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Preface

PREFACE

IFCAP stands for Integrated Funds Distribution, Control Point Activity,
Accounting and Procurement. The IFCAP design team created this manual to
provide you, the IFCAP requestor, with the information necessary to create a supply
or service request and check the status of your requests. IFCAP automates
functions for Acquisition and Materiel Management Service (A&MM) employees
and Fiscal Service employees. It also generates VA Form 90-2237, the VA request
form for supplies and services. IFCAP allows all the VA employees who fund
budgets, maintain budgets, order from vendors, stock items in the warehouse and
pay vendors to work ogether and share information.
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CHAPTER 1 INTRODUCTION

1.1 The Role of the Control Point Requestor

As a requestor, you will use IFCAP to create requests and track the status of your
requests. Requestors are only one kind of IFCAP user. There are several others,
some of whom you will contact as a user of IFCAP. This manual and other
manuals, as well as IFCAP, will sometimes refer to requestors as Control Point
Requestors. This is because IFCAP bills your requests under a special type of
financial account called a Control Point.

1.2 How to Use This Manual

This manual explains how to perform the role of the Control Point Requestor by
dividing that role into small, manageable tasks. The authors of this manual have
listed these tasks in successive order so that each instruction builds on the
functionality and information from the previous instructions. This will allow new
Control Point Requestors to use this manual as a tutorial by following the
instructions from beginning to end. Experienced Control Point Requestors can use
this manual as a reference tool by using the index and table of contents.

1.3 Reference Numbering System

This manual uses a special paragraph numbering system to allow users to
understand how the sections of the manual relate to each other. For example, this
paragraph is section 1.3. This means that this paragraph is the main paragraph
for the third section of Chapter 1. If there were two subsections to this section,
they would be numbered sections 1.3.1 and 1.3.2. A paragraph numbered 1.3.5.4.7
would be the seventh subsection of the fourth subsection of the fifth subsection of
the third subsection of Chapter 1. All clear? Actually, all this means is that users
who want to divide their reading into manageable lessons can concentrate on one
section and all of its subsections. For example, section 1.3.5.4 and all of its
subsections would make a coherent lesson.

1.4 Package Management, Legal Requirements and Security Measures

In order to use IFCAP to enter received goods and resolve shipping discrepancies,
IFCAP users are given access to a set of IFCAP menu options designed for their use.
Some of these menu options are additionally controlled by the use of access “keys”.
These access keys are administered to individual users by the Information
Resources Management Service at their facility.
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Introduction

As a Control Point Requestor, a Control Point Official will administer your access to
IFCAP. The Control Point Official has the authority to give you access to the
Control Point in order to create requests, and approve or reject the requests that
you create.

1.5 Package Operation

IFCAP automates fiscal, budgetary, inventory, billing and payment activities. To
accomplish all of these tasks, IFCAP consists of several functional components,
each responsible for a similar set of tasks:

o Funds Distribution (Fiscal Component)

Funds Control (Control Point Component)
Processing Requests (Control Point Component)
Purchase Orders/Requisitions (A&MM Component)
Accounting (Fiscal Component)

Receiving (A&MM Component)

Inventory (A&MM/Control Point Component)

As a requestor, you may create and edit requests assigned to a Control Point you
are authorized to use. To use a Control Point, the Control Point Official for that
Control Point has to give you access. If your user access is limited to the Control
Point Requestor level, IFCAP will assign a temporary status to all requests that you
create. This is because the Control Point Clerk and Official have to review and
approve your request before they send it to Personal Property Management (2237
forms and Issue Book requests) or Accounting (1358 forms).

Different kinds of IFCAP users have different menus. If the menus in this manual
include options that you do not see on your screen, do not panic! The instructions in
this manual only use the options that you have as a Control Point Requestor. If you
do not know what to enter at an IFCAP prompt, enter one, two or three question
marks and IFCAP will list your available options or explain the prompt. The more
question marks you enter at the prompt, the more information IFCAP will provide.

After you transmit a request for approval, you MUST notify the Control Point Clerk
or Official.

Here are the principal IFCAP options you will use as a Control Point Requestor and
their descriptions. These options will be explained in full in the following chapters.

Enter a Request (Section) Use this option to create a new request
with a temporary number.
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Edit a Request (Section)

Delete a Request (Section)

New 1358 Request (Section)

Edit 1358 Request (Section)

Request Status Report (Section)

Print/Display Request Form
(Section)

Copy a Transaction (Section)

Item History

Introduction

Use this option to change a temporary
request that you already created.
Control Point Requestors can only edit
temporary requests.

