed from the Labels panel.
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e To use the Labels panel:
0 Open the Recommended Sources window.
0 Click the Labels tab.
0 The mailing list is displayed in a standard mailing label format.

0 The list may be viewed by using the scroll bar, or the Zoom commands on the
Pop-Up Form Menu.

0 To check the current page orientation setting, select Print Setup from the File
Menu. In the Printer Setup dialog box, click the Setup button to display the
Document Properties dialog box. If necessary, change the page orientation to
Portrait (vertical) to match the label sheet format. Click OK to close both
dialog boxes.
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0 Load the label stock in your printer. Acceptable labels are Avery # 8162.
0 Do one of the following: activate the Pop-up Data Window Menu then select
Print Page, select Print from the File Menu, or click the Print button on the

toolbar.

0 The labels are printed, using your default printer and current settings.

6.4.2 Quote Header:

Use the Quote Header to enter individual quotations/proposals received from Offerors.
See Section 6.7.2 for explanation.

6.4.3 SF1409:
This is an Abstract of Offerors. See Section 6.7.3
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6.5 Clauses

The Clauses panel in the Parameters window allows you to build a list of clauses for a
solicitation or contract document. A set of typical clauses may be generated based on the
selections in the Main panel in the Parameters window. Clauses may be added or deleted
from the list one at a time, or when changes are made in the parameters that would affect
the clause package, a new set may be retrieved using the Regenerate command. This
chapter instructs you to:

Prepare a list of clauses for use in solicitation, contract and order document
Add regulatory or customized clauses

Update clauses after generation

Regenerate a new set of clauses

6.5.1 Using the Clauses Panel in the Parameters Window

The Clauses Panel in the Parameters Window allows you to build a set of clauses for
youR solicitation or contract. Clauses are extracted from the database based primarily on
the selections made in the Main Panel of the Parameters Window. To use the Clauses
panel:

e Open the Parameters window and click the Clauses tab.

e If you have not previously built a list of clauses for the contract, a dialog box is
displayed asking whether you want the system to compile a list.

Click And the System will

Yes Select clauses based on the contract type and other data you
entered in the Main panel of the Parameters window.

No Display an empty Clauses panel where you may either build a list
by adding clauses one at a time (as described below), or you may
re-open the Clauses panel to activate this dialog box again.

Note: There may be a slight delay as the system assembles the list of templates.
e Then a dialog box is displayed asking you whether you want the system to pre-fill

clauses.

Click And the System will......

Yes Automatically enter data in fill-in clauses, such as names and
solicitation numbers, for the clause fields which the System has
data.

No Leave all clause field fill- ins blank for manual data entry

Note: There may be a slight delay as the system pre-fills the clauses, then the list is
displayed in the Clauses Panel.
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e To add a clause, select Append or Insert from the Form Menu. The Add a Clause
window is displayed.

e To delete a clause, select the clause and choose “Delete” from the Form menu.

e To incorporate the complete language of a clause in the document, make sure the
box in the Full Text column is marked. To include the clause by reference only,
without including its text, clear the Full Text box.

6.5.1.1 Add a Clause Window

Clauses may be added to the list in the Clauses Panel of the Parameters window, using
the Add a Clause window, You may add clauses to the list that the system generates
automatically, or you may add all necessary clauses one at a time.

If you add individual clauses using the Add a Clause window, then Regenerate a set of
clauses at a later date, all clauses will be deleted and replaced. To Add a Clause:

e Open the Parameters window and click the “Clauses” tab.
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e Select Append or Insert from the Form menu. The Add a Clause window is
displayed.
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6.5.1.1.1 Standard Clause:

e To add a standard clause, select the appropriate Section and then select the
appropriate clause from the list box.

e Change the Full Text radio button to Yes or No, if necessary.

e (lick OK to add the clause. A dialog box or message box is displayed with one of
the following messages:

0 Do you want to add another clause? - This means the clause was successfully
added to the list. Click Yes to continue using the Add a Clause window. Click
No to close the Add a Clause window and return to the Clauses panel.

0 Clause is already in the procurement, no need to add it again. - This means the

clause you tried to add is already in the clause list and has not been duplicated.
When you click OK you are returned to the Add a Clause window.
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0 Unable to locate clause number in the database. - This means you entered a
clause number that is not in the system. The new clause number is added to
the list, but without a title. When you click OK you are returned to the Add a
Clause window.

To close the Add a Clause window without adding another clause, click Cancel.

6.5.1.1.2 Customized Clause:

To add a customized clause, select the appropriate Section. In the Regulation
drop-down list box, select Specific Terms and Conditions. Enter a Clause Number
and a Clause Title, then enter the text of the clause in the Specify Terms and
Conditions text entry block.

Change the Full Text radio button to Yes or No, if necessary.

Click OK to add the clause. A dialog box or message box is displayed with one of
the following messages:

0 Do you want to add another clause? - This means the clause was successfully
added to the list. Click Yes to continue using the Add a Clause window. Click
No to close the Add a Clause window and return to the Clauses panel.

0 Clause is already in the procurement, no need to add it again. - This means the
clause you tried to add is already in the clause list and has not been duplicated.
When you click OK you are returned to the Add a Clause window.

0 Unable to locate clause number in the database. - This means you entered a
clause number that is not in the system. The new clause number is added to
the list, but without a title. When you click OK you are returned to the Add a

Clause window.

To close the Add a Clause window without adding another clause, click Cancel.
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6.6 Solicitation Folder

The Solicitation Folder is used to prepare the solicitation and associated documents and
forms. The purpose of this chapter is to instruct you in the following:

Prepare a Solicitation Document
e Issue a Solicitation
Amend a Solicitation

6.6.1 Solicitation Folder Contents

The documents and forms that are available inside the Solicitation Folder are made
available based on the information provided in the Requisition Package and included in
the Procurement Package Parameters.

6.6.2 Building a Solicitation

Using the Solicitation Folder, you will be able to generate a solicitation package, which
can take the format of Request for Proposal (RFP), Request for Quotation (RFQ),
Request for Information (RFI) or Invitation for Bid (IFB). PARIS provides the capability
to automatically incorporate standard clauses and appendices into your solicitation
package as well as to maintain versions of solicitations. You can make modifications to
existing clauses automatically incorporated by PARIS as well as incorporate additional
information from word processing documents or other types o electronic media. To create
a solicitation or RFQ document:

e Open a Solicitation Folder inside a Procurement Package Folder*.

e Activate the Pop-up Workspace Menu and select Create Document/Form, then
Solicitation®.

e From the menu of documents and forms, select the appropriate document®.
e A solicitation document icon is placed in your workspace*.
o To edit the solicitation document, double-click the icon*.

e The document opens and builds on it’s own, based on information in Parameters
and Clauses*.

e The system retrieves information from the database for the cover page form and
the sections of the document. The line items are placed on the page following the
cover page. The appendices identified in the Clauses panel of the Parameters
Window are inserted after the line items. All data retrieved from the database is
displayed in red.
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e To edit the data pre-filled in the cover page (gray boxes), click the Protect for
Forms button on the document toolbar, then use the TAB key to move from field
to field.

e To edit text outside form fields, click the Unprotect button on the document
toolbar. Be careful not to delete any of the gray-shaded form fields while editing
the document.

To build a Solicitation document section by section:
0 Follow above first 6 steps, (starred *).
0 In the list at the top right, select the desired data to be retrieved.

0 Place your cursor where the data is to be inserted (Data is always pasted in at
the cursor location)

0 Click the Retrieve button. Data for the selected section is added to the
solicitation document.

0 Ifyou accidentally retrieve data in the wrong location, use the Undo command
on the word processing Edit menu to reverse the command.

0 Click the Page Numbers Button in the Solicitation Builder Dialog box to
update the page numbering.

0 To save and exit the Solicitation Document, click the footprints button on the
floating toolbar.
Note:
BPA Documents have been added to the Document Forms in the
Solicitation and Award Folder.

e "Addendum and Acknowledgement Doc" has been added to the Document
Forms in the Solicitation Folder.

6.6.2.1 Retrieving Changes in a Solicitation Document
Changes may be made to this document before it is issued by editing the Parameter and

Line Item Windows in the appropriate folder. The following is a guideline for retrieving
the changed data. To retrieve changes in a Solicitation Document:

e Open the Parameters window or Line Item window and make desired changes.

e Open the Document to be changed.
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e Open the Solicitation Builder and select the desired section from the Go To
Section List.

e Delete the old text. (This step does not apply if you are revising the cover page)
Make sure to delete only the Section being replaced.

e Place the cursor at the point you want to insert the retrieved data. (This step is
important since the date will be inserted where you place the cursor.)

e In the Retrieve box at the top right corner select the information to be retrieved.

e (Click on the Retrieve button to retrieve the data.

6.6.3 Preparing the Solicitation for Approval

When you finish working with an item or folder, you should mark it Complete. Changing
the status to Complete protects finished work from unintended changes, and is required
for approval routing. A smile symbol attached to an icon indicates that the status is
Complete.

When you open a Completed document, a message box is displayed to warn you that the
document can not be changed. When you open a Completed form, it is displayed with
Read-Only’ in the title bar. If you want to edit a Completed document or form, rather
than just inspect it, you must change its status back to In-Process before you open it. To
change status from In-Process to Complete:

e Open the folder that contains the folder, document or form to be given the
Complete status.

e Point to the icon for the folder or document and click the right mouse button to
activate the Pop-up Icon Menu.

e Seclect Complete from the menu.

e In the dialog box that is displayed, click Yes to confirm the command.

e A smile symbol attached to the icon indicates its status is Complete.

e Once the Solicitation Folder or Solicitation Document is marked Complete, you
may route it for approval by placing your cursor on the icon for the Solicitation
Folder then selecting Route then Route for Approval then the appropriate thread

(see Unit 3 for detailed explanation of route for approval of folders and
documents).
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6.6.4 Issue the Solicitation

Before issuing an RFQ, RFP, or other solicitation, you must complete all necessary
documents and forms, and route the Solicitation Folder for approval. To change the status
of a Solicitation Folder to Issued:

e After the approval process is complete, do one of the following: open the
Procurement Package Folder, point to the Solicitation Folder, and activate the
Pop-up Icon Menu or open the Solicitation Folder and activate the Pop-up
Workspace Menu.

e Select Issue from the pop-up menu.
e Enter the official date of issuance in the dialog box.

e A red ribbon symbol attached to the icon indicates the Solicitation Folder is
Issued.

6.6.5 Create a Solicitation Amendment/Change Order

After an RFQ has been issued (the status of the Solicitation Folder is Issued), changes are
processed in Amendment Folders. After a Purchase Order is awarded (the status of the
Award Folder is Awarded, modifications are prepared in Change Order Folders. The
procedures for amendments and change orders are the same, the ANL-7 IA Change Order
document is used for both, and the folder icon is identical.

6.6.5.1 To create an Amendment or Change Order Folder:

e Open the Solicitation Folder with the Issued Status, or open the Award Folder
with the Awarded Status.

e Activate the Pop-up Workspace Menu.
e Select Create Folder, then Amendment or Change Order.

e In the name dialog box, either accept the default title by clicking OK, or enter a
title and click OK.

e An Amendment or Change Order Folder is placed in the open folder.

e Double-click the Amendment or Change Order Folder icon to open it, then edit
the Amendment or Change Order Parameters and Line Items.
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6.6.5.2 Editing Amendment or Modification Parameters

To prepare an Amendment or Modification, you specify changes in the familiar
Parameters window in an Amendment or Modification Folder. The title bar includes a
modification number, which confirms that you are recording modifications to the original
information, not overwriting it. To edit the Amendment or

Modification Parameters:

e Open the Amendment or Modification Folder.

e Activate the Pop-up Workspace Menu and select Parameters.

e The Parameters window is displayed.

e The title bar of the Parameters window displays a modification number which is
automatically assigned by the system in sequence. This number is also displayed

in the Modification Number block in the Main panel.

e In the Main panel, select a transaction type from the drop-down list box in the
Transaction Code block.

e You may edit, add or delete information in any panel of the Parameters window.
e  When you click a tab for a panel that contains data, a message box is displayed
asking you to confirm that you want to make changes. Click Yes to continue, or

No if you do not want to modify the selected panel.

e Double-click the close bar to exit the Parameters window. If the Closing dialog
box is displayed, click the Save Then Exit button.

6.6.5.3 Editing Amendment or Change Order Line Items
To prepare an Amendment or Change Order, you specify changes in the familiar Line

Item window in an Amendment or Change Order Folder. The title bar includes a
modification number, which confirms that you are recording changes to the original
information. To edit the Amendment or Change Order Line Items:

e Open the Amendment or Change Order Folder.

e Activate the Pop-up Workspace Menu and select Line Items.

e The Select Line Items dialog box should be displayed.
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e In the Select Line Items dialog box, click Yes if you want to modify existing line
items, or No if you want to add additional line items without changing the
existing ones.

e [fyouclick Yes, the Select CLINs to Modify dialog box is displayed. From the
list of all line items, select those that you want to modify, and click OK. (To
select more than one, press and hold the CTRL key as you click each selection.)

e The Line Item window is displayed, with only the line items you selected. (If you
did not select any line items, it is empty.)

e You may edit, add or delete line items.

e Double-click the close bar to exit the window. If the Closing dialog box is
displayed, click the Save, then Exit button.

6.6.5.4 Creating an Amendment/Change Order Document
To prepare an amendment or change order document, you must first create an

Amendment or Change Order Folder, then edit the Parameters and Line Items in the
folder. To create an Amendment or Change Order document:

e Open the Amendment or Change Order Folder.

e Select Create Document/Form from the Workspace Pop-up Menu, then
Amendment or Change Order.

e From the menu of Amendment or Change Order documents and forms, select
Amendment or Change Order.

¢ In the name dialog box, either accept the default title by clicking OK, or enter a
title and click OK.

e An icon for the Amendment or Change Order document is placed in the right
workspace.

e To edit the document, double-click the icon.

e The first time you open the document, it contains a blank ANL-71A Change
Order cover page form.

e (Click the Retrieve button on the document toolbar to retrieve data for the form.

e Scroll to page 2 of the document, or click the next page button.
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e Click at the top of page 2 to place the text insertion point (blinking cursor) there.

e (lick the Retrieve Mod Text button to have the system generate the modification
text, based on your changes in the Parameters and Line Item windows.

e Add additional text to the document if necessary.

e To print the Amendment or Change Order document, select Print from the File
Menu.

e To close the document, select Close and Return to Document from the File Menu,
or click the document toolbar button with the two feet on it.

6.6.5.5 Prepare the Amendment/Change Order for Approval (Complete), Route for
Approval and Issue the Amendment.

e The Amendment/Change Order is completed, routed for approval and issued at
the Folder level. Follow the same procedures outlined for the Solicitation.
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6.7 Offers

The Offers function, allows you to:
e Enter price quotes.
e (Generate an SF 1409.
e Designate the winning contractor.

6.7.1 Recommended Sources Window: Quote Header Panel

Offers are recorded using the Quote Header panel of the Recommended Sources window,
which gives you access to the Line Item and Parameters windows. Working with
duplicates of the original line items and procurement parameters, you enter pricing and
other information from each offer. Quotes are saved separately for each offer or, and do
not overwrite the original line item data used for your solicitation or RFQ. You may view
the original line items or parameters at any time by closing the Recommended Sources
window, then selecting Line Items or Parameters from the Workspace Pop-up Menu.
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6.7.2 To use the Quote Header panel:

Open the Recommended Sources window in a Procurement Package or Simplified
Acquisition Procurement Folder.

Click the Quote Header tab.

The list of sources from the Source Detail panel is displayed in the top portion of
the Quote Header panel.

Select the name of the vendor making an offer.

Add a row for the quote in the lower portion of the Quote Header panel by
selecting Append Quotation or Insert Quotation from the Form Menu. A blank
row is placed in the lower portion of the panel.

If necessary, edit the Quote Type, Bid Date Qualifier and Bid Type by making
selections from the drop-down list boxes. (For Bid Type, select Bid with
Exception if the terms of the offer differ from the solicitation or RFP.)

Enter the date of the offer in the Bid Date field.

The Proposal column allows you to view the vendor’s EDI submissions in
Microsoft Word.

The Edit Quotation Line Items and Edit Quotation Parameters buttons at the
bottom of the Quote Header panel give you access to the Line Item and
Parameters windows, so that you can enter, not only pricing information for each
line item, but other data about the offer, such as delivery schedule, exceptions,
and bid iformation that differs from the solicitation or RFQ.

To enter price quotes, click the Edit Quotation Line Items button.

The familiar Line Item window in which you built the line items for the
solicitation or RFQ is displayed.

Click a line item to select it and enter the offeror’s price quote in the Unit Price
field.

If an offeror does not quote on a line item, delete it.

If the quote contains any information about the line item that varies from the
information entered in the Procurement Line Item window, select the appropriate
Line Item window panel and enter the revised information.

Double-click the close bar to exit the Line Item window and return to the
Recommended Sources window. If the Closing dialog box is displayed, click the
Save Then Exit button.

If necessary, click the Edit Quotation Parameters button to open the Parameters
window and enter the offeror’s modifications. The Parameters should be edited
only if something in the bid differs from the information specified in the
Procurement Parameters window (and applicable Amendment Parameters
windows).

To enter information about another offer, select the source name in the top portion
of the window and repeat the process described in steps 6.7.2.5 through 6.7.2.16
The Exclude From Further Consideration box will be marked for the sources you
excluded in the Source Detail panel.
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6.7.3 Recommended Sources/ SF 1409

After you have entered all offers using the Quote Header panel of the Recommended
Sources window, you may evaluate the offers in the SF 1409 panels, where the SF 1409

Form and continuation page(s) are generated. The winning offer may be designated from
the SF 1409 panel.
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To use the SF 1409 panels:

e Open the Recommended Sources window in a Procurement Package or Simplified
Acquisition Procurement Folder.

Click the SF 1409 tab.

e A slight delay is normal as the system retrieves the quotes and summarizes them
in the SF 1409 panel,

e Ifnecessary, the information about offers is continued in the SF 1409 Cont. panel.
The lowest offer is identified with a red check mark.

e To designate the winning bidder as the Contractor for the contract or order, point

to the name of the winning offeror in the SF 1409 and double-click. In the
message box, click Yes to confirm your selection.
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After you designate the winning offeror in the SF1409 Panel, the information

entered in the Edit Parameters and Edit Line Items Windows for the winning offer will be

inserted in the Parameter and Line Item Windows of the Award Folder. This data may be
edited when the Award Folder is opened.

6.7.4 Print the SF 1409

e Check the current page orientation setting by selecting Print Setup from the File
Menu. In the Printer Set Up dialog box, click the set up button to displany the
Document Properties dialog box. If necessary, change the page orientation to
Landscape. Click OK, to close both the dialog boxes.

e Either activate the Pop-up Data Window menu, then select Print Page, select Print
from the File Menu, or click the Print button on the toolbar.

e The SF 14009 is printed, using your default printer and current settings.
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6.8 Award Folder

Contracts and other types of award instruments are prepared in the Award Folder located
in the Procurement Package Folder. The Award Folder holds all documents and forms
associated with the award including the award instrument (such as the contract,
consulting agreement, work-for-others, or subcontract), appropriate correspondence and
memorandums, and reports. In addition, the Award Folder is used to issue all
administrative actions, change orders and to process receiving and contract close out
activities.