Use this option to cancel the request and
remove it from the IFCAP system.
Control Point Requestors can only delete
temporary requests.

This option allows requestors to enter
1358 temporary requests.

This option allows requestors to edit
1358 temporary requests that they have
entered.

Use this option to determine what status
your request has reached.

Use this option to print or display a
request.

Use this option to copy a temporary
request into a new temporary request,
which may then be edited.

This option prints/displays the history of
an item in the Item file from the last five
purchase orders on which the item
appeared.
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CHAPTER 2 HOW TO BECOME A REQUESTOR

Your ADP Coordinator will provide you with access and verify codes for access to
VISTA. Your Service Chief will contact the IFCAP Coordinator in Acquisition and
Materiel Management for access to the menus you will need to create requests.
You will also need access to a Control Point; your Service Chief will contact a
Control Point Official for access to a Control Point.
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CHAPTER 3 HOW TO CREATE REQUESTS

3.1 Introduction

To determine what type of request to make, follow the instructions in the section
below. Turn to the section on the form they indicate, and create that form.

3.2 Which Request Form Should You Use?

To choose the correct type of request form, you need to determine whether the item
you want is on record in IFCAP as an item that someone has already purchased
using IFCAP. If so, you are in luck, because that means that there is less
information you will need to complete about the item to make your request. You
determine whether there is a record for the item by consulting the Item Master
File. If you are requesting a service for which an amount is set-aside over a
specified time period, skip to the section on creating a 1358 order request.

3.3 How to Consult the Item Master File
3.3.1 Introduction

IFCAP has a file of most of the items that people at your facility have used IFCAP
to purchase. This file is called the Item Master File. You need to consult this file
to determine what kind of request to make. If you still do not know what vendor to
select for your request after reading this section, contact the Acquisition section
(Purchasing) in Acquisition and Materiel Management (A&MM).

3.3.2 Menu Path

Select Item History from the Requestor’s Menu.

Enter a Request (Section)

Edit a Request (Section)

Delete a Request (Section)

New 1358 Request (Section)

Edit 1358 Request (Section)

Request Status Report (Section)
Print/Display Request Form (Section)
Copy a Transaction (Section)

Item History

Select Requestor®™s Menu Option: Iltem History
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3.3.3 Setup Parameters

Enter a Control Point. At the Select Item Master Number: prompt, enter the Item
Master number for the item, the noun of the item, a stock number, or some other
feature of the item that IFCAP can search. IFCAP will search the Item Master
File for all item descriptions that have the information you enter at this prompt
and ask you to choose one if there are several matches. You can also type three
question marks at this prompt and read the entire item master list. If IFCAP does
not find a match, you have to create either a Non-Repetitive Order or a Repetitive
and Non-Repetitive Order. Skip to the sections on these two request types and
create one of those requests instead.

Select CONTROL POINT: ??
Select CONTROL POINT: 60 1960 060 FISCAL SVC 0160A1 10 0100 010042100
...0K? Yes// (Yes)
Select one of the following:

L Last 5 Purchase Orders
D Date Range

Select ITEM HISTORY Viewing Method: L// ast 5 Purchase Orders

Select ITEM MASTER NUMBER: ??

1 1 BANDAGE-CAST-6INX5YD
2 102-1309 2 CAP-SAFETY-BOTTLE-50S
3 111-6964 41 PETROLATUM-WHITE
4 116-1285 39 SPONGE-SURGICAL-STERILE-4X8
5 117-8741 91 AMPICILLIN
Press <RETURN> to see more, "~" to exit this list, OR
CHOOSE 1-5: 1 1 BANDAGE-CAST-6INX5YD
— —————————————————————————————————————————————————————————————————————————————————————————————————— |
ITEM HISTORY
MAY 17, 2000@14:30 Site: 688 Control point: 046 SPD
Item Number: 1 Description: BANDAGE-CAST-6INX5YD
Quantity
Previously Unit of Quantity
Date Ordered PO Number Received Purchase Unit Cost Total Cost Ordered
MAY 05, 2000 688-P70096 0 EA 40.00 40.00 1
Vendor: AMSCO INTERNATIONAL
MAY 03, 2000 688-P70095 0 EA 1.00 1.00 1

Vendor: AMSCO INTERNATIONAL

Enter RETURN to continue or "~" to exit:

Would you like to look at another ltem History? No// Y (Yes)
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3.4.4 Vendor Information

After you select an item, IFCAP will display all the vendors for the item. Look at
the VENDOR: field. Is "WAREHOUSE" one of the vendors listed for the item? If so,
this means that this item 1s a "Posted Stock" item, or an item stocked at the
warehouse for the control point. If one of the vendors is "WAREHOUSE", you have
to create an Issue Book/Interval Issue Request for this item. Skip down to the
section on Issue Book/Interval Issue Requests.

NUMBER: 37 SHORT DESCRIPTION: PEN
FSC: 7510 LAST VENDOR ORDERED: IFUSER,ONE
NSN: 7510-11-112-1111 MANDATORY SOURCE: SUPPLY IFVENDOR,THREE

DATE ITEM CREATED: JAN 27, 1994
BUDGET OBJECT CODE: 2660 Operating Supplies and Materials

CREATED BY: IFUSER,ONE INC: PEN
DESCRIPTION: BIC BALL POINT
VENDOR: IFVENDOR, TWO UNIT COST: 200
CONTRACT: 0505123 VENDOR STOCK #: 12345
DATE OF UNIT PRICE: MAR 23, 1994 UNIT OF PURCHASE: BX
PACKAGING MULTIPLE: 10 UNIT CONVERSION FACTOR: 2
CONTRACT EXP. DATE (c): 03/23/95
VENDOR: 1FVENDOR, THREE UNIT COST: 2.356
VENDOR STOCK #: 444 DATE OF UNIT PRICE: JAN 27, 1994
UNIT OF PURCHASE: EA PACKAGING MULTIPLE: 1
UNIT CONVERSION FACTOR: 1 MINIMUM ORDER QTY: 1
VENDOR: 1FUSER,ONE UNIT COST: 1
DATE OF UNIT PRICE: APR 13, 1994 UNIT OF PURCHASE: EA
PACKAGING MULTIPLE: 100 UNIT CONVERSION FACTOR: 100
VENDOR: IFVENDOR, SEVEN UNIT COST: 5
DATE OF UNIT PRICE: APR 5, 1994 UNIT OF PURCHASE: EA
PACKAGING MULTIPLE: 1 UNIT CONVERSION FACTOR: 1
NSN VERIFIED: JAN 27, 1994 SKU: BX
FCP: 688001

PURCHASE ORDER: 688-A40495

LONG NAME (c): SITE: 688 FCP: 001 Supply Special
FCP: 688101

PURCHASE ORDER: 688-A40467

PURCHASE ORDER: 688-A40202

LONG NAME (c): SITE: 688 FCP: 101 ISC2

FCP: 688111

PURCHASE ORDER: 688-A40482

PURCHASE ORDER: 688-A40460

PURCHASE ORDER: 688-P01235

PURCHASE ORDER: 688-A40365

LONG NAME (c): SITE: 688 FCP: 111 FMS TEST CONTROL POINT

3.4.5 Order Type

If IFCAP does not list "WAREHOUSE" as one of the vendors, you can create either
a Repetitive order or a Repetitive and Non-Repetitive Order.

3.5 How to Create a Repetitive (PR Card) Order Request
3.5.1 Introduction

If EVERY item in your request is in the Item Master File, you can create a
Repetitive Order request. You can also create a Repetitive and Non-Repetitive
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Order request, even if you found matches for all of your items in the Item Master
File.

3.5.2 Setup Parameters

Type Enter a Request (Section) at the Requestor’s Menu. Enter a Station Number,
a fiscal year, and a fiscal quarter. Enter a Control Point.

Select Requestor®s Menu Option: Enter a Request (Section)
Select STATION NUMBER: 688 WASHINGTON,DC

Select FISCAL YEAR: 94//

Select QUARTER: 3//

Select CONTROL POINT: 27?7

CHOOSE FROM:

1 001 Supply Special

71 071 CANTEEN

101 101 1SC2

111 111 FMS TEST CONTROL POINT

222 222 FMS TEST CONTROL POINT

1037 1037 GENERAL POST FUND

1111 1111 FMS TEST CONTROL POINT

2222 2222 FMS TEST CON POINT

4537 4537 Supply Fund Special

7777 7777 1FVENDOR, THREE

9998 9998 FMS TEST CONTROL POINT

9999 9999 GRAND TOTAL

Select CONTROL POINT: 1

1 101 ISC2 A2222 10 0100 01AA20100
2 1037 GENERAL POST FUND 0160A1 10 1901 607001234
3 111 FMS TEST CONTROL POINT 0160A1 10 O01AA 01AA60500
4 1111 FMS TEST CONTROL POINT 0160A1 10 O01AA 01AA20100

CHOOSE 1-4: 1

3.5.3 Create Transaction Number

At the Select Transaction: prompt, create a number for the transaction. At the
Form Type: prompt, enter Repetitive (PR Card) Order.