Much of the data you used for the solicitation is automatically made available in the
Award Folder, which also has Contract Parameters and Contract Line Item Windows.
Data entered from the successful Contractor’s Quote is also brought forward to the
Award Folder. You may edit this information or add contract data, then build the award
instrument document the same way you built the solicitation. Changes made in the
Parameters and Line Item Windows in the Award Folder only affect the award instrument
document and do not change the information in the Procurement Package or Solicitation
Folder which was used to build the Solicitation.

The purpose of this chapter is to allow you to:

Synchronize line items and parameters when necessary
Review and edit parameter and line item information
Create and build a award instrument document

Award a Contract

6.8.1 Award Folder Contents

The documents and forms available inside the Award Folder are made available based on
the information provided in the Requisition Package and included in the Procurement
Package Parameters.

Note:
¢ BPA Documents have been added to the Document Forms in the
Solicitation and Award Folder.

6.8.2 Synchronizing Line Items and Parameters

When you first open the Award Parameters and Award Line Item windows, the system
retrieves the information entered in the Line Item and Parameters windows in the
Procurement Package folder and all

Amendment folders, and synchronizes this information to display the most recent data.

However, if you edit the Procurement Parameters or Line Items or issue Amendments to
the Solicitation after you have opened the Award Line Item and Award Parameters
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windows, the new information in the Amendment folder is not automatically added to the
Award folder. This is when you may want to use the Synchronize command.

The Synchronize command replaces the line items and parameters in the Award folder
with the information in the Procurement Package and Amendment folders. It is not
necessary to use the Synchronize command unless the Award Parameters and Award
Line Item windows were opened before the Procurement Parameters and Procurement
Line Items were finished or an Amendment folder was prepared. To synchronize Line
Items and Parameters:

e Open the Procurement Package Folder.

e Do one of the following: point to the Award folder and activate the Pop-up Icon
Menu or open the Award folder and activate the Pop-up Workspace Menu.

e Select Synchronize from the pop-up menu.
e In the Synchronize Line Items dialog box, click Yes.

e The data in the Award Parameters and Award Line Item windows is replaced with
the data from the Procurement Package folder and any revisions entered in
Amendment folders.

e  When you open the Award Parameters and Award Line Item windows in the
Award folder, the synchronized information is displayed and may be edited.

Note: If you have already selected a Contractor from the SF 1409 in the
Recommended Sources window, the Contractor and the line item data are erased
when you use the Synchronize command. To restore this information after
Synchronization, return to the SF 1409 panel in the Recommended Sources window
and repeat the Contractor selection.

6.8.3 Reviewing and Editing Line Items and Parameters
The line items and parameters information used to build the solicitation, modified by the

information entered from the selected contractor’s quotation, is reflected in the Award
Line Item and Award Parameters Windows in the Award Folder. However, before
creating the Contract document, this information should be reviewed and edited if
necessary. Additional information must also be added. To edit Contract Line Items:

e Open the Contract Folder in the Procurement Package Folder.

e Open the Contract Line Item Window.

e Review quantity, prices, and descriptions in the CLIN Panel.

e Check the cost code selected for the line item in the Pricing Panel.
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e Check delivery schedules.
e Review other panels as necessary.

e (lose the Line Item Window.
To edit Contract Parameters:

e Open the Award Folder in the Procurement Package Folder

Open the Contract Parameters Window.

Add the effective date of the contract in the Main Panel.

Check the other information in the Main Panel.

Add organizations such as the paying office and the receiving office in the
Addresses Panel.

Review other panels as necessary.

Close the Parameters Window.

6.8.4 Creating an Award Instrument Document
To create an award instrument document:

e Open Award folder in a Procurement Package folder.

e Activate the Pop-up Workspace Menu and select Create Document/Form, then
Contract.

e From the menu of Contract documents and forms, select the appropriate
document.

e Anicon for the contract document is created in your workspace.

6.8.5 Awarding a Contract

Contract Award folders are given the Awarded status when the award instrument
document is final and all supporting documentation is finished. Before awarding a
purchase order or other award instrument, you must route the Award Folder for approval
(if you have completed all objects within the folder) or you may route the Contract
document for approval.

An Executed folder is automatically placed in an Award Folder when the status is
changed to Awarded. Pop-up Workspace Menu choices in the Executed folder allow you
to create documents and forms that are needed after a purchase order is awarded. To
change the status of a Contract Folder to Awarded:

154



User Procedures
NATIONAL

LABORATORY

e After the approval process is finished, do one of the following: open the
Procurement Package Folder, point to the Award Folder, and activate the Pop-up
Icon Menu or open the Award Folder and activate the Pop-up Workspace Menu.

e Select Award from the pop-up menu.

e Enter the official date of award in the dialog box.

e The status of ihe Award Folder is changed to Awarded, and a blue ribbon is
attached to the folder to identify its status.

e An Executed folder is automatically created in the Award Folder.

6.8.6 Executed Folder Contents

An executed Folder is automatically placed in the Award Folder when you award the
contract. The following forms and documents may be created in an Executed Folder:
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6.9 Contract Administration
The purpose of this chapter is to describe the following:

e Prepare and award a Change Order.
e Close-out a purchase order or contract.

6.9.1 Change Order (Modification Folder)
After a Purchase Order or other contract action is awarded (the status of the Award
Folder is Awarded), modifications are prepared in Change Order Folders. The procedures
for change orders is the same as that used for amendments with the ANL-71A Change
Order document being used for both and the folder icon being identical. To create an
Amendment or Change Order Folder:

6.9.1.1 Create a Solicitation Amendment/Change Order
After an RFQ has been issued (the status of the Solicitation Folder is Issued), changes are
processed in Amendment Folders. After a Purchase Order is awarded (the status of the
Award Folder is Awarded, modifications are prepared in Change Order Folders. The
procedures for amendments and change orders are the same, the ANL-71A Change Order
document is used for both, and the folder icon is identical.

To create an Amendment or Change Order Folder:

e Open the Solicitation Folder with the Issued Status, or open the Award
Folder with the Awarded Status.

e Activate the Pop-up Workspace Menu.

e Select Create Folder, then Amendment or Change Order.

¢ In the name dialog box, either accept the default title by clicking OK, or
enter a title and click OK.

e An Amendment or Change Order folder is placed in the open folder.
Double-click the Amendment or Change Order folder icon to open it, then
edit the Amendment or Change Order Parameters and Line Items.

6.9.1.1.1 Editing Amendment or Modification Parameters
To prepare an Amendment or Modification, you specify changes in the familiar
Parameters window in an Amendment or Modification folder. The title bar includes a
modification number, which confirms that you are recording modifications to the original
information, not overwriting it. To edit the Amendment or Modification Parameters:
e Open the Amendment or Modification folder.

e Activate the Pop-up Workspace Menu and select Parameters.
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e The Parameters window is displayed.

e The title bar of the Parameters window displays a modification number
which is automatically assigned by the system in sequence. This number is
also displayed in the Modification Number block in the Main panel.

e In the Main panel, select a transaction type from the drop-down list box in
the Transaction Code block.

® You must select the modification type.

® You may edit, add or delete information in any panel of the Parameters
window.

e When you click a tab for a panel that contains data, a message box is
displayed asking you to confirm that you want to make changes. Click Yes
to continue, or No if you do not want to modify the selected panel.

e Double-click the close bar to exit the Parameters window. If the Closing
dialog box is displayed, click the Save Then Exit button.

6.9.1.1.2 Editing Amendment or Change Order Line Items

To prepare an Amendment or Change Order, you specify changes in the familiar Line
Item window in an Amendment or Change Order folder. The title bar includes a
modification number, which confirms that you are recording changes to the original
information. To edit the Amendment or Change Order Line Items:

e Open the Amendment or Change Order folder.

e Activate the Pop-up Workspace Menu and select Line Items.

e The Select Line Items dialog box should be displayed.

e In the Select Line Items dialog box, click Yes if you want to modify
existing line items, or No if you want to add additional line items without
changing the existing ones.

e Ifyouclick Yes, the Select CLINs to Modify dialog box is displayed.
From the list of all line items, select those that you want to modify, and

click OK. (To select more than one, press and hold the CTRL key as you
click each selection.)
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e The Line Item window is displayed, with only the line items you selected.
(If you did not select any line items, it is empty.)

e You may edit, add or delete line items.

e Double-click the close bar to exit the window. If the Closing dialog box is
displayed, click the Save Then Exit button.

6.9.1.1.3 Creating an Amendment/Change Order Document
To prepare an amendment or change order document, you must first create an

Amendment or Change Order Folder, then edit the Parameters and Line Items in the
folder. To create an Amendment or Change Order document:

e Open the Amendment or Change Order folder.

e Select Create Document/Form from the Workspace Pop-up Menu, then
Amendment or Change Order.

e From the menu of Amendment or Change Order documents and forms,
select Amendment or Change Order.

e In the name dialog box, either accept the default title by clicking OK, or
enter a title and click OK.

e Anicon for the Amendment or Change Order document is placed in the
right workspace.

e To edit the document, double-click the icon.

e The first time you open the document, it contains a blank ANL-71A
Change Order cover page form.

e Click the Retrieve button on the document toolbar to retrieve data for the
form.

e Scroll to page 2 of the document, or click the next page button.

e Click at the top of page 2 to place the text insertion point (blinking cursor)
there.

e Click the Retrieve Mod Text button to have the system generate the

modification text, based on your changes in the Parameters and Line Item
windows.
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e Add additional text to the document if necessary.

e To print the Amendment or Change Order document, select Print from the
File Menu.

e To close the document, select Close and Return to Document from the File
Menu, or click the document toolbar button with the two feet on it.

6.9.1.1.4 Prepare the Amendment/Change Order for Approval (Complete),
Route for Approval and Issue the Amendment.

e The Change Order is completed, routed for approval and awarded at the
Folder level. Follow the same procedures outlined for the Solicitation.

6.9.2 Change Order Folder Contents

The documents that are available inside the Change Order Folder of the rocurement
Package are made available based on the information provided in the requisition package
and included in the Procurement Package Parameters. Certain documents are only
available in specific folders while others are available in multiple folders.

6.9.3 Administration Folder

The Administration Folder contains documents that may be needed after a contract or
purchase order is awarded. To create these documents, you must first create an
Administration Folder in the Award Folder. Administration Folders are created in the
Award Folder with an Awarded status.

6.9.3.1 To create an Administration Folder:
e Open the Award Folder.

e Activate the Pop-up Workspace Menu and select Create Folder then
Administration.

e In the name dialog box, accept the default title by clicking OK or enter a
title for the folder and click OK. An Administration Folder is placed in the
Award Folder.

6.9.3.2 To create an Administration Folder document:

e Open the Administration Folder.
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e Activate the Pop-up Workspace Menu and select Create Document/Form
then Administration.

e Select the desired document from the menu.

e [fthe name dialog box is displayed, either enter a new title or click OK, or
accept the default name by clicking OK. The document is created in the
workspace. It may be edited the same way as any other document.

6.9.3.2.1 Administration Folder Documents

The user will be able to review and print documents or listings of information for the
modifications, correspondence (receipt log), and Close-out actions (moving from active
to inactive to closed out). User will be able to create (or edit from existing documents)
modifications (change order cover and continuation page) and correspondence (standard
template) and electronically route documents for review and approval. User will be able
to record execution date of administration documents and prepare ad-hoc reports for
information contained in the database.

6.9.4 Contract Close-out
Certain types of contracts, e.g., A’s, (Commercial P.O’s). and U’s, (GSA FSS Delivery

Orders), get closed automatically by the system, when certain criteria are met. Also, you
can use PARIS to initiate and manage the Close-out process including creating and
approving Closeout documents and forms. During contract Close-out you can:

e Handle the physical completion activities.

e Review the contract file.

e Perform dollar reconciliation for funded, awarded, and invoiced amounts.

e Handle disposition of classified materials and Argonne property furnished
to contractors.

e Record subcontract settlement results.
e Establish and record the final contract price.
e Process contractor closing statements.

e Record the retirement and archiving (removal from active files) of the
closed out contracts.

160



User Procedures
NATIONAL

LABORATORY

After all the goods and services under a contract are received, you should change the
status of the Award Folder to Physically Complete, prepare the appropriate Close-out
forms, and obtain approval to change the status to Closed Out. At that time, the
Procurement Package Folder is automatically moved by the system from the Awarded
Actions system folder to the Closed Out Actions system folder. The contract may then be
retired.

PARIS will provide a listing of all active, physically complete, and closed out contracts
and orders. They will be listed in the active status listing upon award and will remain in
this listing until you move the status to physically complete and then closed out.

6.9.5 Changing Status from Active to Physically Complete

Open the Procurement Package Folder that contains the Award Folder to be closed out.
(The Award Folder must have the Awarded status).

e Point to the Award Folder and activate the Pop-up Icon Menu.

e Select Physically Complete. A dialog box appears asking if you are sure
you want to mark this physically complete. Click Yes.

e A dialog box appears stating that a Close-out Folder has been created.
Click OK.

e A Close-out Folder is placed in the Award Folder and a flag symbol is
attached to the Award Folder to indicate its status is Physically Complete.

6.9.5.1 Close Out a Contract or Purchase Order
e Open the Close-out Folder

e Activate the Pop-up Workspace Menu and select the correct forms or
documents the edit them as necessary (make sure they are in the Close-out
Folder).

e Open the folder containing the Close-out Folder. (The Close-out Folder
will appear in the right workspace.)

e Point to the Close Out Folder and activate the Pop-up Icon Menu then
select Complete.

e A dialog box appears asking if you are sure you want to mark this

completed. Click Yes to mark it complete. A completed symbol appears
on the Close-out Folder.
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e Point to the Close-out Folder icon, activate the Pop-up Icon Menu then
select Route.

e Select Route for Approval then click OK in the Routing dialog box. When
the Close-out Folder receives final approval, it is returned to you and the
status of the Award Folder is automatically changed to Closed Out. A
checklist symbol appears in the lower right corner identifying the Closed
Out status. The Procurement Package Folder is placed in the Closed Out
Actions system folder.

6.9.5.2 Retiring a Procurement Package Folder

The closed contracts will be retired by the system after the contract has been closed for a
specified period of time, -------------- ,

6.9.5.3 Close-out Folder Documents and Forms
The documents that are available inside the Close-out Folder of the Procurement Package
are made available based on the information provided in the requisition package and

included in the Procurement Package Parameters. Certain documents are only available in
specific folders while others are available in multiple folders.
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6.10 Utilities

The Utilities Menu allows the user to perform a variety of routine functions associated
with general routing, workload assignment, working with vendors, maintaining security
for their own desktop, search for information about other ANL employees and work with
category codes.

The Utilities Menu contains the following commands:

Address Book

Alias Maintenance

Cost Codes

Information

Manage Routing/Assignments
Temporary Vendors (Enter and Search)
View Approval Threads
Change Password

Employee Search

PALT line Cancel

Supplier Search

Category Codes

Receipt Certification

Search for Reqs/Awards
Search for Shipping Orders
Change Line Type

Get Valid Buyer’s Contracts
E-mail Redirect Maintenance
Commercial Operations
Approve Temporary Vendors

6.10.1 Address Book
To route items electronically to other system users using General Routing or Transfer,

you must select a personal list of addresses, known as your private address book, from a
public list of all available addresses. To maintain your private address book:

e Select Address Book from the Utilities Menu.

e The Private Address Book dialog box is displayed.

e To add a user, select a name in the Available System Users list. Click the Add
button to place the name in your Private Addresses list.
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e To delete a user, select a name in the Private Addresses list. Click the Remove
button to move the name back to the Available System Users list.

e Click OK when you have finished adding and deleting names.

6.10.2 Alias Maintenance (of Threads)
When you designate another system user as an alias, all items routed to you for approval
on the dates you specify will automatically go to the alias instead. An alias might be
useful when you are taking leave or when you need to delegate your approval
responsibilities. To specify an Alias:

e From the Utilities Menu, select Alias Maintenance.

e The Thread Alias Maintenance dialog box is displayed. Procurement system
administrators have special rights to set aliases for other users.

e To designate an alias, select a system user from the left-hand list. Click the Add
button to place the name in the right-hand list.

e In the Start Date and End Date columns, enter the time period that you want to
use the alias.

e Additional aliases may be specified, if the time periods do not overlap.
e To delete an alias, select it, then click the Remove button.

e Click OK to close the dialog box.

6.10.3 Cost Codes (Query)
The Query Cost Codes Window is a read-only list of valid cost codes which are
maintained outside the PARIS applications. This window allows you to view information
about the cost codes associated with line items in a Requisition or Procurement Package.
To view cost codes:

e From the Utilities Menu, select Cost Codes.

e The Query Cost Codes window is displayed.

164



User Procedures

Cost fad
Center Task Description Status
266 0307900  EXTEMDED ELECTRONIC AUTHORIZATIC OPENM
266 0317000  DEVELOP FROCESS TO OBTAIN WISITO OPEN
266 0363700 MIS OPS INFO SYSTEM SUPPORT CPEM
266 4833999 PROGRAMMATIC AML ACCOUNT 49993 OPEN
266 9114000 SERWICE REQUEST FURCHASES OPEM

266 2123500 SERYICE REQUEST PURCHASES CPEM .
26k 9126600  =fr purchases QOPER
266 9132200  SERYICE REQUEST PURCHASES CPEM
266 9140000 SERWICE REQUEST PURCHASES OPEM
266 9140200 SERWICE REQUEST PURCHASES OPEM

=

The cost center, task (cost code), description and status is listed for each cost

code.

To exit the window, double-click the close bar.

6.10.4 Manage Routing/Assignments

This requires a Procurement Supervisor. To remove an assignment:

Select Manage Routing/Assignments from the Utilities menu.

The Manage Assignments window is displayed.
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e Select the item or folder in the Assigned Documents/Forms/Folders section of the
list.

e (lick the De-Assign button.

e The folder or item is removed from the recipient’s workspace, and it is available
for you to assign to another user.

e C(Click OK to close the Manage Assignments window.

6.10.5 Temporary Vendors (Enter and Search)

6.10.5.1 Enter Temporary Vendors
General information about a potential supplier or vendor for a procurement may be
entered by any user in the Enter New Suppliers dialog box. Requisitioners may open this
dialog box from the Requisition Window Suppliers Panel. All users may open it from the
Utilities Menu, by selecting the Temporary Vendors command, then Enter.
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The status of each supplier or vendor is temporary until a system administrator changes
“pending” to “approved” in the Approve Temporary Vendors Window. Approved
vendors are available to all users in Lookup lists of commercial organizations. Temporary
vendors are available only to the user who entered them.

You may view and edit the information you entered for any “pending” vendor by
selecting the Temporary Vendors command from the Utilities Menu, then Search. To
enter a new supplier with pending status:

e From the Utilities Menu, select Temporary Vendors, then Enter. (Or in the
Requisition Window Suppliers panel, add a new row and double-click it.)

e The Enter New Suppliers dialog box is displayed.

e Enter data in each field except the Supplier Code, which is automatically assigned
when you tab out of the Organization Name field.

e To exit the dialog box, click OK.