Select TRANSACTION: SDF4312
Are you adding "SDF4312" as a new CONTROL POINT ACTIVITY? No// Y (Yes)

The form types 1358 and NO FORM are no longer used for this option

This transaction is assigned temporary transaction number: SDF4312
FORM TYPE: ??°?

Choose from:

NON-REPETITIVE (2237) ORDER
REPETITIVE (PR CARD) ORDER
REPETITIVE AND NON-REP ORDER
ISSUE BOOK/INTERVAL 1SSUE

abrwnN

FORM TYPE: 3 REPETITIVE (PR CARD) ORDER

3.5.4 Classification and Sort Groups

At the Classification of Request: prompt, create a classification name for the
request if you like, or press the Enter key to skip this prompt. The Classification of
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Request: prompt allows you to create reports that group requests by categories that
YOU define.

Enter a sort group at the Sort Group: prompt if this purchase is assigned to a
project, office, or some other category for which a sort group has been created. If
this purchase does not belong to a sort group, just press the Enter key. Sort groups
are used to generate expense reports for projects and offices. Make sure that you
include all applicable purchases in the sort group and exclude all purchases that do
not belong to the sort group. Press the Enter key at the Date of Request: prompt if
you want to accept the default of today's date.

NOTE: The reports for Classification and Sort Group are only on the menus for
the Clerk and Official.

CLASSIFICATION OF REQUEST: 2?77
This Classification of Request field allows you
to classify and/or categorize all transactions
(requests) for supplies, services, etc.
This is the previous "Type of Request" field.

This is the name used to identify the type of request. File #410.2
is pointed to by the Classification of Request field (#8) of the
Control Point Activity file, #410.

CLASSIFICATION OF REQUEST:
SORT GROUP: ?7??
This Sort Group field may be used to group together all
transactions (requests) that relate to a specific project,
work order, investigator, food group, doctor, etc.
This is the previous "Project Number® field.
Enter one of the following:
S.EntryName to select a Sort Group
W_EntryName to select a Work Order

To see the entries in any particular file type <Prefix.?>

IT you simply enter a name then the system will search each of
the above files for the name you have entered. If a match is
found the system will ask you if it is the entry that you desire.

However, if you know the file the entry should be in, then you can
speed processing by using the following syntax to select an entry:
<Prefix>.<entry name>
or
<Message>.<entry name>
or
<File Name>_<entry name>

Also, you do NOT need to enter the entire file name or message
to direct the look up. Using the first few characters will suffice.
SORT GROUP:

DATE OF REQUEST: TODAY// (MAY 18, 2000)
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3.5.5 Requestor and Priority

Enter your name at the Requestor: prompt. At the Requesting Service: prompt,
enter the name or the number of the service that will use the item. Enter the date
required. Enter the priority of the request.

REQUESTOR: IFUSER, TWO
REQUESTING SERVICE: ???
This is the name of the service that submitted this request.

CHOOSE FROM:
A&MM 90
BLIND REHABILITATION 122
CANTEEN SERVICE 133
ENDOCRINOLOGY RESEARCH 151E
FI1SCAL 04
INFORMATION RESOURCE MGMT 10B/1RM
LABORATORY 113

REQUESTING SERVICE: LabORATORY 113

DATE REQUIRED: T+12 (APR 30, 1994)

PRIORITY OF REQUEST: ST// 7?7?72
This is the urgency or priority for this request.
CHOOSE FROM:

EM EMERGENCY
SP SPECIAL
ST STANDARD

PRIORITY OF REQUEST: ST//  STANDARD

3.5.6 Special Remarks

At the Special Remarks: prompt, enter any special handling information about the
item, such as whether the item needs refrigeration, special handling, or if a VA
employee has to go to the vendor to get the item. The Purchasing Agent can
transfer these remarks to the purchase order that the vendor receives. Enter the
cost center at the Cost Center: prompt if this purchase is assigned to a section or
service that has a cost center defined in IFCAP for their expenses. Cost centers
allow Fiscal staff to create total expense records for a section or service.

SPECIAL REMARKS:
1>These are special remarks.
2>
EDIT Option:
COST CENTER: ?7?
Select the appropriate cost center for this request

ANSWER WITH COST CENTER

CHOOSE FROM:
805600 Office of Director for Operations
820111 LAB TEST CC 1

COST CENTER: 820111 LAB TEST CC 1
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3.5.7 Vendor Information

At the Vendor: prompt, enter the name of the vendor, or the first few letters of the
name of the vendor's name. You can type three question marks (???) at the prompt
to list all the vendors in the system. If you do not know which vendor has the item
you want, follow the instructions in section 3.4, “How to Consult the Item Master
File”. Press the Enter key at the vendor address prompts. Press the Enter key at
the Line Item Number: prompt.

VENDOR ADDRESS1: 3900 RESERVOIR ROAD//
VENDOR ADDRESS2: SUITE 200//
VENDOR ADDRESS3:
VENDOR CITY: WASHINGTON//
VENDOR STATE: DISTRICT OF COLUMBIA//
VENDOR ZIP CODE: 20008//
VENDOR CONTACT: IFVENDOR,NINE//
VENDOR PHONE NO.: 202 555-5555//
Select LINE ITEM NUMBER: 1

LINE ITEM NUMBER: 1//

3.5.8 Item Selection

At the Repetitive (PR Card) No.: prompt, enter the number of the item you are
requesting.

REPETITIVE (PR CARD) NO.: 2?7?27

ANSWER WITH ITEM MASTER NUMBER, OR SHORT DESCRIPTION, OR
VENDOR STOCK #, OR NDC, OR NSN
DO YOU WANT THE ENTIRE ITEM MASTER LIST? y (YES)
CHOOSE FROM:

10 TEST ITEM #10

11 ETHER us/pP: 1/BT

211 METHANOL us/p: 1/BT
REPETITIVE (PR CARD) NO.: 11 ETHER us/pP: 1/BT 210

3.5.9 Item History and BOC

At the Would you like to see the procurement history for this item? prompt, enter Y
if you want to know the date, vendor, quantity ordered, item price or total purchase
price of this item the last five times it was requested. Enter a budget object code
(BOC). Budget Object Codes replace the use of sub accounts in IFCAP 5.0. Budget
object codes are defined by Fiscal Service and describe what type of item or service
you are requesting. Enter a quantity. This quantity represents numbers of units,
so if you order one unit that has forty items per unit (say, syringes per box), then
you are going to receive 40 syringes.

Would you like to see the procurement history for this item? No// Y (Yes)

ITEM HISTORY
MAY 18, 2000@14:29 Site: 688 Control point: 060 FISCAL SVC
Item Number: 14 Description: BATTERY AAA
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Quantity

Previously Unit of Quantity
Date Ordered PO Number Received Purchase Unit Cost Total Cost Ordered
NOV 09, 1999 688-P85011 0 EA 0.19 19.00 100

Vendor: AMSCO INTERNATIONAL INC
NOTE: This item has a packaging multiple/unit of purchase of 12/EA

BOC: 77?7

Major budget object code classifications are:

10 thru 13 - Personal Services and Benefits
21 - Travel and Transportation of Persons
22 - Transportation of Things

23 - Rent, Communications, and Utilities
24 - Printing and Reproduction
25 - Other Services
26 - Supplies and Materials
31 thru 33 - Acquisition of Capital Assets

Answer with BOC
Do you want the entire 46-Entry BOC List? ?
BOC: 23
1 2330 Real Property Rentals
2 2341 Equipment Rental
3 2350 Motion-Picture Film Rentals
CHOOSE 1-3: 1 2330 Real Property Rentals
QUANTITY: 1
QTY BEG BAL: 1

3.5.10 Delivery Schedules

At the Select Delivery Schedule: prompt, press the Enter key if you want all the
1items on your request delivered at once. If you select a delivery schedule, you are
notifying the vendor that you want them to deliver different amounts of the items
on different days. For example, if you want to order 100 cases of computer paper,
but do not want all of it delivered at once, you can “stagger” the delivery by
entering 1 at the Select Delivery Schedule: prompt. Enter a date ,the amount you
would like delivered on that date and the delivery location. Enter 2 at the next
Select Delivery Schedule: prompt and enter a date and the amount you would like
delivered on that date_and the delivery location, etc. Make sure that the total
number of items among all the delivery dates and delivery locations equals the
total number of items you are ordering.

At the Select Line Item Number: prompt, enter “2” if you want another item on this
request. Otherwise, hit the Enter key. Enter the location you want the item to be
delivered at the Deliver to/Location: prompt. At the Justification: prompt, enter
your name and telephone number and information about how the item will be used.
This will help the Personal Property Management (PPM) Accountable Officer
and/or Purchasing Agent. The PPM Accountable Officer and/or Purchasing Agent
will adjust your request to save money, solicit another vendor or purchase a similar
item if there is a problem with the vendor or item you specified. Explaining how
you plan to use the item will help the VA acquire the item faster and cheaper.
Enter your name at the Originator of Request: prompt.
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Add comments if you like. NOTE: The comments will not be seen by A&MM or
FISCAL staff. Enter N at the Would You Like To Edit Another Request?: prompt to
return to the Requestor's Menu.