6.10.5.2 Search Temporary Vendors
You may view or edit the information you entered for any “pending” vendor by selecting
the Temporary
Vendors command from the Utilities Menu, then Search. To perform a temporary vendor
search:

e From the Utilities Menu, select Temporary Vendors, then Search.

e The Vendors with Pending Status dialog box is displayed.

Vendors with Pending Status Screen

e All temporary vendors you entered which still have the “pending” status are
listed. Vendors which have been “approved” are not included.

e To view or edit the information for a vendor, point to its name and double-click to
open the Enter New Supplier dialog box. Make the desired changes and click OK.

e To exit the Vendors with Pending Status dialog box, click Cancel.
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6.10.6 View Approval Threads

If you are not sure which thread to select for approval routing, you may want to examine
one or more threads before you make your choice. By opening the Thread Viewer
window, you may research individual approval threads to see who is included, what
restrictions apply to items as they are routed along the thread, and who will own the
routed item after approval. The capability to create and edit approval threads is limited to
users with the system administrator role. To examine an existing approval thread:

e To examine an approval thread, select View Approval Thread from the Utilities
menu.

e The Select a Thread to View window is displayed.

Select a Thread to View Screen
e Select the name of the thread you want to examine and click OK.

e The Thread Viewer window is displayed.

Thread Viewer Screen

e When the following options are marked in the Thread Parameters section of the
window, they apply to the thread:

e Send Message After Each Approval: If this option is marked, the system sends a
message to the originator after each user approves the routed item. If it is not
marked, the approval process continues silently. (PR Folders always activate a
mail message from the originator to the last thread member, regardless of whether
this option is marked.

e Continue on Conditional Approval: If this option is marked, the item continues in
the approval thread if it is disapproved by a member, then returns to the originator
for revisions when it reaches the end of the approval thread. If it is not marked, a
disapproved item is returned to the originator immediately.

e Revisions Allowed: If this option is marked, the routed item has read-write access
and changes may be made by members of the approval thread. If it is not marked,

the routed item has read-only access.

e After Last Approval... Return to Originator: If this option is marked, ownership of
approved items remains with the user who routed them.
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e After Last Approval... Transfer Ownership: If this option is marked, ownership of
approved items is transferred to the last member of the approval thread.

e File Class: Each thread has a file class that specifies what category of items the
approval thread accepts: folders, documents or form

eFile Type: The type of item that may be routed on the thread is displayed here. This
may be either the name of an individual document, form or folder; or a group of
similar docum

e The Thread Members list on the right shows the members of the approval thread
in the order in which they will receive items routed for approval

e C(Click the OK button when you are finished reviewing the thread.

6.10.7 Change Password

The Change Password dialog box allows you to enter a new password. PARIS requires
you to change your password the first time you log on to the system, if your password

matches your User ID. You can not reuse your original password later. To enter a new
password:

e [f PARIS requires you to change your password, the Change Password dialog box
is displayed when you log on. If you want to change your password at another
time, select Change Password from the Utilities Menu.

e In the Change Password dialog box, type your current password in the Old

Password field, and enter a new password that contains at least six characters in
the New Password and Confirmation fields.

Change Password Screen
e C(Click OK.
Tip : The Cancel button is functional only if the Change Password dialog box was

opened from Utilities
Menu. If entering a new password is mandatory, the Cancel button is grayed-out.
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6.10.8 Employee Search

Employee Search:

The Employee Search window is displayed when you double-click certain Lookup fields
in data windows and forms, or when you select Employee Search from the Utilities
Menu. This window offers a variety of ways to search and sort the names in the employee
database. To perform an employee search:

e From the Utilities Menu, select Employee Search. (Or double-click a Lookup
field for an employee name or badge number.)

e The PARIS Employee Search window is displayed.

Employee Search Screen

e In the Search Selection Criteria section, click the radio button next to the data
element you want to use for the search.

e In the Type section, mark Equals To if you want to search for a specific name or
number. Mark Begins With if you want to enter the beginning of a name or
number. Mark Contains if you want to search for names or numbers that include

specific characters.

e In the Value section, enter the number, name or characters you want to use for the
search. Seaches are case sensitive.

e Click Search. If no matches are found, an Information message is displayed.
e All records in the database which match the criteria are displayed.

e To arrange the records in alphabetical order by any column, click the Sort button
to display the Specify Sort Columns dialog box.

e [fyou are performing a search to select a name for a Lookup field, click the
desired name to select it, then click OK.

e (lick OK or Cancel to exit the Employee Search window.
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6.10.9 Specify Sort Columns Dialog Box

The Sort buttons in the Employee Search and Vendor Search windows open the Specify
Sort Columns dialog box, where you can specify how the data is sorted. You must
perform a search before sorting the results. To sort the results of a search:

ePerform a search in the Employee Search Window or Vendor Search.

o(Click the Sort button.

eIn the Specify Sort Columns dialog box, database column names are displayed on
the left side (Source Data) and may be dragged to the right side (Columns) to
establish the criteria for sorting.

Specify Sort Columns screen

e Drag only the column name(s) you want to use to determine the sorting order. For
example, to sort vendors in alphabetical order by name, drag the “org..name”
column to the Columns section. Or, to sort vendors by cities within states, place
“state” at the top of the Columns list followed by “city.”

e Click OK. The Specify Sort Columns dialog box is closed and the data in the
Employee Search or Vendor Search window rearranged.

e For each search, you must specify the sort order if you want the data arranged in a
certain way. PARIS does not remember the previous sort specifications.

6.10.10 Supplier Search

The Vendor Search window is displayed when you double-click certain Lookup fields in
data windows and forms, or when you select Supplier Search from the Utilities Menu.
This window allows you to search and sort the names of “approved” commercial
organizations (vendors or suppliers) in the database. To perform a vendor search:

e From the Utilities Menu, select Supplier Search. (Or double-click a Lookup field
for an vendor name.)

e The PARIS Vendor Search window is displayed.
Vendor Search Window

e In the Search Selection Criteria section, click the radio button next to the data
element you want to use for the search.
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e In the Type section, mark Equals To if you want to search for a specific word or
number. Mark Begins With if you want to enter the beginning of a word or
number. Mark Contains if you want to search for words or numbers that include
specific characters.

e In the Value section, enter the number, word or characters you want to use for the
search. Seaches are case sensitive.

e (lick Search. If no matches are found, an Information message is displayed.
e All records in the database which match the criteria are displayed.

e To arrange the records in alphabetical order by any column, click the Sort button
to display the Specify Sort Columns dialog box.

e Ifyou are performing a search to select a name for a Lookup field, click the
desired name to select it, then click OK.
e Click OK to exit the Vendor Search window.

6.10.11 Category Codes

The Category Codes window displays a read-only list of category codes, descriptions,
cost code account numbers, and special needs that apply to each category. This
information is maintained in a database external to PARIS, and is used by PARIS in
Requisition preparation and approval routing. To view category code:

e From the Utilities Menu, select Category Codes.
e The Category Codes window is displayed.

e To exit the window, double-click the close bar.

6.10.12 Information

Provides access to two windows showing items that need some action
e Show Open Awards
e Show Receipt Exceptions

6.10.13 Palt Line Cancel
Allows supervisors to cancel requistion lines that will not be awarded.
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6.10.14 Change Line Type
Not used.

6.10.15 Get Invalid Buyers Contracts

Buyers can take ownership and work on contracts created by buyers who no longer work
in procurement.

6.10.16 Email Redirect Maintenance

Allows divisions to set up an email address for users who have left the lab that PARIS
will use when sending the expiration notifications to that user.

6.10.17 Commercial Organizations
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6.11 Creating a Synopsis Notice

There are three types of synopsis notices, all of which are created and maintained in
almost identical windows. These are as follows:

Sources Sought Synopsis Notice - used to obtain information concerning capabilities of
potential sources for research and development contracts, commercial sources, or sources
for architect-engineer services. It may also be used to obtain information from sources
concerning their capabilities in providing other supplies and services. This synopsis
notice is used to perform market surveys by obtaining literature or capabilities statements
from potential sources as well as to conduct industry briefings to impart information to
contractors who may submit a proposal in response to a specific requirement.

Pre-Award Synopsis Notice - used to announce solicitations for competitive
procurements or to announce the intent to contract for a certain product or service on a
sole source basis. Offerors are invited to request copies of the solicitation for competitive
procurements or to submit capability statements for sole source procurements. The pre-
award synopsis notice is used to transmit information to the Commerce Business Daily
for the synopsis of proposed contract actions and of pre-solicitation notices. When pre-
solicitation notices are used, an additional synopsis notice may still be required prior to
issuance of any resulting solicitation.

Post-Award Synopsis Notice - used to announce contract awards including information
about the successful offeror including name and address and contract number and dollar
value awarded. This notice contains similar information as to that contained in the letters
to unsuccessful offerors.

To create a synopsis notice, you must open one of the following folders:

Folder Notice

Planning Sources Sought Synopsis Notice
Solicitation Pre-Award Synopsis Notice
Executed Post-Award Synopsis Notice

e To create a Synopsis Notice:
0 Open the folder where the Synopsis Notice you need is available.

0 Select Create Document/Form from the Pop-up Workspace Menu, then
choose the type of folder, then the Synopsis Notice type.

0 Enter a title in the dialog box, or accept the default title. Click OK. A form
icon is placed in the open folder.
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Insert Synopsis Notice Data Window

e Fill in the appropriate information, as described below.

e To include CBD Numbered Notes (footnotes) in the description, click the Look
Up Notes button. The Choose the CBD Notes dialog box is displayed. Select a
note and click OK, or use the close bar to exit without adding a note.

e To generate a CBD file, click the Create File button. (You may need to use the
scroll bar to see the button at the bottom of the window.) Enter a file name and
directory in the Select File dialog box. Click OK. The data is saved as a .7XT file
in the directory you specified, and made available to the CBD Express Office for
transmittal to the Commerce Business Daily.

Select (Save) File Dialog Box

e Click the close bar to exit. If you have unsaved data, the Closing dialog box is
displayed. Click the Save, then Exit button to save your work. The data is saved
and displayed the next time you open the Synopsis Notice window. (Saving data
does not add it to the CBD file.)

The following is an explanation of each block in the Synopsis Notice window.

Field Explanation

Action Code The pre-filled selection may be changed using the drop-down list box.
Selections include: A ward Announcement, Modification, Pre-solicitation,
and Sources Sought. If none of these apply, select it/a.

Date Enter the month and day of transmission to the CBD. Example:
0125 for January 25.

Year Enter the calendar year as two digits.

FIPS Number The FIPS number identifying the agency is pre-filled.

Classification Code

.Select the code from the drop-down list box that best describes the overall
acquisition

(Sources Sought and
Pre-Award Only)

Subject Enter a brief title or summary of the acquisition, which will be used as the
bold title at the beginning of the CBD listing.
Description Enter a description of the acquisition. To add CBD footnotes to

the description, use the Look Up Notes button (described above).

Contact Point

Identify the official responsible for answering inquiries, and include a
telephone number and other contact information. If the point of contact is
not the contracting officer, also identify the contracting officer.

Address, ZIP Code

Enter the address of the government agency submitting the notice. Place the
ZIP Code in the separate block that is provided.

Proposed
Solicitation Number
(Pre-Award Only)

The solicitation number you entered in the Procurement Parameters window
is pre-filled here.
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Opening/Closing Enter the deadline for receipt of bids, proposals or responses.
Date (Pre-Award
Only)
CLIN (Post- The number(s) of the line item(s) awarded in this contract are pre-filled in
Award Only) this block.
Contract Number (Post- | The Contract number is pre-filled in this block.
Award Only)
Award Date (Post-Award | The date if the contract award is pre-filled in this block.
Only)
Award Amount $ The amount of the contract award is pre-filled in this block.
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Chapter 7: PARIS Receipt Processing

The PARIS Receiving Module consists of two fundamental processes; arrival log
processing, and receipt processing. The arrival log process is used to record the arrival of
everything that is delivered to the ANL Receiving dock, including merchandise that was
procured by a method other than PARIS. In this case, no purchase order would exist
against which to apply the receipt. This module also allows the Receiving personnel to
account for all merchandise that passes through their area. The receipts process follows
the arrival and is used to record the receipt of the actual line items associated with the PO.
The receipt header information is defaulted from the arrival log information, so there is
no ‘double entry’ of receiving information.

In addition, the ANL Property Manager and Accounting staff have rights to updates.
These are also described in this chapter.
Receipt Module

When you log in to the Receiving Module, the window with the available drop-down
menu is displayed. The options in the menu bar provide access to the primary functions in
the receiving module. The menu options change, depending on your system access rights

[ PARIS [RecevingMockde] . 1

Fle Arrivallo]  Recepl Fhorebook - Reporls  Admirsirslion  Help

»
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7.1 Arrival Log

The Arrival Log is used to enter maintain, inquire and report arrival log information.
These primary functions are performed using the Arrival Log menu options.

All deliveries to the receiving dock need to be entered in the Arrival Log Screen. There
are two different types of Arrival Log Screen one for UPS and one for all the other
carriers. The UPS screen needs less information then the other screen.

7.1.1 Creating an Arrival Log Entry

The Arrival Log Entry option presents you with the ability to enter the carrier code of the
shipment. To create an Arrival Log entry. All deliveries to the receiving dock need to be
entered in the Arrival Log Screen. The are two different types of Arrival Log Screen one
for UPS and one for all the other carriers. The UPS screen needs less information then the
other screen:

: PARIS [Receiving Module] _|=] %]
File Amivallog FReceipt Propery Accounting FPhonebook Repors  Administration  Options Window  Help

(B[220 | 23D OR | &
1 Amval Log Entry - UPS !EB

Arrival Date: |01/15/2002 Internal Mail Delivery

Carrier Code:

Comments:

PO/Addressee Nbr Pieces Consignor/Vendor Bldg. Rush CD

Reference: | Comments: |

4| |

|Feady

e Select Arrival Log, then Entry in the menu bar. The Arrival Log Entry - UPS
window is displayed.
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e The Carrier Code and Arrival Date fields default to UPS and the current system
date. You may choose a different Carrier Code by selecting from the options
available using the drop-down list box. You may change the date to any previous
date.

7.1.2 Adding UPS Arrival Entries

The Arrival Log Entry window defaults to the UPS setting that is used to enter arrival
information for UPS shipments only. You may now enter an unlimited number of arrival
entries. Each entry contains a PO number (or addressee last name, if no PO number is
available), number of pieces arrived, consignor or vendor and transfer building (optional
entry). The rush code field is “Read-Only” and is extracted from the PO records that
already exist within PARIS. The transfer building field is used to auto-receive non-
PARIS merchandise (merchandise that was procured outside of the PARIS application).
To enter a UPS entry:

e Select a blank row in the entry area.

e Enter the PO/Addressee or perform a Lookup to find the PO/Addressee.

e Enter the Number of Pieces.

e Enter the Consignor/ Vendor.

e Enter the Transfer Building, if required.

e Click the Save icon.
e Select Options, then Save in the menu bar to add your entry.
You may continue to enter UPS entries in this manner.

Note: Nothing is added to the data base until you save

7.1.3 Adding Non-UPS Entries

If you have selected a Carrier Code other than UPS, the following entry window is
displayed:
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Arrival Log Entry — Non-UPS Window

i PARIS [Receiving Module] =] x|
File  Amival Log Receipt Propery Accounting FPhonebook Repors  Administration  Options Window Help

|B||E@»w | z3-1E028 | &

i Arnval Log Entry - Non UPS !Em
Carrier Code: v Arrival Date: |01f15!2002 Internal Mail Delivery ™
Comments:
Reference: | Vendor: | MOS: | x|
Ship From City: | State: | ~| Zip:
Country: [UNITED STATES ]
PO/Addressee Nbr Pieces PIC Weight Frt. Charges Bldg. Rush Code Comments
4 ]
|Ready

e The Non-UPS Arrival Log Entry window is used to enter arrival information for
all shipments except UPS. The reference information must be added before
adding the shipment entry information. To enter Reference information:

0 Enter the Reference number, Vendor, Ship from City and Zip.
0 Select a MOS (method of shipment) and State from the drop-down list boxes.

e To Add Non-UPS entries:

0 Select the blank row.

0 Enter the PO/Addressee or perform a PO/Addressee Lookup.

0 Enter the Number of Pieces.
0 Enter the Weight.
0 Select a P/C from the drop-down list box.
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0 Enter any Freight Changes.

0 Enter the Building Number, if required.
On both these arrival logs there is a space for number of packages received and a
reference. If the number of packages is greater than 1 and you have also entered a

reference, then the following screen will ask you to enter the reference for the rest of the
packages

Enter Package References

Please Enter Reference for 9 more Packages

Reference Mbr - —

Reference Nbor |

Reference Nbor |

Reference Nbor |

Reference Nbor |

Reference Nbor |

Save Reference Nbr | Cancel |
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7.1.4 Performing a PO/Addressee Lookup

Mame Operator alue —

| =] 7 | Search | | Cancel 5 Print Screen

(Total Rows =0)

Award Line Crate
Humber He. Wendor Mame Model Mumber Part Mumber Guantity Awarded
4 | i

Badge Search I

To perform a lookup:
e Double click in the PO/Addressee field. The Purchase Order Search dialog box is
displayed.
e Select a field to be searched from the drop-down.
e Select the operator from the drop-down.
e Enter a Value.
e Select Search. The entries meeting your search criteria are displayed.
e Select an entry from the results list, by double-clicking on the item.

You may also search for active ANL personnel by selecting Badge. This activates the
Employee Search.