Select DELIVERY SCHEDULE:
Select LINE ITEM NUMBER:
DELIVER TO/LOCATION: Fiscal Office (02)
JUSTIFICATION:
1>We"re out of ether.
2>
EDIT Option:
ORIGINATOR OF REQUEST: IFUSER,TWO
COMMENTS:
1>

Would you like to edit another request? YES// n (NO)

3.6 How to Create a Non-Repetitive Order Request
3.6.1 Introduction

If none of the items are in the Item Master File, you can use a Non-Repetitive
Order request. You can also create a Repetitive and Non-Repetitive Order request,
even if you did not find matches for any of your items on the Item Master File.
This might keep A&MM staff from rejecting your request if you mistakenly listed
an item as Non-Repetitive that in fact was in the Item Master File.

3.6.2 Setup Parameters

Type Enter a Request (Section) at the Requestor’s Menu. Enter a Station Number,
a fiscal year, and a fiscal quarter. Enter a Control Point.

Select Requestor®s Menu Option: Enter a Request (Section)
Select STATION NUMBER: 688 WASHINGTON, DC

Select FISCAL YEAR: 94//

Select QUARTER: 3//

Select CONTROL POINT: 27?7

CHOOSE FROM:

1 001 Supply Special

71 071 CANTEEN

101 101 1SC2

111 111 FMS TEST CONTROL POINT
222 222 FMS TEST CONTROL POINT
1037 1037 GENERAL POST FUND

1111 1111 FMS TEST CONTROL POINT
2222 2222 FMS TEST CON POINT
4537 4537 Supply Fund Special
7777 7777 IFVENDOR, THREE

9998 9998 FMS TEST CONTROL POINT
9999 9999 GRAND TOTAL

Select CONTROL POINT: 1
1 101 1SC2
2 1037 GENERAL POST FUND
3 111 FMS TEST CONTROL POINT
4 1111 FMS TEST CONTROL POINT
CHOOSE 1-4: 1
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3.6.3 Create Transaction Number

At the Select Transaction: prompt, create a number for the transaction. At the
Form Type: prompt, enter Non-Repetitive Order. Assign a transaction number to
this request at the Temporary Transaction Number: prompt.

Note: Write this number down. You will need it to determine the status of
your request.

Select TRANSACTION: SDF4312
Are you adding "SDF4312" as a new CONTROL POINT ACTIVITY? No// Y (Yes)

The form types 1358 and NO FORM are no longer used for this option

This transaction is assigned temporary transaction number: SDF4312
FORM TYPE: ??°?

Choose from:

2 NON-REPETITIVE (2237) ORDER
3 REPETITIVE (PR CARD) ORDER
4 REPETITIVE AND NON-REP ORDER
5 ISSUE BOOK/INTERVAL ISSUE

FORM TYPE: 2 NON-REPETITIVE (2237) ORDER

3.6.4 Classification and Sort Groups

At the Classification of Request: prompt, create a classification name for the
request if you like, or press the Enter key to skip this prompt. The Classification of
Request: prompt allows you to create reports that group requests by categories that
YOU define. Enter a sort group at the Sort Group: prompt if this purchase is
assigned to a project, office, or some other category for which a sort group has been
created. If this purchase does not belong to a sort group, just press the Enter key.
Sort groups are used to generate expense reports for projects and offices. Make
sure that you include all applicable purchases in the sort group and exclude all
purchases that do not belong to the sort group. Press the Enter key at the Date of
Request: prompt to select today's date. Enter your name at the Requestor: prompt.
Enter the service that will use the item or service at the Requesting Service:
prompt.

CLASSIFICATION OF REQUEST:
SORT GROUP:
DATE OF REQUEST: 2940418// (APR 18, 1994)
REQUESTOR: IFUSER,TWO
REQUESTING SERVICE: ??7?
This is the name of the service that submitted this request.

CHOOSE FROM:
A&MM 90
BLIND REHABILITATION 122
CHIEF OF STAFF 002
DENTAL 160
ENGINEERING 138
FISCAL 04
GERIATRICS AND EXTENDED CARE 180
INFORMATION SYSTEMS CENTER 162-2
LABORATORY 113
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REQUESTING SERVICE: 113 LABORATORY 113

3.6.5 Priority

Enter the date required and the priority of the request. Priorities are based on the
days remaining before the delivery date requested for the item. The priority
categories in IFCAP, ranging from shortest to longest delivery time remaining, are
“Emergency”, “Special” and “Standard”. Different stations assign different time
durations to these categories. Check with your Fiscal or A&MM office to determine
the durations at your station for these categories. At the Special Remarks: prompt,
explain how the service will use the item, names of other items that would fulfill
the same need, and any other information that would help the Purchasing Agent
fulfill your request. Purchasing Agents sometimes change orders to fulfill the
service’s need faster, find a better item or change the vendor for a better price.
Explaining the use of the item will make these tasks easier to accomplish. Enter
the cost center at the Cost Center: prompt if this purchase is assigned to a section
or service that has a cost center defined in IFCAP for their expenses. Cost centers
allow Fiscal staff to create total expense records for a section or service.

DATE REQUIRED: T+12 (APR 30, 1994)
PRIORITY OF REQUEST: ST// ?7?7?
This is the urgency or priority for this request.
CHOOSE FROM:
EM EMERGENCY
SP SPECIAL
ST STANDARD
PRIORITY OF REQUEST: ST// STANDARD
SPECIAL REMARKS:
1>These are special remarks.
2>
EDIT Option:
COST CENTER: ??7?

ANSWER WITH COST CENTER

CHOOSE FROM:
805600 Office of Director for Operations
820111 LAB TEST CC 1

COST CENTER: 805600 Office of Director for

3.6.6 Vendor Information

At the Vendor: prompt, enter the name of the vendor that supplies the item you are
requesting. If your vendor is not in the vendor file, IFCAP will ask you to confirm
the vendor name. Enter the information for the new vendor. Enter 1 at the Line
Item Number: prompt.

VENDOR: IFVENDOR, FOUR//

VENDOR ADDRESS1: 12605 Bluhill Rd.
VENDOR ADDRESS2:

VENDOR CITY: Silver Spring

VENDOR STATE: MD MARYLAND

VENDOR ZIP CODE: 20906-4102
VENDOR CONTACT: IFVENDOR,FIVE
VENDOR PHONE NO.: (301) 555-5555
Select LINE ITEM NUMBER: 1
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LINE ITEM NUMBER: 1//

3.6.7 Description

At the Description: prompt, define the item as thoroughly as you can. Since you
are creating a non-repetitive order, the item you are requesting is not in the Item
Master File. This means that the Purchasing Agent will have to make a “best
guess” of exactly what kind of item you need, based on the information you provide
in this field. Describe what the service plans to do with the item and any special
features of the item (for example, does it have to be flexible or blue or heat-
resistant or non-toxic). At the Unit of Purchase: prompt, enter the measuring
standard for the item. For example, if you order one unit and select LB (pound) as
unit of purchase, your request will list one pound of the item.

DESCRIPTION:
1>Roofing Material
2>
EDIT Option:
QUANTITY: 400
UNIT OF PURCHASE: ???
This is the unit of measurement for items being procured.

e.g., each, dozen, box, bottle, case, pound (Ib.), square ft., etc.

CHOOSE FROM:

AM AMPOULE

AT ASSORTMENT

AY ASSEMBLY

LB POUND
UNIT OF PURCHASE: LB POUND

Note: Many users accidentally order too much or too little quantity by
choosing the wrong unit of purchase. For example, a carboy of
disinfectant is much greater than a gallon of disinfectant. Double-
check the printout of your request to make sure that the quantity
and the unit of purchase is correct.

3.6.8 Stock Number

Enter the stock number for the item. Enter the estimated cost per unit. The cost
per unit will depend on the item and how many items are in a unit. If the item is
ordered at one unit per item, the cost per unit is the cost per item. If the vendor
sells the item by the case, the cost per unit is the cost per case, etc. Enter a budget
object code (BOC).

STOCK NUMBER: 094104
EST. ITEM (UNIT) COST: 20
BOC: 7?77
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Major budget object code classifications are:
[10 thru 13 - Personal Services and Benefits

21 - Travel and Transportation of Persons
22 - Transportation of Things
23 - Rent, Communications, and Utilities
24 - Printing and Reproduction
25 - Other Services
26 - Supplies and Materials

31 thru 33 - Acquisition of Capital Assets

ANSWER WITH BUDGET OBJECT CODE
DO YOU WANT THE ENTIRE 81-ENTRY BUDGET OBJECT CODE LIST? y (YES)

CHOOSE FROM:
1081 Physicians-Full Time
1090 Administrative and Clerical Personnel Not Otherwise Classified
1091 Federal,Summer Employment Program for Youth-Summer Aids
1092 Stay-In-School Program Part-Time Employment of Needy Students
1093 Subsistence & Temp Exp, Real Estate Costs & Misc Exp-PL 89-516
1095 Employee Salary Continuation
1096 Computer Sys Analyst, Programmers, Keypunch & Computer Opr-s