7.1.5 Arrival Log Inquiry

The Arrival Log Inquiry window displays ‘un-receipted’ arrival information. To search
the Arrival Log:

182



User Procedures

A A AR R ETONL
A ‘nNI\iELA ; ‘_

| PRR 1S [Receiving Moduke] ,—_IEI-J_X-I
Fle Armvallog Fecept Property Agcounbng Phonebook Reports  Admrktraton Optiors  Window  Hep
B GM Hddar iy amEORE &
Arrival Log Inoulbry =
Dock Vendor Pleces PIC Carr  Reference

Arrival  Status PO MBI Shipped From Weight Frt Bldg Handl
T 7é OB [ CISCO SYSTEMS _-.ﬂ FOE- ;
I : B25E30TED42
LINRCPT [TWin FALLS | 1] E Ba2220 Jeir Freigrs
fovasiaoozfrel  PA-18551 JAPPLE COMPUTER INC | 13 [FOE-  [p23235484517 |
LINRCPT ECTHELL [ | [ f13516 faur Fraige
fraaTiaon2joos  RA-3053 [AMERSHAM BICSCIENCES CCf iP FOE-__[3604307251000]
JUNRCFT FISCATANAY | 5[ [ TEE [far Freigrt
[Total Rows = 12} ll

Sort I Eecell.neJ Malnt| Retr\e-sn|

=T a‘w

e Select Arrival Log then Inquiry in the menu bar. The Arrival Log Inquiry window
is displayed.

e To sort the Arrival Log:

0 Select Sort. The Sort dialog box is displayed.

0 Specify Sort Column Dialog Box

0 Select the columns to sort in the Source Data column and drag them to the
Columns list.

0 Select OK to sort the arrival log.
In addition to viewing and sorting the Arrival Log, you may also select an arrival entry
and either process a receipt by selecting Receive (see subsection for more information on

Receipt Entry). or modify or delete the selected entry’s arrival log information by
selecting Maintenance
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{4 M wED |

stotus:[Tireceifiesd Change Status o ReceiptUnreceipt|

Trancler Bldg "— WW?W Rt of 18 :I
Arrivel Dt [12/21/2001 mos. [aR -
Recawing Dock [EAST NorOfPieces: [ 2
Carnier Code Id [VEND = Weight [ 00
Raferance Nor [dave tost Prepaid/Cotect [F <]
Consignor Vendor DAGE-MTIING | Freight Charges |—
RushCode: [
Ship From Clty [ State | =] Zip Code |

Country” [UNITED STATES -

Commants

7.1.6 Maintaining the Arrival Log

The Arrival Log Maintenance window is used to modify or delete existing arrival data.
To maintain the arrival log:

e Select Arrival Log, then Maintenance in the menu bar. The Arrival Log

Maintenance

i PARIS [Receiving Module]
File | Arivallog Peceipt Propery Accouning Phonebook Reports Administration Options  Window  Help

PO/Addressee:|14-03021 Status: [Unreceipted Change Status to Rece‘\pt’Ur‘irecéiptl

=

TrensferBidy | Hendler Badge: [fo000 Row#1 of 16 j
Arrival Date: m MOS: IA\R—:[
Receiving Dock ’W Nbr Of Pieces: ]73
Carrier Code |d ,m Weight: 1700

Reference Nbr (dave test PrepaidiCollect: [P«
(Consignor ¥endor |DAGE—MT\ INC Freight Charges

Rush Code:
Ship From City | State | ﬂ Zip Code -
Country.. [UNITED STATES |
Caomments:

Reference Mumbers

[Fready
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e Enter a PO/Addressee or perform a PO/Addressee Lookup.
e The Arrival Log entries for that PO/Addressee are displayed.

e You may now edit the arrival entry fields.

7.1.7 Arrival Log History:
This shows all of the arrival logs for a particular PO/Addressee:

PARTS [Receiving Modide ]
!“'[-E*x @ A H|\I:IIJEI'_'I'bIE -

arrival Log History
nqmmjr-;-hﬂm-n:«um mpacalpced
Transteridg [ | Handler Badge: 7742 Feawe 1 af 1
S S — e —
Recaiving Dock W I Nor OF Fieces: l—j
Carmer Code |d [FOE- = Weight [ 200
Referance Nbr [155663 173245
Rshcode [ PrepadiColiect [ ]
(RS RGARENBOH0R R STIENTIFIC INC
Stup From Gy [TRERTON FraghtCharges |
Courtry. |MITED STATES State]' =] opcode 3615

User Procedures
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7.2 Receipts

The Receipts functions allow you to enter, maintain (if authorized), inquire and report
receipt information. In order for you to be able to receipt any items you must have an
Arrival Log created for the PO.

e

Fe Arivalog Recspl Frorebook - Repofl:  Admirssiration  Help
T
»

[Fiemdy

7.2.1 Entering Receipts
If this is the first time this PO is being receipted then, the ‘Select Items to Receipt’ button
will be available and it will take you to the ‘Select Lines to Receipt’ Screen. If The
‘Select Items to Receipt’ button is not available then you need to double click on the line
you need to receipt and it will take you to the ‘Receipt Line Item Entry’ Screen.

e To enter a receipt:
0 Select Receipt, then Entry in the menu bar. The Receipt Entry window is
displayed.
0 Enter the PO Number or perform a Lookup to locate a PO Number.

NOTE: If the Receipt Entry window is accessed by selecting Receive on the Arrival Log

Inquiry window, then the PO Number is already selected and the PO information is
displayed.
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+ PARIS [Receiving Module] - [Receipt Entry] !Eﬂ

File  Amival Log  ArivalLog Beceipt Propery Bepords  Administration  Administration  MWindow  Help 5, jﬁljji]
|E|G=0| 1« « » IIEORE | &
Po Number: [14-00290 Receipt Number: 1 =
Vendor: [YORK TELECOM CORPORATION Buyer: [Sharon L. Juricic
Arrival Date: [[REI# Ship City:| Carrier: UPS
Pieces: 0001 Weight: MOS: Charges:
Consignor:]YORK TELECOM CORPORATION State:] Handler: {50000
Reference: | Zip:| PiC:
Comments:
k]
Line Items:

Item # Product Id1 Quantity UM Unit Price Chem. Prop. High Ris ~ |
1 EA ¥ it i i
V020-00032 Sub Component Replacement:

Adtran Nebwork Termination EA  $585
NT1-ACEI Sub Component Replacement: D

3 Cables and Converters 1 EA  $200 =
nia Sub Component Replacement: D

Select ltems to Receipt

|Fe achy

Click on Select Lines to Receipf, to view the following window:

e Select Lines to Receipt Window. This window only appears on the first receipt
against an award.

Award Number: | Receipt Number:

ltem # Product Id1 Quantity UM  Unit Price

r 1 Madge Access Switch 1 EA  $2457

1020-0003 Chemical M PropertyY High Risk M
r 2 Adtran Networls Termination 1 =i F535

MT1-ACZEN ChemicalM  Property™  High Risk M
r 3 Cables and Converters 1 B4 $200

nfa Chemical M Property™N  High Risk M
r 4 Installation 1 =i 1,500

nia ChemicalM  Property™  High Risk M

Cancel Receipt Selected Lines
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On this screen you can check of the boxes next to the line that you need to receipt and
click the ‘Receipt Selected Lines’ button and it will receipt the checked off lines exactly
as they were ordered. The ‘Print Delivery Ticket’ button will be available to you after all
the checked off lines are saved. You need to click it to print the delivery ticket which will
take you to the ‘Number of Delivery Tickets to Print’ screen.

7.2.2 Entering Receipt Line Items

On this screen you will need to enter the Qty. Received and Qty Shipped. Qty. Issued
needs to be entered for ‘AMMS’ Requisitons only.

The Exceptions ‘Over Qty Shipped’, ‘Shortage’ and ‘Over Qty Ordered’ will be
calculated for you based on the Qty Ordered, Qty. Received and Qty Shipped.

: |Z1 : [ad I_i
Receipt Mbr Po Line Mbr |1 = of [1 Requisition: [E1-261201 Save |
Prev Receipt |3 Requester IHHI. Ruth A, Ext |26290
ltem Name Model Category
1 |1 |7050 Close |
Iltem Description Delivery Instructions
1
Special
Eherizal IF|
Erapedys I
Received Ordered UOM Issue UOM Price HighRisk =
3 1 EA I 1.00
Sub Component Replacement;
Qty. Received Qty. Shipped Qty. To Issue  Qty. Issued .
IUU I 0 00 inspected _Exceptlﬁllb
Comments:
Damaged |_| oo
Over Qty Shipped |_| 0o

Shortage |_| oo
Over Qty Ordered |_| 0o

To enter line item receipts, Double click on a line item displayed in the Receipt Entry
window. The Receipt Line Item Entry window is displayed.

e Edit the PO Line Nbr field, if necessary.

e Enter the Quantity (Qty.) Received.
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e Enter the Quantity (Qty.) S/zipped.
e Enter any Qty. Exceptions.
On this screen there is a check box called ‘Sub Component Replacement ’:

If this box is checked then you will see a button ‘Receipt Sub Component’, you should
click on this button to receive a component of an item, previously received, which was
sent to the vendor for replacement. This will solve the over shipment problem we
currently have when a sub component needs to be received. You cannot use this to
receive an item that is shipped in multiple shipments, e.g., when you get a set of
wrenches orders from Sears as one unit and they get shipped in 5 shipments.

e Select the appropriate check boxes for Exceptions.

Note: The Qty. Issued field is only used for Stores (AMMS) orders to reflect UOM
differences

e Select Ticket to indicate that the line item receipt is complete and begin to print
delivery tickets. You are prompted about the receipt information being complete.

e Select Yes to accept the line item receipt information and begin the processing
delivery tickets

The exceptions will be calculated for you, based on the QTY Ordered, Qty Received, and
Qty. Shipped.

e Over Qty Shipped
Calculated for you based on the Qty. Received and Qty Shipped. If the Qty
Received is MORE then the Qty. Shipped then the ‘Over Qty Shipped’ will be
checked off and the qty difference will be placed in the field next to it.

e Shortage
Calculated for you based on the Qty. Received and Qty Shipped. If the Qty
Received is LESS then the Qty. Shipped then the ‘Shortage’ will be checked off
and the qty difference will be placed in the field next to it.

e Over Qty Ordered
Calculated for you based on the Qty. Received and Qty Ordered. If the Qty
Received is MORE then the Qty. Ordered then the ‘Over Qty Ordered’ will be
checked off and the qty difference will be placed in the field next to it.

e Damaged

If you find any item that is damaged then you need to check off the box next to
the ‘Damaged’ and enter the qty damaged in the field next to it.
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After you have entered all the data then click on the ‘Save’ button. This will save all the
data and make the ‘Ticket’ button available to you. You need to click it to print the
delivery ticket which will take you to the ‘Number of Delivery Tickets to Print’ screen.

7.2.3 Receipts Inquiry

The Receipts Maintenance option is only available to authorized supervisory personnel. It
allows you to access the receipt correction and rush code maintenance processes.

i PARIS [Receiving Module] !Eﬂ

Eile AmvaILDg|Beceipt Property  Phonebook  Reports Admimstrﬁtmn Dptiohs  Window  Help

INEY I

. : Inguiny
Maintenance »
| Po #: |1A—03021 Line #: |1 _| Receipt #: 3 v Version #: |1 -l

Entry

Version: Fow #1 of 1
Vendor: DAGE-MTI INC |Buyer: Elzabe| Wski |F30252) Arrival
Requisition #: [E1-267201 |Requester Hil o= —||W|
Receipt Date: [01/14/2002 __ |Handler: [50000 |Status:| CostCode
Item Name: [1 | category: m
Item Description: Delivery Instructions Ticket

1

SlERC S

IShort ShippedT ] [Over Shipped™ | [Damaged ] [Over Gty Crdered™] Return T Inspected

Ordered:[ 1] Total Recelved: | jJuoM:[EA | Price: | 1.0
Received: Shipped: Exception: EI
Issued:]| JUOM:EACH |Returned:[ | aNL126&[ |

Receipt Line Comments:

test

|Re achy

7.2.4 Correcting Receipts
Receipt Correction allows you to edit receipt information.

To correct a receipt:
e Select Receipt, then Maintenance in the menu bar.

e Select Correction in the menu. The Receipt Correction window is displayed.
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: PARIS [Receiving Module] _[=]x]
File  Arival Log | Beceﬁ; Property Phonebook Reports  Administration  Options  Window  Help
@ || d | 14 Eniy ISO=E | @)
Inguiry
Maintenance » !EB
| Po #: |1A—03021 Line # |1 L| Receipt #: [3 ~| Version #:|1 j
Version: 5 o #1 of 1
Vendor: [DAGE-MTI INC |Buyer: [Eiizabe " ISki 20257 Arrival |
Requisition # [E1-261207 |Requester: [Hill “rom 26290
Receipt Date: [01/14/2002 __|Handler: 50000 | status:| \ 605t60d8|
ltem Name: [T | category:[f050
Item Description: Delivery Instructions Ticket |

1

[Short ShippedT] [Over ShippedT| [DamagedT] [Over Qty Ordered™] Return T [nspected T
Ordered:| 1] Total Received: | JUOM:EA | Price:| 1.00
Received: Shipped: Exception:[ 0
Issued:] JUOM:EACH |Returned:[ | anNL126&[ |

Receipt Line Comments:
test

|Ready

Enter a PO Number or perform a PO Lookup to locate a PO Number. The PO Number
information is displayed.

e Edit the Receipt number and PO Line Number, if required (the default values are
displayed in these fields).

0 Damaged
If you find any item that is damaged then you need to check off the box next
to the ‘Damaged’ and enter the qty damaged in the field next to it.

e Damaged or Return for Credit items can be selected. Be sure to check the
appropriate box and enter the quantity next to it.

e Over Qty Shipped Shortage, and Over Qty Ordered, can be adjusted by altering
the Oty Received, or Qty Shipped fields, as shown:

These exceptions will be calculated for you, based on the values in the QTY Ordered, Qty
Received, and Qty. Shipped fields:

» Over Qty Shipped: Calculated for you based on the Qty. Received and Qty
Shipped. If the
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» Qty Received is MORE then the Qty. Shipped then the ‘Over Qty
Shipped’ will be checked off and the qty difference will be placed in the
field next to it.

Shortage
Calculated for you based on the Qty. Received and Qty Shipped. If the Qty
Received is LESS then the Qty. Shipped then the ‘Shortage’ will be checked off
and the qty difference will be placed in the field next to it.

e Over Qty Ordered
Calculated for you based on the Qty. Received and Qty Ordered. If the Qty
Received is MORE then the Qty. Ordered then the ‘Over Qty Ordered’ will be
checked off and the qty difference will be placed in the field next to it.

e After you have entered all the data then click on the ‘Save’ button. This will save
all the data and make the ‘Ticket’” button available to you. You need to click it to
print the delivery ticket which will take you to the ‘Number of Delivery Tickets to
Print’ screen.

e Enter any Correction comments (mandatory).

e Select Save to save your corrections.
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7.2.5 Accessing the Arrival Log

When you have located a Receipt entry, you may access the Arrival Log Maintenance. To
access the Arrival Log Maintenance:

» PARIS [Receiving Module] !Em
File Arrlva\L0g|Rece|pt Propery Phonebook FRepotts  Administration  Options  Window  Help

ESIET D

i Receipt Inqu| e

| Po #: |1A—03021 Line #: |1 L| Receipt #: 3 v Version i
Version: Row #1 of 1

Vendor: DAGE-MTI INC |Buyer: Eiizabe Bk 30257 Arrival |
Requisition #: [E1-261201 |Requester: [l -mom " |pe290 |
Receipt Date: Handler: 53000 | Status: | | Cost@odel
Item Name: 1 | category:[7050

_Toet |

ltem Description: Delivery Instructions Ticket
1

[Short ShippedT] [Over Shipped! | Damaged T | [Over Gty Ordered™] Returfi T Inspected T’

Ordered:[ 1] Total Received: | JUoM:EA__ JFrice:] 1.00]
Received: Shipped: ]—1|/E{ception: [ ¢
Issued:| UOM:EACH _|Returned: | | ANL126#:[ ]
Receipt Line Comments:
test
IReady

e Selectdrrival.

h

Cosb ook

Ticket

The Arrival Log Maintenance window is displayed containing the PO Number for which
you have searched
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7.2.6 Viewing Cost Codes from the Receipt Inquiry Window
To view Cost Codes:

arrival

CostCode

i [f

Ticket
e Select Cost Code.

The Cost Code window is displayed.

PARIS [Recoiing Modile ] - - & El
e Amvallog Fecept Froperty  Accounbng Fhonebook  Reports  Adminisiration  Help
| e
=loix]
| Po (1402021 Line & [1 ~| Receipt -|version®[1 .|
Varsion: [i | Rew#ial |
Ven o P, o T TR o 1T T e = T — T I DH
Rec = ==
Rec erce Amgunt ~ Reference
iten ZTOS00-132-811 1] 15100
ZBEO00-132-811 0 15100
Iten
T
e
Ord
Rece
I
Rece
_ ok |
[Faady

7.2.7 Viewing Ticket Information
To view and edit ticket information:

e Select Ticket. The Delivery Ticket window displays information related to that PO
Number.
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7.2.8 Accessing the Delivery Ticket Window

On this screen you need to enter the number of packages that you need delivery tickets
for (one per package) and press the ‘Ok’ button. This will take you to the ‘Delivery
Ticket’ screen

The Ticket button activates the Delivery Ticket window. The window displays
information about the selected PO Number. To activate the Delivery Ticket window:

e Select Ticket. The Delivery Ticket window displays the information about this PO

Number.
Delivery Ticket for PO Nbr: 1A-03021 m
Delivery Instructions:

Receipt Date: [01/14/2007 | Cost Code9540200-402-304 Receipt #3
Recipient: [Hill, Ruth A, | Ref1:| | Ref2]| |

Building: [362 | PO #: [1A-03021 |

Room:|[E205 | Supplier: DAGE-MTI INC |

Extension:[26290 | Requisition #: E1-261201

Division:[HEP | status:

Quantity.

Line Item / Model Nbr Received Exception Issued Held Ordered
T [ 100] 000 T00[ 0o00[l

[1

Bldg | Save | Print | Close |

On this screen you need to verify the data. You can change the building number if it is
not correct by clicking the ‘Bldg’ button and enter a new building number. If all the data
is correct then click the ‘Save’ button which will take you to the ‘Printer Setup’ screen.
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Setup: HP LaserJet 4L Printing System on LPT1: Properties

Faper PrintOuaIityl Fants | Device Options

TR Orientation
Faper Size: etter (0 %% 171 in) v
& Fortrait

Paper Source: ICassette LI

Copies: I1 i’

" Landscape

Festore Defaults |

(0] | Cancel Help |

7.2.9 Printer Setup Screen:

This screen allows you to select the paper size, paper source and number of copies for the
delivery tickets. You should change the number of copies only it you need multiple
copies with the same package tracking number. Then click on the ‘OK’ button to print the
delivery tickets.

7.2.10 Maintaining Rush Codes

Rush Codes are used internally by Receiving personnel to communicate special
instruction requirements that are to be taken when a specific material arrives. Purchase
Orders have been assigned a rush code by the Receiving Supervisor. This code is
identified during the Arrival Log Entry process. To maintain Rush Codes:

e Select Receipt, then Maintenance in the menu bar.

e Select Rush Codes in the menu. The Rush Code Maintenance dialog box is
displayed.
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i PARIS [Receiving Module] =] x|
File Armival Log | Beceipt Property  Accounting  Phonebook  Reports  Administration thions Window Help
@ [ g4 c0  Enty BRI

Ingui
: Rush Code . 77”77
Maintenance  *

Correction

o i = o [l
PO Nbr: |14-03021 PO Line Nbr: |1 = 1
Vendor: DAGE-MTI INC | Buyer: Elizabeth A. Bonczalski \
Req Nbr:[E1-261201 Requester:| | [ |
Item Name [1 Category [F050
ltem Description:
5
oty ord UoM:EA | Pricefl |
Comments: ;
~Instruction
Call Requester
See Supervisor
See Comments
Remove Rush Save

HRush Codes Maintenance

e Enter a PO Nbr and PO Line Nbr or select Retrieve. The dialog box for performing
a PO Lookup is displayed. Perform a PO Lookup.The information for the PO is
displayed.

e Select the appropriate radio button for Instruction

e Select Save to save your Rush Code corrections.
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7.3 Using the Phonebook

The Phonebook is used to search for active ANL personnel. When using the Receipt
option in the menu bar, the Phonebook option is enabled or when using the PO Search
window, you may select the Badge button. To search for personnel:

e Select Phonebook in the menu bar or on the PO Search window, select Badge. The
Employee Search dialog box is displayed.

| PARIS [Recehdng Module] =|=|x
Fla  Armvallog Recept  Property  Accouning  Phonebock  Reporis  adminbsiration Help
|
i Phonebook - Employes Searc ll
£ lie Brs
Field
i« Last Mame r Fulk Name ~ Company rPhone © Buldng © Cost Cenber Search
« First Mame r Badge T Dwasion r Fax = E-Mail r Supervisor Badge
Sort
Typa
# Equal to ~ Begins With ~ Cortains M
Value
| _ o |
Hodge Loat Name Fargt Moms Huilding  FHoom  Fhose Frix [vanins  Cost-Car E
| ﬂ[
FReady
e Sclect the radio button for the Field to be searched.
e Select the radio button for the Type of search to perform.
e Enter a Value.
e Select Search. A list of search result will be displayed.
e Select the listing to be added to the PO Search window, if necessary
°

Select OK to enter the listing in the Value field of the PO Search window.
You may also sort your results list. To sort the results list:
e Select Sort. The Specify Sort Columns dialog box is displayed.

e In the Source Data column, select the column to be sorted and while holding
down the mouse button.
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e Drag it to the Columns Column.

e Release the mouse button.

e Select OK to sort the results list.

e To display all employee listings without specifying a search criteria:

0 Select All Rows. All employee listings are displayed in the results list.

7.4 Using the Administration Tools

Administration tools are provided to allow you to edit the codes used in the receiving
module.

7.4.1 Editing the Method of Shipping Entries
To edit the Method of Shipping entries:

e Select Administration, then MOS. The Edit - Method of Shipping window is
displayed

i PARIS [Receiving Module] MEE
Eile Amvallog Beceipt Propery Accounting Pﬁme@_gok Reports | Administation  Options  Window  Help

Method Of Shipment

Carrier Code

GOV. TRUCK
Maotor Freight

ONSITE ON-SITE MAIL DELIVERY
E-MaIL PER E-MAIL MESSAGE
UNKN UNKNOYYN

VEND VENDOR FREIGHT

[Ready
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e Select the Method of Shipping listing to be edited.
e Edit the MOS Code and the Method of Shipment - Description fields.

e Select Options, then Save in the menu bar.

7.4.2 Editing Carrier Codes
e To edit the Carrier Codes entries:

0 Select Administration, then Carrier Codes. The Edit — Carrier window is
displayed.

7.4.3 Edit Carrier Window.

e Select the Carrier Code listing to edited.
e Edit the Carrier Code and the Carrier - Description fields.
e Select Options, then Save in the menu bar.

+ PARIS [Receiving Module]
Eile  Arival Log Hecafp{. 'Rju__geﬂy_ .&;mur:}tih_g Fhonepook F“\ep,arts

i Edit - Carrier

ALLIED VAN LINES
| AMERICAN FREIGHTWAYS

| ANDRUS TRUCKING

| CHICAGO SUBURBAN EXPRESS
| ciTv ExPRESS

| CLARK BROS TRANSFER

| CONSOLIDATED FREIGHT

| conmweay

| DATS TRUCKING

| DELTA AIRLINES

| oHL

| DOUG ANDRUS DISTRIBUTING

|Reacty:
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7.5 Using the Property Window

Another option that is displayed when using the Receipt menu is the Property option. To
access the Property window:
T T —— o

B i Fermee tmme
L

-

e Select Property in the menu bar. The Property window is displayed.

PARIS [Recehing Modole] E EJ

B [ @aex |25 44 v | wMBEO%E| @

[ B =TE]]
| Awsard Nbr. [14-03021 | Award Line her [ ot fi ]]
mmu: Buyer Name: [Candsce L Smih |Brer Phone: F302578118 |
Gy vt [ e [ S0200 evansas mure [ B0
Wendor Name: ROPER SCIENTIFIC INC | Fegn I\i.mhar.REq‘l Lire; I:l
Madel Murnber: Digitsl Cammeea | Category Cose [0S0 |

ftern Diescripbon: Princeton Instruments soft w-ray digital CCO camera system and associated hardware

Rush Comments - [Equipmert Tag

Faupment 7] festve 1] | -

EBTF-E curmran! Flow

e Enter a PO Number or select Search to activate the PO Search window to perform
a PO Lookup. The PO Number, Receipt number, PO Line Number, Manufacturer
and Number of CSI labels is displayed.

e Edit the appropriate Property information.
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7.6 Using the Accounting Window
Another option that is displayed when using the Receipt menu is the Accounting option.

To access the Accounting window:

Famen

Select Accounting from the menu. The Accounting window will open:

Enter a PO Number or select Search to activate the PO Search window to perform
a PO Lookup. The PO Number, Receipt number, PO Line Number, Manufacturer

and Number of CSI labels 1s displayed.

e [Edit the appropriate Accounting information.

PARTS [Recehving Modue | J_lﬁl !i
[ Aelliop [ Heosn Fropery Accourting. | FTetetock Repors: SdeSmraon’ DotoneViERow T
B SAeX 23 H4ary amMBEORE &
Bcoounting - Mew Ttem =: |=I.£|
Ren Hbr | | Req Line Nor: | | of | |
| Bward Nor: [1A-03027 | AwardLinehbr [1 ot ff | |
Sanard Ciate Oty Oty fyard  fward Suiard Regn Regn
Lina Borearcied Awsrdod  Racieved Linit Price Unit Price Mumbser Ll
[ rezoon ] i]| 1]FA Il 30700] Pa3a4 |Eo-312072 || 1
Line Mbr  Task Sub Center oot Fercent
ﬁ “‘32?95 [ﬂu |*.32 }31 1 | 50
E "3?859 oo |132 Bl | a0 Sorve
Rectore Data
[Raady
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Chapter 8: Shipping

8.1 Shipping Order Folders
8.1.1 Create Shipping Folders

e From the desktop (can be in a PR or System Folder): right mouse click, select
"Create Folder", then select "Shipping".

Fla Edi o0 Feped Uit Window Halp
| LR@o O% P

| 5"‘"'['“"':':"‘"" Hame Tyne Siaius Aroees DaneiHugss Gugy. DT i
rarh Cany
@521:.‘-%(“‘-“!1155@1 Sc PR B FW o Gt Mankm BTN 1527
| CutBos :
|"“. e 04 ﬁ [tk cHP  F| D DommsmlFoam vl TR 15 W
|-H Fardrng
[ ﬁ E21778n 4 MO
| vane : %
[ prosee il €2 cuoes A F
I} Shigging PY 200G ﬁlhllhn EIR F
-Eu:sa-m Cim FAOE P Fie Gaaset, ek (A DAL 1564
%Hmummi-ih.‘-m.‘ WMEG P R Adiekn FRRIS DLOEN000 1455
Mushar ol w7
A A

[Cimsda w5 hipprg [SHF | Falda

e 20 o (5 | S P s N | B e ] ] [FRGeah=

e A pop-up menu will prompt you to select the type of folder (Stand-Alone or PR).
Procurement Officials will have a third option to select PARIS/Historical Award

= Create a New Shipping Folder and Document oy ] 4|

Title: [O0300157
SHIP Ref. Number: 10300157
Cancel |

Type of Shipment: |Creste & Stand 2lone Shipping Order |

e  When the PARIS/Historical Awards menu is selected (Procurement option only) a
request for additional information will be displayed. The Stand-Alone or PR
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Shipping Order Folders do NOT require any of this additional information. The
Procurement Official must provide the following information:
0 The PARIS AWARD Number

0 A reason code (Damage, Overage, Return for Replacement, Return).

e A second dialog box will be activated to select the appropriate line item.
Note: Before a Shipping Order can be created for "Damage" or "Overage" the
Receiving Department must have created a material exception. The system will
display the lines that have been written against the material exception. If an award
has a material exception for both damage and overage, a separate shipping order
will have to be completed for each type of action. The "Return for Replacement”
or "Return" code will automatically display all conformed line items of the award
which have a material receipt against them, and the Procurement Official can
select the appropriate item.

After you select the type of Shipping Order, click "OK". The system will open the ANL-
126 document automatically.

Complete the document and route (same process as routing a requisition). See "Routing
the Shipping Order".

ARGONNE NATIONAI RATORY
8700 5. Gass Avenue, Ar 33

New features of the ANL-126, are:
e "Annual Property Renewal" has been added as a "Ship Reason" in the ANL-126
Document. The reason code should be selected to renew "at-home" equipment
property records.
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8.1.2 There are several different types of Folders

| PARIS. S TR
File: Edit Form Feport  Utiliies ‘Window Help
EAEEY =R
I Sweet's File Cabinet — In Box _lo| x|
'ﬁ St'.\"eevs File Catinet Mame Type StatusAccess Owner/Buyer Supy.  Date/Time
ﬁ;—i Trazh Can o
'ﬁﬁ E2-177803 Copy of E2177301 5c PR IP AW Sweet, Merriyn 06/26/2002 15:27
F @ OutBox
™ Close Out 'Eﬁuj 00300138 SHIF 1P RW  Sweet, Meniyn 0E/26/2002 1530
| B8 Davdinn e

™

8.1.2.1 Create a Stand-Alone Shipping Order:

e This option will be available to all PARIS Users. Example shown above. A Stand-
Alone Shipping order will be used for all types of shipments; i.e., non-
procurement related, transfer of material to other locations.

e A Stand-Alone cannot be used to return an item against a PARIS Purchase Order;
i.e., wrong item received, Damage, Overage, etc. A Stand-Alone Shipping Order
can reference a PARIS Award if the shipment does NOT back-out the receipt of a
previously receipted item; i.e., warranty repair.

e A Stand-Alone Shipping Order can be used by an authorized Technical
Representative to return a shipment against a BPA (Blanket Purchase Agreement)
release, or by an AMOS decentralized user to return a shipment against an AMOS
Material Order. The folder can be created from within any Desktop Agenda
Folder (Pending, Miscellaneous Folder).

8.1.2.2 Create a Shipping Order within a Purchase Requisition (PR):

e This option will be available to all PARIS Users authorized to create Requisitions.
A PR Shipping Order will be used when a PR includes a “Statement of Work™
that requests that material/equipment be shipped to the Contractor; i.e., repairs.

e The Shipping Order Folder will be created inside a Purchase Requisition Folder.
Any additional routing threads required to route the Shipping Order will be added
to the PR routing thread. The Shipping Order will be automatically routed to the
Shipping Department upon Award of the Contract by Procurement.

8.1.2.3 Create a Shipping Order against a PARIS/Historical Award:

e This option will be available to Procurement Officials ONLY. A PARIS Award
Shipping Order will be used when returning an item that was received against a
PARIS Award.
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A Shipping Order created against a PARIS Award automatically backs out the

receipt of the item being returned, and will often be tied to a Receiving Material
Exception (Damage, Overage, Wrong Material Received). The folder can be

created from within any Desktop System Folder (Pending, Award, Procurement
Package, Miscellaneous Folder).

When the Shipping Department approves the Shipping Order, the Receiving

Department does not have to back out the original receipt of the item because the
system automatically updates the quantity and clears the material exception (10
items received, 1 item returned, system adjusts quantity to 9 received, and
exception is cleared). If applicable, this action will put a hold on the payment or
allow accounting to issue a credit to the Contractor.

8.2 Shipping and Transfer Order, ANL 126C

PRO FORMA INVOICE

Fage 1ot 1

ARGONNE NATIONAL LABORATORY
3700 5. Cass Avenue, Argonne, [Hinoks 50435

TRANSFER ORDER

NOTE: WHEN RETURNING MATERIAL TO ANL, PLEASE REFERENCE THE AWARD / MR NUMB

NO.: 00302046
Stand Alone Shipping Order
ER SHOWN BELOW.

COMPANY NAME

PHOMNE NO. (RECLRED) DATE: DATE REQUIRED AT DESTINATION
0B/13/2002 | 00/00/0000
ADDRESS LINE 1 |Hm.= REASON FOR SHIPMENT.
ADCARESS LINE 2
e Frerov|  zPcoce  [countey AVARD TYPE
UNITED STATES |() AMOS () PARIS @ NONE
ATTENTICN REFERENCE HO [COST CODE (REQURES) REQ MUVBER | #WuARD MUMBER
—-4zd

BADGE HAME GF AHL CONTACT BLALDNG | EXTH PROGUREMENT HAME PROCUREMENT RELEASE SIGNATURE

EMAL ADORESS FOR TRACKING NO.  foemamas)

ANL-1Z6C BADGE

EXPORT REVIEW?
FOT APPLICABLE

|SIGHATURE OF EXPGRT GONTROL 01 Applkabic)

MAME OF ANL-135C SIGNATURE AUTHGRITY

ExXTH SIGNATURE OF ANL-135C APPROVER

THGH RISK
PROPERTY

) YES{ ) WOl

CPR BADGE | HAME OF OFR

FROFERTY NO|

FROPERTY NO| SISNATURE OF PR {H Agpacabla)

VENDOR PICKUP
) ¥Es " Wo ® no () At Lecatien() At Shipping
WAS MATERIAL IN A CONTROLLED AREAT | IF YES, NAME. EXTENT OF RADATION
) ¥Es 1 wo F YESMVHERE WAS ITEM USED

(ELDEROOH)

SURVEY RESULTS TS BE COMPLETED BY HEALTH | FHYSICS.

[ HEALTH ! PervSICS APPROVED

TsurvEY Date
| |

DOES THIS SHIFMENT CONTAIN ANY OF THE FOLLOWING HAZARDS?
FALURE TO DECLARE ANY HAZARD COULD RESULT IN CVIL DR CRIMINAL PENALTIES BY THE LS. GOVERNMENT

PHYSICAL FORM: HONE F HAZARDOUS, MSDSE:

HAZARD) T = HAzARD B o nazaRs ves| no
Explosis Y I |Frammatie gui T} |ourgerouswhan-wat ar, 5 su 8]
Flammakis Comprossed Gon ] - e

Gas ) |spen s Liu Crpanic Permides
Towe Gas O |0 |Fiammabie Soies =
TOTAL GTY OF HAZARDOUS MATERIAL UNIT ©F MEASURE
CARRIER CEST RIS VALLE FOR CUSTOMS |
.00
) rexparn NO.OF PRGE. | TOTAL WEISHT uow CARRIER'S BIL HUMBER:
) 3 sazar Sounds |

PRGD. BY PHGD. B
60/00/0000
DATE SHIFFED | SHIPPRIG DEPARTMENT AUTHORIZATION
00/00/0000
mEM[ ary. DM SHP | GESCRIPTIGN (INCLUGE AHL RUMBER AND SERIAL HUMBER) TMARKET vALUE
i OM GROER] | reguiresy
1 Each [

AT =

The ANL 126C document will be created in PARIS within a “Shipping Order Folder”.
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8.2.1 Difference between a Transfer Order and a Shipping Order

The document will be known as a “Transfer Order” until fully approved by Shipping, at
which time it will be re-named “Shipping Order.” The two terms (Transfer
Order/Shipping Order) are used interchangeably within this procedure. All users should
be aware that the document is a “Transfer Order” during on-site routing and the
document will automatically be renamed “Shipping Order” upon Shipping Department
approval at which time the material will be released from the site and turned over to a
carrier. A “Transfer Order” is NOT an approved document to transport material off-site.

8.2.2 When do I print a copy and send the Material to Shipping?

After completion of the ANL 126C document, the creator will “Complete” and “Route”
the Shipping Order Folder in the same manner as a Requisition Folder. A copy of the
document should be printed, affixed to the material being shipped, and transferred to the
Shipping Department. The material transfer should take place before shipping approves
the Shipping Order Folder. The Shipping Department will not approve the folder until all
of the preparations required for shipment of the material are complete. If the material is
dropped off at shipping and the transfer order is not approved within one week, Shipping
will notify the requestor that they have one additional week to have the transfer order
approved by those remaining on the thread so that Shipping can approve and release the
shipment. After that time, the material will be sent back to the requestor. If a transfer
order is approved and no material is received by shipping within two weeks of the
transfer order approval, the transfer order will be disapproved.

8.2.3 Does the Shipping Order Number Change from Transfer Order to
Shipping Order?
The system will automatically provide a unique sequential Shipping Order Document Number,
and its’ respective Bar Code. The Bar Code will only be visible on the final Shipping Document
(as printed-out on the hard copy created in Shipping). The unique sequential Shipping Order
number will NOT change during routing or at any time during the transfer process (while the
document is identified as a transfer document).

8.3 Completing the Tranfer/Shipping Order Document

The Document opens to the “Shipping Header” or main parameters. Line Item
description is available under the tab titled “Line Item”. Each section prints as a separate

page.
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al Labey
1=
e Edit Form FReport  Ublites  ‘Window  Help
G| sbaemaz ?|
k- Shipping Order = |EI|_

&7 Shipping Header |ﬂLine Items |

I

PRO FORMA INVOICE
ARGONNE NATIONAL LABORATORY

9700 5. Cass Avenue, Argonne, lllinois 60439 HO.: 00300138

TRANSFER ORDER Stand Alone Shipping Order

NOTE: WHEN RETURMING MATERIAL TO ANL, PLEASE REFEREMNGE THE AWARD NUMBER SHOWRN BELCWY.

The Document can be completed by typing in the appropriate information or by using the
system look-up menus. Hold the curser over an information box such as “Company
Name.” If an magnifying glass is displayed a system look-up menu is available. Double
click to activate the mepu or single click and type in the appropriate information. Typing
over the information cgn change pre-filled information

PRO FORMA INVOICE Fage 1 of 1
ARGONNE NATIONAL LABORATORY
a7 5. Cass Avenue, Argonne, Ilinols B0433
NO,: 00302046

TRANSFER D‘RDER Stand Alone Shipping Order
NOTE: WHEN RETURMING MATERIAL TO ANL, PLEASE REFERENCE THE AWARD / MR NUMBER SHOWN BELOW
DOMPANY HANE V\\r« ) PHOME MO, REOURELD DATE: OATE RECLERED AT DESTIHATION
08/13/z002 o0fo0/0000
ADERESS LINE 1 \\ HOME | REASON FOR SHIPMENT:
(]
ADDRESS LINE 2
Ity BTPROY| ZIPCODE  |COUNTRY AWARD TYPE
UNITED STATES () AMOS [ | FARIS# WOWE

.Line Item description is available under the tab titled “Line Item”.

File Edit Form Report  Utlites  window HIp
(g |s2mrpEpsr o= ?

1= Shipping Order

aﬁhipping Header dLiﬂE Items

Line Hbr Quantity Order Unit OF Unit Price Sub-componant Market
tern Description uoMm Measure Value
| 00| |[Each =] .00 ]

Line Items Panel
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.Any information box that cannot be activated is filled-in by PARIS; i.e., “Name of ANL-
126C Signature Authority”. Just double-click on the ANL-126C Badge box and select a
name, the system will complete the badge number, name, and extension that you have
selected.

8.3.1 Completing the Shipping Header

The Document requires the following Information:

Date (System automatically fills-in the date)

Date Required at Destination (Mandatory):

The Date chosen should be the date that you want the material to reach its
destination. Allow sufficient time for the approval thread to be completed and
allow for adequate time for the carrier to get the material to the destination.
Delivery times for the fastest shipments are next day for most domestic air
express services and 3 days for international shipments, including those to Canada
and Mexico. The longer the lead-time, the lower your transportation costs.

Company/Address Information:

Double click in the Company name box and select from a look-up menu.
Company Name/address can be entered manually if a system vendor is not
selected. Be sure to verify that the address is the correct address. In many cases,
the address for the business office is not the correct address. When this happens
the address can be manually changed.

NOTE: Assumes that the PR parameters have been entered with
Contractor/Supplier information. If the Supplier Section of the PR Parameters
has not been entered, the Company information section of the Shipping Order will
remain blank and can be manually entered or a new supplier can be selected from
a database vendor file (just double-click in the box).

0 Ifthe shipment is to be delivered to a residential address the “Home”
checkbox must be checked. Addresses CANNOT be entered as P.O. Box or
APO. A full street address, city, country, and postal code are required. For
international shipments, the postal code should be entered in the zip/postal
code field.

Carrier Label Restrictions:

Address lines and City Lines are restricted to 25 characters. The document has
fields for two address lines and one city line. The second address line is intended
for international shipments. If any of these fields are more than 25 characters, the
line will display in red. The name MUST be revised by abbreviating. Do not enter
a PO Box or APO on the second address line.
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0 For Canadian Shipments, use the “State” field to identify Canadian
Providences. The “State” Box drop-down menu now includes the
abbreviations of all Canadian Providences.

0 Ifyou exceed the 25-character restriction, the system will display a reminder
message advising that abbreviations are required.
» When you download a PARIS Vendor file that exceeds the 25 character
restriction; or
» When you close the shipping order document; or
» The system will “Stop” you from completing the shipping order if the
number of characters has NOT been adjusted by order completion.

e Phone Number (Mandatory) Ifthe PARIS Supplier file is down-loaded and the
files contact information has been entered, the phone number will pre-fill

Note: International shipments, including those to Canada and Mexico, require an
international phone number.

e Reference Number or Contractors’ Return Authorization (RMA) Number, if
applicable

e Cost Code The system will verify that a legitimate cost code has been selected.

e Badge/Name of ANL Contact/Extension

The contact person must be someone who is familiar with the Transfer Order. That
person may be contacted in the event of questions. When hazardous materials are
being shipped, the contact will be listed as the ANL-E Fire Department’s point of
contact in case of an emergency call from an outside response agency requesting
technical information. NOTE: The Recipient information in the PR will be pre-
filled as the Contact person. However, the Contact name can be changed from
that of the PR Recipient, if so desired. Double-click to pull up a table of ANL
employees.

e E-Mail Address for Tracking Number (Optional) If the ANL Contact provides
an e-mail address, the Shipping Department will e-mail carrier tracking
information to that address.

e Reason for Shipment (a drop-down menu will allow you to select the reason as
coded in the table below). The “Reason for Shipment” Box contains a data field
to enter additional instructions to shipping or a message to the vendor. For
shipments being charged to another company’s account number, the name of the
carrier and the account number should be listed here.
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Reason Code Creator  [Mat’l Exception |Type

Hand Carry * All Al

Loan All Al

Other (Explain) All All

Return of Loan All All

Annual Property Renewal***

Return to Vendor — Damaged |PRO Yes **PARIS Awards
Return to Vendor — Erroneous [PRO [Not Required **PARIS Awards
Shipment

Return to Vendor — Overage |PRO Yes **PARIS Awards
Return to Vendor — PRO [Not Required **PARIS Awards
Replacement

Return to Vendor — Return PRO Not Required ~ [**PARIS Awards
Warranty Repair All All

* Note: The Hand Carry Reason Code is to be used if an employee is hand-carrying
material off-site, i.e., computer equipment for home use or display items being hand
carried to an off-site conference. Before hand carried materials can leave the site, the
Shipping Department MUST complete the approval thread. A printed copy of the
Shipping Order MUST accompany the material when carried off-site.

**Note: A reason code that starts with “Return to Vendor” is only available to
Procurement officials, an authorized BPA Call Manager, or to an AMOS Decentralized
User. The System will not allow a “Return to Vendor” reason to be processed from
within a standalone, or PR Shipping Folder, if selected, the requestor will be given a
message to contact Procurement when exiting the document.

***Note: "Annual Property Renewal" has been added as a "Ship Reason" in the ANL-
126 Document. The reason code should be selected to renew "at-home" equipment
property records.

e Req Number If the Shipping Order Folder is created within a PR Folder, the PR
Number will automatically fill-in.

e Award Type (PARIS, AMOS, or NONE Checkbox) Identify type of Award.
When the PARIS or AMOS checkbox is activated, a PARIS Award number or
AMOS MR number should be entered in the data field below the checkboxes. If
the shipment is NOT against a PARIS order or an AMOS MR, “None” should be
activated.

e AMOS Receipt Correction This checkbox must be activated to back-out an
AMOS receipt when a credit is required. If you do not know if a credit is required,

the AMOS Buyer will activate the checkbox.

e P Card Order (only used at ANL-West, not visible to ANL-East).
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Procurement Name (Can be manually entered by the creator — any folder type)
When Procurement creates a PARIS Award Folder or awards a PR that contains a
Shipping Folder, the system automatically fills-in the appropriate Buyer name.

Procurement Release Signature When the shipment is related to a Procurement
action, and the Procurement Official approves the Shipping Order, the system will
automatically fill-in the signature block.

Export Reviewed/Signature of Export Control (if Applicable) For
international shipments, Export Control will automatically be added to the routing
thread and the “Export Reviewed” box will indicate “Export Review Approve”.
For domestic shipments, the “Export Reviewed” box will indicate “Export
Review Not Required” and export control will not be added to the routing thread.

0 Signature of Export Control (The system will automatically insert the name
of the approver. The approvers name will not appear until after their review
and approval.)

0 Complete information in this section is especially important when a foreign
destination is indicated. All of the key fields, i.e., quantity, unit of measure,
unit price, and item description are utilized to perform an Export Control.
Incomplete or insufficient information may result in delays of Export Control
approval.

ANL-126 Badge/Signature Authority/Extension An authorized approver can be
selected from a list of authorized ANL-126C approvers, just double-click. ANL-
East and ANL-West will display their own appropriate lists.

0 Signature of ANL-126C Approver (The system will automatically insert the
name of the approver. The approvers name will not appear until after their
review and approval.)

0 How to be an authorized ANL-126 Approver: To be included in the list of
authorized ANL-126 approvers, a user must:

0 ANL-E & ANL-W - Complete a “Request for Signature Authorization”
(ANL-38) and submit it to the Chief Operations Office.

0 ANL-E Only - Approvers must have answered “YES” to question D7.4

(Administrative or Management responsibilities) of the “Argonne Job Hazard
Questionnaire.”
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0 ANL-E Only - COMING SOON!! The Shipping Department will require that
an authorized ANL-126 approver complete an on-line training course. Once
implemented, the course must be completed in order to be included in the list
of authorized ANL-126 approvers. Shipping will advise when the course is
activated.

e High Risk Property/DPR/Badge/Property Tag/Signature of DPR (Mandatory)
The Shipping Order "High Risk Property" button is now separated from the DPR
Badge/Name. When “Yes” is activated, the Division Property Rep. must be
added to the form. Double-click in the DPR field to get a list of Authorized
Property Representatives. The list will be refreshed daily from the Property
System listing of the KARAS Table so that the list remains current with valid
PARIS Account DPR’s. ANL-East and ANL-West will display their own
appropriate lists.

Note 1: You may now enter the DPR when the material is NOT
a high risk property.

Note 2: Signature of DPR (The system will automatically insert the name of the
approver. The approvers name will not appear until after his review and approval.)

e Does Shipment Contain Records/Yes/No If “Yes” is activated, the creator
must create an ANL-509 Form (Off Site Records Transfer Verification Form)
inside the Shipping Folder. The system will not allow you to complete and route
the folder until the ANL-509 is completed. The ANL-509 Form can be created
within the Shipping Order Folder, just right mouse click on the desktop, select
“Document/Forms,” then Select “ANL-509.

e Vendor Pickup
Note: The default is set for “No”

0 At Location Activate the button when the Vendor will pickup the shipment
at a location other than the Shipping Department. IT IS MANDATORY that
the Shipping Order Folder be “routed to” and “approved by’ the Shipping
Department before the material can be turned over to the Vendor/Carrier for
release from the site and shipment off-site. It should be noted that prior to
Shipping Approval the document is not a “Shipping Order,” it is a "Transfer
Order” (internal use only for on-site movement of materials). Upon approval,
an e-mail notification will be sent to advise that the ANL-126 has been
approved. After Shipping’s approval, the creator can print the shipping order
and give a copy to the Vendor for shipment off-site.
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0 At Shipping Activate the button when the return authorization provided by
the Contractor requires that the Shipping Department hold the material for
pick-up by an authorized Carrier or Vendor-owned truck.

e Was Material in a Controlled Area — Health/Physics Review (includes Boxes
for Extent of Radiation, Where was item used (Bldg/Room), Survey Results,
Survey Date, and Health/Physics Approved Boxes)

0 ANL-West: Mandatory Requirement, must select “Yes” or “No”. If the
question “Was Material in a Controlled Area,” is marked “Yes”, the creator
must enter a green tag number. Health/Physics review not required.

0 ANL-East: Mandatory Requirement, must select “Yes” or “No”. If the
question “Was Material in a Controlled Area?” is marked “Yes”, a
Heath/Physics Approver will be automatically added to the thread. A list of
Health/Physics Approvers will be displayed when the Creator routes the
Shipping Order. The Creator will be required to pick a Health Physics
Approver from the List. The Health/Physics Approver will be able to review
and/or complete the remaining Health/Physics boxes; i.e., “Extent of
radiation”, “Where was item used”, “Survey results”, and “Survey date”. The
Health/Physics Approver’s name will be automatically filled-in by the system
when Health/Physics approves the shipping order.

0 Signature of Health/Physics Approved: The system will automatically insert
the name of the approver. The approvers name will not appear until after their
review and approval.

e Declaration of Hazards contained in the Shipment (Field for “Does This
Shipment Contain any of the Following Hazards” and all associated checkboxes).
Any material that is classified as a hazardous material by the Department of
Transportation must be indicated in this area.

Note: Failure to declare a hazard may result in fines and incarceration.

0 ANL-EAST: Each Hazard listed must be answered with “Yes” or “No”. If
“Yes” is selected, the system will prompt the user to attach, if needed, an
MSDS document. An MSDS document could be added to the Shipping Order
Folder as an “external attachment” upon completion of the Shipping Order
Document. (see the PARIS Help File on how to add a external document). A
pop-up message will remind the requestor that an MSDS must be included on
the package when transferred to the Shipping Department in Building 46. If
you are unsure as to the proper classification of the material you should
contact the Shipping Department or Traffic Manager for assistance. The
physical form and total quantity of material must be filled in.
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0 ANL-West: If any hazard is marked “Yes”, an MSDS number must be
provided in the appropriate box. ANL-West does not require that an MSDS
document be added to the folder. The West Shipping Order Document has an
option box (not available to East) to activate when no Hazard is Present.

When selected, the system automatically pre-fills all of the Hazard selections
as “NO”.

8.3.2 Completing the Line Item Panel

e All information regarding the material being shipped is to be addressed in this
section.
e The fields to be addressed are:

Quantity,

Unit of measure,
Unit price, and
Item description.

o O OO

The creator must complete all information fields. The system displays one line item;
however, additional line items can be added by selecting “Append” from the PARIS Tool
Bar. When a Shipping Order is created against a PARIS Award (only available to
procurement), the system will activate a list of award line items; and the appropriate
line(s) can be selected for return.

JPARIS i
File Edit Fomn Feport Utlties  window  Help

@k smBEsr2 IO0R| 2

y’; Shipping Order

4 Shipping Header " Line Items

Line Hbr Quantity Order Unit OF Unit Price Sub-componant Market
temn Description UomM Measure Value
| | [E— 500 E—

Additional line items cannot be added to a PARIS Award Shipping Order. If Receiving
has created a material exception, only the items displayed in the material exception will

be available for selection. Additional line items can be added by selecting “Append” from
the PARIS Tool Bar.

NOTE: Complete information in this section is especially important when a foreign
destination is indicated. All of the key fields, i.e., quantity, unit of measure, unit price,
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and item description are utilized to perform an Export Control. Incomplete or insufficient
information may result in delays of Export Control approval.

0 Item Nbr: The System automatically enters the Shipping Order Line #
(sequential).

0 Award #: When a Shipping Order is created against a PARIS Award, the
award line item number will be displayed.

0 Quantity: The quantity of the item(s) being shipped should be entered.

PARIS Award Shipping Orders: When the list of award line items is
displayed, the award quantity is provided, and the Buyer must enter the
quantity being returned (10 items purchased, 2 items returned). Once the line
items are selected and the return quantity entered, the system will
automatically download the information into the line item parameters.

0 Order Uof M: he “Unit of Measure” of the item at time of award (Each, Box,
Package, etc.)

PARIS Award Shipping Orders: When the list of award line items is
displayed, the award U of M is provided, and the Buyer must enter the U f that
is being returned. If a partial U of M is to be returned, evaluation of the Unit
of Measure is necessary (next field). If one box of 100 capacitors has been
ordered, and 25 are being returned, the award quantity can not be 1 box. The
Buyer will have to calculate the amount to be returned as 25 % (0.25)

0 Unit of Measure: The “Unit of Measure” of the item being returned under
this shipping order.

0 Unit Price: The cost or approximate value of the material being returned

0 Market Value: The system will calculate the total value (quantity X’s unit
price)

0 Sub-Component: Only visible for reason codes that cover “Return to
Vendor” and “Replacement”, and should be activated to indicate that a part of
an item is being returned; for example, 1 computer system was ordered (UoM
is each), and the item being returned is a network card (a component of the
system).

0 Item Description: A complete information identifying the material,
including, manufacturer, model number, and serial number, if applicable.

216



User Procedures
NATIONAL

LABORATORY

8.4 Routing The Shipping Order

8.4.1 Who Completes and Routes the Shipping Order?

The Creator/Requestor is responsible for the “COMPLETE” and “ROUTE” function,
including those PARIS Award Shipping Orders that are created by Procurement. When
Procurement creates the PARIS Award Shipping Order, the Procurement Official will
“TRANSFER” it to the Requestor to complete and Route.

8.4.2 Can approvers in the routing process add or change information on the
Documents?

A Shipping Order Folder is routed in Read-Write mode with the exception of the PARIS
Award Shipping Order, which will contain fields that are Read-Only. Those fields will be
Procurement related info only (Contractor, PO #, line item information), all other fields in
the document will remain in Read-Write mode.

8.4.3 How are the Threads activated?

e Division Threads: The shipping order may differ from that of a requisition, for
internal division routing there is an option to select the existing “Approved
System Thread” or create a new system thread. To create a new system thread,
select the “Create System Thread” button. The system will generate the list of
division approvers that is activated from the mandatory requirements delegated by
the completion of the Shipping Order Document. You (the person performing the
complete, route function) will be the first approver on the thread; any additional
approvers can be added into the thread chain as required by your internal approval
requirements.

e Shipping Approval Threads: The Shipping Order Document activates the
approvals required by Laboratory Policies and automatically adds them to the
thread; i.e., ANL-126 Authority, DPR, Export Control, Health Physics, etc. The
respective badge number, approver name, and approval date will be captured in
the system thread and tracking log. Once approval has been completed, the
approvers name will automatically fill-in on the Document form.

8.4.4 How do I route a Shipping Order that is created inside a Purchase
Requisition?

If a Shipping Order is created inside a PR, the thread for the shipping order document

requirements will be added to the Requisition’s routing thread. The Shipping Order

Approvers will be inserted after the financial authorities of the PR. The Buyer will be the
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last Approver to review the document before it is routed to Shipping for the final
approval.

8.4.4.1 The routing thread will build in the following order:

Division Thread, if applicable (similar to that selected for a PR)

ANL-126C Signature Authority, Mandatory

Export Control, if applicable

DPR for High Risk Property, if applicable

Health Physics Approver (ANL EAST ONLY), if applicable

Procurement Official, if applicable (if a PARIS Award number has been entered).
Note: When Procurement creates the Shipping Folder (PARIS Award),
Procurement will be the first approver.

e Shipping Department, Mandatory

8.5 Automatic Updates to the Receiving System (PARIS Awards only)

The system will automatically create a return in the Receiving System, adjust the
quantity originally received, and clear the Receiving Material Exception. The adjustment
is made upon approval of the Shipping Order by the Shipping Department, all without
manual intervention or tracking during the process

8.6 Shipping Department Approval

e The Shipping Department will complete the carrier information and approve the
shipping Folder.

e After Approval of the Shipping Order, the Shipping Department will print the
document and secure it to the package being shipped.

8.7 System Generated E-Mail Notifications
e Notice to Shipping - Stand-Alone & PARIS Award Shipping Folders: An e-mail

message will be automatically sent to the shipping department when the
Requestor completes and routes the shipping order folder.

e Notice to Shipping - PR Shipping Folders: An e-mail message will be
automatically sent to the shipping department when the Requestor completes and
routes the PR Folder.

e The current system e-mail notice that advises an approver that he has a requisition

in PARIS to approve will include a notification that that Requisition Package
includes the existence of a shipping document that will also need to be reviewed
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and approved. Approval of the Requisition package automatically includes
approval of the shipping document.

e Notice to Creator (All Shipping Order Folders): An e-mail message will be
automatically sent from Shipping to the Creator, when the Shipping Department
Approves the Shipping Order Folder.

8.8 Search Utilities and Copies

e View a Copy: The shipping order Folder can be viewed at any time during the
routing and shipping process. From the PARIS Toolbar select:

o “Utilities,” from the pull-down menu select “Search for Shipping Orders.” A
dialog box will be activated requesting the search parameters. The system will
search by PR Number, Award Number or Shipping Order Number.

0 By selecting the action, “Open Item on Your Desk Top,” and double clicking
on the item list from the search, the system will interrogate your desktop and
open the shipping Folder.

0 By selecting the “Get Read Only Access,” and double clicking on the item
list from the search, a read only view will be brought in the VIEWS Folder.
The user can open and look at the shipping order or create a printable image
and print it.

Note: Remember to drag and drop the View Only copy from the Views Folder, to your
trash Folder, and empty the trash, as soon as you are done viewing the shipping Folder.

e (Creator/Approver Copy:

0 The system will automatically leave a copy for the creator (person performing
the complete, route function).

0 The system will automatically leave a copy for an approver (person in the
routing thread whose role is to review and approve) if the shipping order has
been moved from the “In Box™ to another folder prior to approval. A copy
will be retained in the “System/Miscellaneous Folder). If approved or routed
from within the “In Box”, a copy will not be retained.

e Automatic Copies: A copy of a PARIS Award Shipping Order or a PR Shipping
Order will be automatically stored in the Executed Folder of the Award. Any user
can view an Award Folder by selecting “Search for Reqs/Awards” from the
toolbar Utilities Menu.

e  When is Copy Stored in Executed Folder?

0 PR Shipping Order is automatically stored upon award of the Purchase Order.
If the PR results in an award that is a Modification or Task Order, the system
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will automatically store the copy in the “Executed Folder” of the original
Award, never in the “Executed Folder” of the Mod or Task Order.

0 PARIS AWARD Transfer Orders will be “transferred” (not routed) by
Procurement to the Requestor, who will perform the complete/route function.
Once the Transfer Order has been activated by the complete/route function, a
copy will be automatically stored in the executed Folder of the award.

0 The Award copy (stored in the Executed Folder) will always contain the most
current information. Any information added by an approver will be
immediately visible to all viewers. However, the Freight information that is
entered by Shipping will not be visible until the document has been fully
approved by Shipping.
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Chapter 9 Appendices:
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Appendix A: Requisition Routing Business Rules - East

Revised 11/23/2004

User Procedures

Primary
Specific Requirement or Rule Category External (Backup)
Type of Purchase Code Internal | Approval Approver
A & E (Architect- PR type, C211 PFS-FEC Boehlen
Engineering) Services Category (Logue)
After-the-Fact ALD
Procurements
Audible Warning Signal |Category 6350 PFS-FP&CS |Winner
Devices
Aviation: Charter Aircraft |Category 1510 PFS-FP&CS |Boehlen
Bio-Hazards/Medical Category 6840 | Divisional [EQO-IH Van Gorp
Waste ESH
Budget Office Review total PR $ OCF-BUD |Blogg
Card Reader Technology |Category 5315 SEC-Lock |Ferrazzi
(see Locks and Keys) Shop
Cellular Phones Category 5805 ECT-COM |Omiecinski
(Zimmerman)
Chemicals PR check box Divisional
ESH
Classes (on or off site) Category U099 HR Robinson
Classified Documents PR check box SEC Metta/Berglund
Communications Devices |Category 5805 ECT-COM |Omiecinski
(see also Telephones) (Zimmerman)
Computing Resources > |obsolete
$25K 12/16/99
Computers Category 7010 OPS,ADP Buonomo
(Dust)
Construction Services PR type, Y999 PFS-FP&CS, | Taibl, Boehlen
Category PFS-FEC (Logue)
Consultants (see also Category R499 HR Bottino
Individuals) (Griparis)
Cost Code(s) To Be task = TBA OCF-ACT |O’Connor
Assigned (Parini)
Cost Code for General task = 49999 PFS-SP Pagel
Purpose Equipment (Malhotra)
(GPE)
Cranes, Hoisting & Category 3940 PFS-Safety |Hennebry
Lifting Equipment Group (Benkert)
Cranes, Hoisting & Category U089 PFS-Safety |Hennebry
Lifting Operator Training Group (Benkert)
Ethyl Alcohol (Legal Category 8965 Legal Wojciechowski

Issues)
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Requisition Routing Business Rules — EAST (Cont.)

Primary
Specific Requirement or Rule Category External (Backup)
Type of Purchase Code Internal | Approval Approver
Explosives, Pyrotechnics |Category 1145 EQO-SPC, |Dely, Metta
SEC (Mickulas)
Export to Foreign PR Foreign SCD-SSP Kolsto, E
Country or National Address Export
Control
Fabrications and Category 3408 PFS-Central |Sleeth
Machining Shops
Fasteners Divisional
QAR
Firearms or Ammunition |Category 1095, EQO-SPC, |[Dely, Metta
1395 SEC (Mickulas)
Fire Estinguishers Category 4210 PFS-FP&CS |Veerman (Tess)
Flammable/Combustible Divisional |PFS-FP&CS, | Veerman, Dely
Storage Units ESH |EQO-SPC
Foreign Ownership PR check box SEC Metta
Control or Influence (Mickulas)
High Risk Labor PR check box Divisional |PFS-FP&CS |Taibl (McGhee)
ISM
High Risk Property PR check box OCF-PPIM |Frankowski
(Martello)
Hoisting, Rigging, Slings, |Category 3940 PFS-Safety |Hennebry
Block&Tackle (see Group (Benkert)
Cranes)
Human Subject Research [PR check box EQO-IH Van Gorp
(ANL/IRB)
Individuals - former ANL |Category R499 HR Bottino
employees (Griparis)
Individuals - work Category R499 HR Bottino
performed in other (Griparis)
divisions
Individuals - collective  |Category R499 HR Bottino
bargain agreements (Griparis)
Institutional Review
Board (IRB)
Internet Domain HR OPS-
Registration Legal
Journal Subscriptions Category 7630 IPD-TIS Razo (Woell)
Laser Light Sources Category 5850 EQO-IH Murdoch
(Woodring)
Locks and Keys Category 5315 SEC-Lock |Ferrazzi
Shop
Low or Moderate Risk PR check box Divisional
Labor ISM
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Requisition Routing Business Rules — EAST (Cont.)

Primary
Specific Requirement or Rule Category External (Backup)
Type of Purchase Code Internal | Approval Approver
Machine Tools Divisional |[EQO-SPC  |Dely
QAR
Make-or-Buy Division [COO
Acquisitions Office
Medical Supplies and Category 6515 HR-MED Park
Equipment
Networking Resources > |obsolete
$25K 12/16/99
Nuclear Materials PR check 1140 OSS-PIM,  |Lang (Shore)
box,Category EQO-SPC
Offsite Labor PR check box Divisional |[EQO FP & |Taibl (McGhee)
ISM  |CS
Onsite Labor, PR check box Divisional |[EQO- Taibl (McGhee)
Installations (based on ISM FP&CS
risk level)
Organizational Conflicts |PR check box Procurement
of Interest
Overseas Reactors PR check box SCD Kolsto
(Export Control)
Paper Cutters Divisional
ESH
Personal Protection Category 5860 | Divisional |[EQO-SPC  [Murdoch
Equipment/ ESH (Baker)
Supplies(Radiation)
Pesticides, Herbicides, Category 6840 | Divisional |[EQO-IH Van Gorp
Disinfectants (Bio- ESH
Hazards)
Photocopy Equipment Category 3610 IPD-MED  |Bennett
Precious Metals Category 9545 OCF-PPIM  |Frankowski
(Martello)
Printing Category T011 IPD-MED  |Bennett
Printing Equipment Category T011 IPD-MED  |Bennett
Publications Category 7610 IPD-TIS Razo (Woell)
Radiant Heaters Divisional |PFS-FP&CS |Veerman
ESH
Radiation Devices, Category 5860 | Divisional |[EQO-SPC  [Murdoch
Supplies ESH (Baker)
Radio Frequency Category 5820 ECT-COM |Omiecinski
Emitting Devices, TV (Zimmerman)
Equipment
Reactor Metals (see Category 1140 SCD-PIM Lang (Shore)

Nuclear Materials)
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Requisition Routing Business Rules — EAST (Cont.)

Primary
Specific Requirement or Rule Category External (Backup)
Type of Purchase Code Internal | Approval Approver
Repair of Contaminated |Category 5860 EQO-SPC  |Murdoch
Containers (see (Baker)
Radiation)
Respirators Category 4241 EQO-IH, Juscius, Lang
SCD-PIM (Labno)
Safety Shoes or Glasses |Category 8415 HR-MED Park
(special needs)
Scaffolds Divisional |PFS-FP&CS |Taibl (Heckler)
ESH
Seminars on site or off  |Category U099 HR Quinn
site (see Classes) (Robinson)
Service Work (on site or |PR check box Divisional |PFS-FP&CS |Taibl (Heckler)
off site, based on risk ISM
level)
Shipping Containers Category 1140 SCD-PIM Lang (Shore)
Radioactive Materials
Site Beautification Category $208 PFS-FEC, Vanderwall,
(Landscaping) PFS-SS Markwenas
Suspect and/or Divisional
Counterfeit Parts QAR
Telecommunications Category 5805 ECT-COM |Omiecinski
Devices (Zimmerman)
Telephones (pagers) Category 5805 ECT-COM |Omiecinski
(Zimmerman)
Tools Divisional |PFS-FP&CS |McGhee
QAR (Heckler)
Trailers Divisional
QAR
Unallowable Items (as per Division |[OCF-ACT
list) Office
Vehicle Rentals Category W025 OCF-ACT |Crowley
Vehicles and Materials | Category 2310 PFS-VM, Uppal, Barrett
Handling Equipment EQO-CFFP
Waste Treatment & Category S222 PFS-WMO |Rock
Disposal (Hazardous)
Watercraft Divisional
ESH
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User Procedures

Revised 06/21/2004
Primary
Specific Requirement Category External (Backup)
or Type of Purchase Rule Code Internal Approval Approver
A & E (Architect- PR type, C211 N/A
Engineering) Services Category
After-the-Fact ALD
Procurements
Audible Warning Signal |Category 6350 RPS - RFS Nelson, R
Devices (Nielsen, D)
Aviation: Charter Category 1510 SSEP
Aircraft
Bio-Hazards/Medical Category 6840 RPS - RFS Havlovick
Waste (Rubick, R)
Budget Office Review  [total PR $ OCF-BUD Blogg
Card Reader Technology |Category 5315 Security Burnham
(see Locks and Keys) (Wartchow)
Chemicals PR check box | 6810 RPS - RFS Havlovick
(Rubick, R)
Classes (on or off site) | Category U099 HR Taylor, L
(Brooks, T)
Classified Documents PR check box Security Walker R
(French)
Communications Category 5805 IS Staffon
Devices (see also (Cawley)
Telephones)
Computing Resources Category 7010 - IS Staffon
7050 (Fernandez,
Killpack)
Construction Services PR type, Y999 CM Inskeep
Category (Wray, R)
Construction Services PR type, Y999 RPS - RFS Nielsen, D
Category (Nelson, R)
Consultants (see also Category R499 HR Taylor, L
Individuals) (Brooks, T)
Cost Code(s) To Be task = TBA OCF-ACT O’Connor
Assigned (Parini)
Cost Code for General  |task = 49999 N/A N/A
Purpose Equipment
(GPE)
Electronic Equipment Category JO59, OD Jones
Repairs JO70 (Pfannenstiel)
Ethyl Alcohol (Legal Category 8965 Legal Wojciechowski
Issues)
Ethyl Alcohol (Safety Category 8965 RPS - RFS Havlovick
Issues) (Rubick, R)
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Requisition Routing Business Rules - WEST (Cont.)
Primary
Specific Requirement Category External (Backup)
or Type of Purchase Rule Code Internal Approval Approver
Explosives, Pyrotechnics |Category 1145 Security Burnham
(Wartchow)
Explosives, Pyrotechnics |Category 1145 RPS - RFS Nielsen, D
(Nelson, R)
Export to Foreign PR Foreign OSS-SSP - Krekel, D
Country or National Address Export Control
Fabrications and Category 3408 ED - MS Wartchow
Machining (Jorgensen)
Fasteners Divisional
QAR
Firearms or Ammunition |Category 1095, Security Burnham
1395 (Wartchow)
Firearms or Ammunition |Category 1095, RPS - RFS Nielsen, D
1395 (Nelson, R)
Fire Estinguishers Category 4210 RPS - RFS Nelson, R
(Cawley, P)
Flammable/Combustible Divisional
Storage Units QAR
Foreign Ownership PR check box Security Rapp
Control or Influence (Walker R)
High Risk Labor (see PR check box CM Inskeep (Wray,
Onsite Labor) R)
High Risk Labor (see PR check box RPS - RFS Nielsen, D
Onsite Labor) (Nelson, R)
High Risk Property PR check box RPS - Property |Walker R
Hoisting, Rigging, Category 3940, Hoists/Rigging |Russell
Slings, Block&Tackle, U089 (Nielsen, D)
Cranes
Human Subject Research PR check box EQO-IH Van Gorp
(ANL/IRB)
Individuals - former Category R499 HR Taylor, L
ANL employees (Brooks, T)
Individuals - work Category R499 HR Taylor, L
performed in other (Brooks, T)
divisions
Individuals - collective  |Category R499 HR Taylor, L
bargain agreements (Brooks, T)
Internet Domain HR OPS-Legal
Registration
Journal Subscriptions Category 7630 VMS Klingler
Laser Light Sources Category 5850 RPS - RFS Havlovick
(Rubick R)
Locks and Keys Category 5315 Security Burnham
(Wartchow)
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Requisition Routing Business Rules - WEST (Cont.)
Primary
Specific Requirement Category External (Backup)
or Type of Purchase Rule Code Internal Approval Approver
Low or Moderate Risk  [PR check box CM Inskeep
Labor (see Onsite Labor) (Wray, R)
Low or Moderate Risk  |PR check box RPS - RFS Nielsen, D
Labor (see Onsite Labor) (Nelson, R)
Machine Tools
Make-or-Buy Divisional
Acquisitions QAR
Medical Supplies and Category 6515 |Divisional [HR-MED Taylor, L
Equipment QAR (Brooks, T)
Networking Resources |Category 5915 IS Staffon
(Killpack)
Nuclear Material PR check 1140 SSEP Haga
box,Category (Moedl K.
Nuclear Material PR check 1140 RPS - RFS Kirschner
box,Category (Burke, L)
Offsite Labor PR check box
Onsite Labor, PR check box CM Inskeep
Installations (Wray, R)
Onsite Labor, PR check box RPS - RFS Nielsen, D
Installations (Nelson, R)
Organizational Conflicts |PR check box Procurement
of Interest
Overseas Reactors PR check box Export Control |Krekel
(Export Control)
Paper Cutters N/A
Personal Protection Category 5860 RPS - RFS Thalgott
Equipment/ (Burke, L)
Supplies(Radiation)
Pesticides, Herbicides, |Category 6840 RPS - RFS Havlovick
Disinfectants (Bio- (Rubick, R)
Hazards)
Photocopy Equipment | Category 3610 VMS Klingler
Precious Metals Category 9545 SSEP Powell
(Moedl, K.)
Printing Category TO011 VMS Klingler
Printing Equipment Category TO11 VMS Klingler
Publications Category 7610 VMS Klingler
Radiant Heaters Divisional |RPS - RFS Nelson, R
ESH (Nielsen, D)
Radiation Devices, Category 5860 RPS - RFS Thalgott
Supplies (Burke, L)
Radio Frequency Category 5820 Security Burnham
Emitting Devices (Marshall)
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Requisition Routing Business Rules - WEST (Cont.)

Primary
Specific Requirement Category External (Backup)
or Type of Purchase Rule Code Internal Approval Approver
Reactor Metals (see Category 1140 SSEP Powell (Wright)
Nuclear Materials)
Reactor Metals (see Category 1140 RPS - RFS Thalgott
Nuclear Materials) (Burke, L)
Repair of Contaminated |Category 5860 RPS - RFS Thalgott
Containers (Burke, L)
Respirators Category 4241 RPS - RFS Rubick, R
(Thalgott)
Safety and Rescue Category 4240 RPS — RFS Kirschner, D
(Nielsen, D)
Safety Shoes or Glasses |Category 8415 RPS - RFS Nelson, R
(special needs) (Nielsen, D)
Scaffolds RPS - RFS Nielsen, D
(Nelson, R)
Seminars on site or off  |Category U099 HR Taylor, L
site (see Classes) (Brooks, T)
Service Work (on site or |PR check box CM Inskeep
off site) (Wray, R)
Service Work (on site or |PR check box RPS - RFS Nielsen, D
off site) (Nelson, R)
Shipping Containers Category 1140 SSEP Darrington
Radioactive Materials (Moedl, K)
Shipping Containers Category 1140 RPS - RFS Thalgott
Radioactive Materials (Burke, L)
Site Beautification Category S208 PS Shiosaki, H
(Landscaping) (Larsen, J)
Suspect and/or Divisional
Counterfeit Parts QAR
Telecommunications Category 5805 IS Staffon
Devices (Cawley)
Telephones (cellular, Category 5805 IS Staffon
pagers) (Cawley)
Tools Divisional
QAR
Trailers Divisional
QAR
Unallowable Items (as Divisional |OCF-ACT
per list) QAR
Vehicle Rentals Category w025 Supply Walker, N
Vehicles and Materials |Category 2310 SSEP Kingler
Handling Equipment
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Requisition Routing Business Rules - WEST (Cont.)

Primary
Specific Requirement Category External (Backup)
or Type of Purchase Rule Code Internal Approval Approver
Waste Treatment & Category S222 RPS - RFS Collins, A
Disposal (Hazardous) (Watson, R)
Watercraft Divisional
ESH
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Appendix C: Requisition Routing Business Rules - APS

Revised 11/23/2004

User Procedures

Primary
Specific Requirement Category External (Backup)
or Type of Purchase Rule Code Internal Approval Approver
A& E (Architect- PR type, Cc211 APS-AOD Janik
Engineering) Services  |Category
After-the-Fact ALD
Procurements
Audible Warning Signal |Category 6350 PFS-FP&CS  |Winner
Devices
Aviation: Charter Category 1510 APS-AOD Hislop
Aircraft
Bio-Hazards / Medical |Category 6840 Divisional [EQO-IH Van Gorp
Waste ESH
Budget Office Review |total PR $ OCF-BUD Blogg
Card Reader Technology |Category 5315 SEC-Lock Ferrazzi
(see Locks and Keys) Shop
Cellular Phones Category 5805 ECT-COM Omiecinski
(Zimmerman)
Chemicals PR check box Divisional
ESH
Classes (on or off site)  |Category U099 HR Robinson
Classified Documents PR check box SEC Metta/Berglund
Communications Category 5805 ECT-COM Omiecinski
Devices (see also (Zimmerman)
Telephones)
Computing Resources > |obsolete
$25K 12/16/99
Construction Services PR type, Y999 APS-AOD Janik
Category
PR type,
Category
Consultants (see also Category R499 HR Bottino
Individuals) (Griparis)
Cost Code(s) To Be task = TBA OCF-ACT O’Connor
Assigned (Parini)
Cost Code for General  |task = 49999 PFS-SP Pagel
Purpose Equipment (Malhotra)
(GPE)
Cranes, Hoisting & Category 3940 PFS-Safety Hennebry
Lifting Equipment Group (Benkert)
Cranes, Hoisting & Category U089 PFS-Safety Hennebry
Lifting Operator Training Group (Benkert)
Ethyl Alcohol Category 8965 Legal Wojciechowski
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Requisition Routing Business Rules - APS (Cont.)

Primary
Specific Requirement Category External (Backup)
or Type of Purchase Rule Code Internal Approval Approver
Explosives, Pyrotechnics |Category 1145 EQO-SPC, Dely, Metta
SEC (Mickulas)
Export to Foreign PR Foreign SCD-SSP - Kolsto
Country or National Address Export Control
Fabrications and Category 3408 APS-AOD DePaolo (PRO-
Machining EAST/APS)
Fasteners Divisional
QAR
Firearms or Ammunition |Category 1095, EQO-SPC, Dely, Metta
1395 SEC (Mickulas)
Fire Estinguishers Category 4210 PFS-FP&CS |Veerman (Tess)
Flammable/Combustible Divisional |PFS-FP&CS, |Veerman, Dely
Storage Units ESH EQO-SPC
Foreign Ownership PR check box SEC Metta
Control or Influence (Mickulas)
High Risk Labor PR check box Divisional [APS-AOD Hislop
ISM
High Risk Property PR check box OCF-PPIM Frankowski
(Martello)
Hoisting, Rigging, Category 3940 PFS-Safety Benkert
Slings, Block&Tackle Group (Hennebry)
(see Cranes)
Human Subject Research |PR check box EQO-IH Van Gorp
(ANL/IRB)
Individuals - former Category R499 HR Bottino
ANL employees (Griparis)
Individuals - work Category R499 HR Bottino
performed in other (Griparis)
divisions
Individuals - collective |Category R499 HR Bottino
bargain agreements (Griparis)
Internet Domain HR OPS-Legal
Registration
Journal Subscriptions Category 7630 IPD-TIS Razo (Woell)
Laser Light Sources Category 5850 EQO-IH Murdoch
(Woodring)
Locks and Keys Category 5315 SEC-Lock Ferrazzi
Shop
Low or Moderate Risk  |PR check box Divisional
Labor ISM
Machine Tools Divisional |EQO-SPC Dely
QAR
Make-or-Buy Division |COO
Acquisitions Office

232




User Procedures

Requisition Routing Business Rules - APS (Cont.)

Primary
Specific Requirement Category External (Backup)
or Type of Purchase Rule Code Internal Approval Approver
Medical Supplies and Category 6515 HR-MED Park
Equipment
Networking Resources > |Obsolete
$25K 12/16/99
Nuclear Materials PR check 1140 SCD-PIM, Lang (Shore)
box, Category EQO-SPC
Offsite Labor PR check box Divisional |[EQO FP & CS |Taibl (McGhee)
ISM
Onsite Labor, PR check box Divisional |APS-AOD Hislop
Installations ESH
Organizational Conflicts |PR check box Procurement
of Interest
Overseas Reactors (see  |PR check box SCD Kolsto
also Export)
Paper Cutters Divisional
ESH
Personal Protection Category 5860 Divisional [EQO-SPC Murdoch
Equipment/ ESH
Supplies(Radiation)
Pesticides and Herbicides|Category 6840 Divisional |[EQO-IHS Van Gorp
ESH
Photocopy Equipment | Category 3610 IPD-MED Bennett
Precious Metals Category 9545 OCF-PPIM Frankowski
(Martello)
Printing Category TO11 IPD-MED Bennett
Printing Equipment Category TO011 IPD-MED Bennett
Publications Category 7610 IPD-TIS Razo (Woell)
Radiant Heaters Divisional |PFS-FP&CS  |Veerman
ESH
Radiation Devices, Category 5860 Divisional |EQO-SPC Robinet
Supplies ESH
Radio Frequency Category 5820 ECT-COM Omiecinski
Emitting Devices (Zimmerman)
Reactor Metals (see Category 1140 SCD-PIM Lang (Shore)
Nuclear Materials)
Repair of Contaminated |Category 5860 EQO-SPC Murdoch
Containers (see (Baker)
Radiation)
Respirators Category 4241 EQO-IH, SCD- |Juscius, Lang
PIM (Labno)
Safety Shoes or Glasses |Category 8415 HR-MED Park
(special needs)
Scaffolds Divisional |[APS-AOD Hislop
ESH
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Requisition Routing Business Rules - APS (Cont.)

Primary
Specific Requirement Category External (Backup)
or Type of Purchase Rule Code Internal Approval Approver
Seminars on site or off  |Category U099 HR Quinn
site (see Classes) (Robinson)
Service Work (on site or |PR check box APS-AOD Hislop
off site)
Shipping Containers Category 1140 SCD-PIM Lang (Shore)
Radioactive Materials
Site Beautification Category S208 PFS-FEC, PFS-|Vanderwall,
(Landscaping) SS Markwenas
Suspect and/or Divisional
Counterfeit Parts QAR
Telecommunications Category 5805 ECT-COM Omiecinski
Devices (Zimmerman)
Telephones (pagers) Category 5805 ECT-COM Omiecinski
(Zimmerman)
Tools Divisional |APS-AOD Hislop
QAR
Trailers Divisional
QAR
Unallowable Items (as Division |OCF-ACT
per list) Office
Vehicle Rentals Category WO025 OCF-ACT Crowley
Vehicles and Materials |Category 2310 PFS-VM, Uppal, Barrett
Handling Equipment EQO-CFFP
Waste Treatment & Category S222 PFS-WMO Rock
Disposal (Hazardous)
Watercraft Divisional
ESH
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Appendix X: Maclntosh Client Installation for PARIS, as of September, 2002
(http://www.ocf.anl.gov/citrix.htm)

Macintosh Client Installation for PARIS and AMOS

|. Client Installation

1. Open a browser and download the Macintosh Client Installation software: Citrix ICA Client
3.0.

2. Use the ICA Client Editor to create and edit connection files. Connection files contain
configuration options that define the attributes of the ICA sessions that can run on Citrix
servers. Double click the Citrix ICA Client Editor icon in your ICA Macintosh Client
installation directory.

Then setup the following parameters:

e Choose Options from menu bar, Default Setting, Windows set the resolution to 800x600

e Choose Options from menu bar, Default Setting, Server Location Address, type in the server
name: farm3.ocf.anl.gov.

Il. Connect to Citrix Server

1. In your installation folder, double-click the Citrix ICA Client Editor icon. The Citrix ICA
Client Editor dialog box appears with the Network Connection page selected.

2. Click Published application and select the published application name " Paris Desktop"
from the pop-up menu.

3. Enter values for Username, Password, and Domain. Use Domain name OCFCitrix.

4. Click Save. Select a location in which to save the file. By default, the Save connection as field
displays the chosen Citrix server or published application name.

5. Click Quit, or choose Quit from the File menu, to exit the ICA Client Editor.

lll. Client Printer Setup

e C(lient printers are a combination of a local printer and a network printer. They represent
printers that exist on the client computer and under the control of both the client computer
and the WinFrame server.

e Connect to a client printer using the Connect Printer selection in Print Manager or use the
default printer mapping facility of the WinFrame client.
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e (Client printer mapping lets you access printers attached to your client computer from an
ICA session. When a Citrix server is configured to allow client printer mapping, applications
running remotely on the Citrix server can print to network or local printers.

e The printer name information is automatically retrieved from the client computer and used
to create the local WinFrame client printer. The client printer name consists of the client
host. It generates a client printer name of hostname#MAC. This name cannot be changed
and is used to locate the specific printer on the specific client computer. The local printer
will have the name host#lpt1

e  After configuring printer mapping, I recommend that you logoff and then reconnect any
active ICA sessions for the changes to take effect. Changes made to your printer mapping
configuration apply to all connection files.

To map a printer

1. Check that you have the PostScript printer selected in your Macintosh Chooser.

2. Using SimpleText or any other suitable application, verify that you can print to the printer
from your Macintosh.

3. Run the Citrix ICA Client Editor.

4. 1In the ICA Client Editor Options menu, select Default Settings. In the Citrix ICA Client
Editor Default Settings dialog box, select Printer Setup from the pull-down menu. The
Printer Setup screen appears.

5. Select PostScript Printer and select the type of printer from the pull-down menu. If your
printer is not available, select the Generic PostScript Printer option.

6. Select Enable Local Printer and then click Save.

IV. Setup Printer Orientation for PARIS Application
1. Double click Print Manager

2. You should see a printer with Hostname#MAC. Highlight it.

3. Choose Printer, Properties, Details, JobDefaults, Choose Landscape radio button from
Orentation section.

4. Click OK twice.
5. Remove Description field contents so that the field is empty.

6. Click OK

OCF has three Winframe servers (farm1, farm2, and farm3) for the purpose of load balancing.
The server will automatically be passing the user to the least busy server at that time. It is
important that the above step (Step IV) is repeated for all 3 servers. Otherwise users will have
major problem with printing. The easiest way to go is make note of which server you are
configuring on step IV by noticing the title bar. Then connect the other servers directly using IP
numbers so that you force to bypass the load balancing and go directly to the other 2 servers.

1. In the installation Folder, double-click the Citrix ICA Client Editor icon. The Citrix ICA
Client Editor dialog box appears with the Network Connection page selected.
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3.

Click Server and enter an IP number of your choice as shown below:

Farml1: 146.137.134.68

Farm?2: 146.137.134.69

Farm3: 146.137.134.70.

Enter values for Username, Password, and Domain. Use Domain name OCFCitrix.

Do not save the settting then click Quit, or choose Quit from the File menu, to exit the ICA
Client Editor.

Repeat the process for the other server.

Note: It would be helpful to create a shortcut for the application on the users desktop

238



User Procedures
NATIONAL

LABORATORY

‘Argorne Nafcnol Loboraiony s cperaed T Uniersiy of Cicogo o iz S eparmen'of iney

239



	Table of Contents
	Preface
	Overview: Procurement and Requisition Integrated System (PARIS)
	Audience

	Chapter 1: Introduction
	Chapter 2: System Capabilities
	Chapter 3: System-Wide Functions
	3.1  Navigating the PARIS System:
	3.1.1  Navigator Directory
	3.1.2  Workspace

	3.2  PARIS Menu Descriptions
	3.2.1  Drop Down Menus
	3.2.2  Pop-up Menus:

	3.3  PARIS Drag and Drop Commands
	3.3.1  Copying An Object:
	3.3.2  Delete an Object:
	3.3.3  Moving an Object:

	3.4  Other PARIS Mouse Commands:
	3.4.1  Eraser:
	3.4.2  Save
	3.4.3  Cancel
	3.4.4  Delete
	3.4.5  Magnifying Glass:

	3.5  PARIS Main Menu Bar
	3.6  Organizing Your Workspace
	3.6.1  Inbox:
	3.6.2  Outbox:
	3.6.3  Trash Can:
	3.6.4  Close-out:
	3.6.5  Award
	3.6.6  Pending:
	3.6.7  Views:
	3.6.8  Exiting the PARIS


	Chapter 4: Requisitions
	4.1  Create a new Requisition
	4.1.1  Procurement Types and Descriptions:
	4.1.2  PR Description:
	4.1.3  Award Number:
	4.1.4  Recommended Extent of Competition

	4.2  Requisition Header:
	4.2.1  General Information about the Requisition Window:
	4.2.2  To reopen the Requisition :
	4.2.3  Requisition Header
	4.2.4  Requisition Window: Requisition Panel

	4.3  Line Item Window:
	4.3.1  Line List:
	4.3.2  Line Detail:
	4.3.3  Line List Complete check Boxes:
	4.3.4  Cost Codes:

	4.4  Acceptance Criteria List Tab
	4.4.1  Use of the ACL Entry panel:

	4.5  ACL Tab
	4.6  Requisition Window: Suppliers Tab
	4.6.1  Enter New Suppliers Window

	4.7  Requisition Window: Off Site Delivery Tab
	4.8  Requisition Window: Ind. Cost Est. Tab
	4.9  Requisition Window: Attachments Tab:
	4.10  Create Forms
	4.11  Print PR:
	4.12 Change the Status:
	4.12.1  Change the Requisition Folder to “Complet

	4.13  Route the Requisition Folder for Approval
	4.14  Creating "Change Requisitions" in PARIS
	4.14.1Amend a PR, or submit a follow-on requisition to a PARIS contract award.

	4.15  Cancellation Of PR
	4.15.1  To Cancel a Requisition (Originator = Owner)
	4.15.2  To Request that a Requisition be Cancelled
	4.15.3  To Cancel a PR (Owner other than Originator)


	Chapter 5: Routing
	5.1  Types of Routing
	5.1.2  In Box
	5.1.3  Identifying Routed Items
	5.1.4  Out Box

	5.2  General Routing
	5.3  Approval Routing
	5.3.1  To route an item for approval:
	5.3.2  Drop Zone for Dynamic Threads

	5.4  Transfer
	5.5  Assign
	5.5.1  To assign an item or folder:
	5.5.2  De-Assign

	5.6  Approving Work
	5.7  To Disapprove an item:
	5.8  Approval Thread Maintenance
	5.9  Thread Builder Window: Member List Panel
	5.10  Thread Parameters
	5.11  Address Book

	Chapter 6: Procurement Office Procedures
	6.1  Procurement Package Folder
	6.1.1  Procurement Package Folder Contents
	6.1.2  Reviewing Requisition Folders
	6.1.3Procurement Package Folder
	6.1.4  Creating a Procurement Package Folder
	6.1.5  Migrating a Requisition

	6.2  Parameters
	6.2.1  Parameters and Line Item Data
	6.2.2  Parameters or Line Items — Which Window to
	6.2.3  Parameters Window
	6.2.4  Parameters Window: Limits Panel
	6.2 5  Parameters Window: References Panel
	6.2.6  Parameters Window: Dates Panel
	6.2.7  Parameters Window: Markings Panel
	6.2.8  Parameters Window: FOB Panel
	6.2.9  Parameters Window: Addresses Panel
	6.2.10  Organization/Contractor: Contact Window
	6.2.11  Parameters Window: Property Panel
	6.2.12  Parameters Window: Ranges Panel
	6.2.13  Parameters Window: Lead Time Panel
	6.2.14  Parameters Window: Attachments Panel
	6.2.15  Parameters Window: Clauses Panel

	6.3  Line Items
	6.3.1  Entering Line Item Information vs Parameters
	6.3.2  Using the Line Item Window
	6.3.3  Line Item Window: CLIN Panel
	6.3.4  Copying Line Items:
	6.3.5  Editing Line Items
	6.3.6  Deleting Line Items
	6.3.7  Line Item Window: Pricing Panel
	6.3.8  Line Item Window: References Panel
	6.3.9  Line Item Window: People Panel
	6.3.10  Line Item Window: Lead Time Panel
	6.3.11  Line Item Window: Dates Panel
	6.3.12  Line Item Window: Markings Panel
	6.3.13  Line Item Window: FOB Panel
	6.3.14  Line Item Window: Packing Panel
	6.3.15  Line Item Window: Addresses Panel
	6.3.17 Line Item Window: Step Panel
	6.3.18 Line Item Window: IDIQ Panel
	6.3.19 Line Item Window: Schedule Panel
	6.3.20 Line Item Window: Attachments Panel
	6.3.21 Line Item Window: Clauses Panel
	6.3.22 Line Item Window: Cost Codes Panel
	6.3.23 Viewing an Item List

	6.4  Sources
	6.4.1  Identifying Recommended Sources in the Procurement Package Folder
	6.4.2  Quote Header:
	6.4.3  SF1409:

	6.5  Clauses
	6.5.1  Using the Clauses Panel in the Parameters Window

	6.6  Solicitation Folder
	6.6.1  Solicitation Folder Contents
	6.6.2  Building a Solicitation
	6.6.3  Preparing the Solicitation for Approval
	6.6.4  Issue the Solicitation
	6.6.5  Create a Solicitation Amendment/Change Order

	6.7  Offers
	6.7.1  Recommended Sources Window: Quote Header Panel
	6.7.2  To use the Quote Header panel:
	6.7.3  Recommended Sources/ SF 1409
	6.7.4  Print the SF 1409

	6.8  Award Folder
	6.8.1  Award Folder Contents
	6.8.2  Synchronizing Line Items and Parameters
	6.8.3  Reviewing and Editing Line Items and Parameters
	6.8.4  Creating an Award Instrument Document
	6.8.5  Awarding a Contract
	6.8.6  Executed Folder Contents

	6.9  Contract Administration
	6.9.1  Change Order (Modification Folder)
	6.9.2  Change Order Folder Contents
	6.9.3  Administration Folder
	6.9.4  Contract Close-out
	6.9.5  Changing Status from Active to Physically Complete

	6.10  Utilities
	6.10.1  Address Book
	6.10.2  Alias Maintenance (of Threads)
	6.10.3  Cost Codes (Query)
	6.10.4  Manage Routing/Assignments
	6.10.5  Temporary Vendors (Enter and Search)
	6.10.6  View Approval Threads
	6.10.7  Change Password
	6.10.8  Employee Search
	6.10.9  Specify Sort Columns Dialog Box
	6.10.10 Supplier Search
	6.10.11 Category Codes
	6.10.12 Information
	6.10.13 Palt Line Cancel
	6.10.14 Change Line Type
	6.10.15 Get Invalid Buyers Contracts
	6.10.16 Email Redirect Maintenance
	6.10.17 Commercial Organizations

	6.11  Creating a Synopsis Notice

	Chapter 7: PARIS Receipt Processing
	7.1  Arrival Log
	7.1.1  Creating an Arrival Log Entry
	7.1.2  Adding UPS Arrival Entries
	7.1.3  Adding Non-UPS Entries
	7.1.4  Performing a P0/Addressee Lookup
	7.1.5  Arrival Log Inquiry
	7.1.6  Maintaining the Arrival Log
	7.1.7  Arrival Log History:

	7.2  Receipts
	7.2.1  Entering Receipts
	7.2.2  Entering Receipt Line Items
	7.2.3  Receipts Inquiry
	7.2.4  Correcting Receipts
	7.2.5  Accessing the Arrival Log
	7.2.6  Viewing Cost Codes from the Receipt Inquiry Window
	7.2.7  Viewing Ticket Information
	7.2.8  Accessing the Delivery Ticket Window
	7.2.9  Printer Setup Screen:
	7.2.10  Maintaining Rush Codes

	7.3  Using the Phonebook
	7.4  Using the Administration Tools
	7.4.1  Editing the Method of Shipping Entries
	7.4.2  Editing Carrier Codes
	7.4.3  Edit Carrier Window.

	7.5  Using the Property Window
	7.6  Using the Accounting Window

	Chapter 8: Shipping
	8.1  Shipping Order Folders
	8.1.1  Create Shipping Folders
	8.1.2  There are several different types of Folders

	8.2  Shipping and Transfer Order, ANL 126C
	8.2.1  Difference between a Transfer Order and a Shipping Order
	8.2.2  When do I print a copy and send the Material to Shipping?
	8.2.3  Does the Shipping Order Number Change from T

	8.3  Completing the Tranfer/Shipping Order Document
	8.3.1  Completing the Shipping Header
	8.3.2  Completing the Line Item Panel

	8.4  Routing The Shipping Order
	8.4.1  Who Completes and Routes the Shipping Order?
	8.4.2  Can approvers in the routing process add or change information on the Documents?
	8.4.3  How are the Threads activated?
	8.4.4  How do I route a Shipping Order that is created inside a Purchase    Requisition?

	8.5  Automatic Updates to the Receiving System (PARIS Awards only)
	8.6  Shipping Department Approval
	8.7  System Generated E-Mail Notifications
	8.8  Search Utilities and Copies

	Chapter 9 Appendices:
	Appendix A: Requisition Routing Business Rules - East
	Appendix B: Requisition Routing Business Rules - West
	Appendix C: Requisition Routing Business Rules - APS
	Appendix Q: Identifying the status of work
	Appendix X: MacIntosh Client Installation for PARIS, as of September, 2002