BOC: 1095 Employee Salary Continuation

QTY BEG BAL: 400

3.6.9 Delivery Schedules

At the Select Delivery Schedule: prompt, press the Enter key if you want all the
items on your request delivered at once. If you select a delivery schedule, you are
notifying the vendor that you want them to deliver different amounts of the items
on different days. For example, if you want to order 100 cases of computer paper,
but do not want all of it delivered at once, you can “stagger” the delivery by
entering 1 at the Select Delivery Schedule: prompt. Enter a date and the amount
you would like delivered on that date, enter 2 at the next Select Delivery Schedule:
prompt. Enter a date and the amount you would like delivered on that date, etc.
Make sure that the total number of items among all the delivery dates equals the
total number of items you are ordering.

Enter a 2 at the Select Line Number: prompt if you want to add another item to
your request. Otherwise, press the Enter key.

Enter the estimated shipping and/or handling costs in dollars. Enter where you
want the warehouse to deliver the item at the Deliver To/Location: prompt. At the
Justification: prompt, explain why the service or item is needed by the service.
Enter your name and telephone number. Enter your name at the Originator Of
Request: prompt. Add comments if you like. Enter N at the Would You Like To
Enter Another Request? prompt to return to the Requestor's Menu.

Select DELIVERY SCHEDULE: ???

This field is the Delivery Schedule of the Order file, #442.8.
Select DELIVERY SCHEDULE:
Select LINE ITEM NUMBER:
EST. SHIPPING AND/OR HANDLING: 40
DELIVER TO/LOCATION: Bldg.40
JUSTIFICATION:
1>Roofing material for homeless veteran®s shelter
2>
EDIT Option:
ORIGINATOR OF REQUEST:
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COMMENTS:
1>

[Would you like to enter another request? YES// n (NO)

3.7 How to Create a Repetitive and Non-Repetitive Order Request

3.7.1 Introduction

If one or more, but not all the items on your request are on the Item Master File,
you can create a Repetitive and Non-Repetitive Order Request. This is a versatile
form type, because it allows other IFCAP users to "split" your request into multiple

orders. Also, it is easier for Personal Property Management staff to correct a
Repetitive and Non-Repetitive Order if you mistakenly list an item as non-

repetitive that in fact is on the Item Master File, or if IFCAP fails to match an item

to the Item Master File because you've misspelled or misnamed the item.

3.7.2 Setup Parameters

1. Enter a Station Number if prompted.
2. Enter a fiscal year.
3. Enter a fiscal quarter.

4. Enter a Control Point.

Select Requestor®s Menu Option: Enter a Request (Section)
Select STATION NUMBER: 688 WASHINGTON,DC

Select FISCAL YEAR: 94//

Select QUARTER: 3//

Select CONTROL POINT: 27?7

CHOOSE FROM:
1 001 Supply Special

71 071 CANTEEN

101 101 1SC2

111 111 FMS TEST CONTROL POINT
222 222 FMS TEST CONTROL POINT
1037 1037 GENERAL POST FUND

1111 1111 FMS TEST CONTROL POINT
2222 2222 FMS TEST CON POINT
4537 4537 Supply Fund Special
7777 7777 1FVENDOR, THREE

9998 9998 FMS TEST CONTROL POINT
9999 9999 GRAND TOTAL

Select CONTROL POINT: 1
1 101 1SC2
2 1037 GENERAL POST FUND
3 111 FMS TEST CONTROL POINT
4 1111 FMS TEST CONTROL POINT
CHOOSE 1-4: 1
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3.7.3 Create Transaction Number

At the Select Transaction: prompt, create a number for the transaction. At the
Form Type: prompt, enter Repetitive And Non-Rep Order. Press the Enter key at
the Temporary Transaction Number: prompt.

Select TRANSACTION: SDF4312
Are you adding "SDF4312" as a new CONTROL POINT ACTIVITY? No// Y (Yes)

The form types 1358 and NO FORM are no longer used for this option

This transaction is assigned temporary transaction number: SDF4312
FORM TYPE: ??

Choose from:

NON-REPETITIVE (2237) ORDER
REPETITIVE (PR CARD) ORDER
REPETITIVE AND NON-REP ORDER
ISSUE BOOK/INTERVAL ISSUE

abrhwN

FORM TYPE: 4 REPETITIVE AND NON-REP ORDER

3.7.4 Classification and Sort Groups

At the Classification of Request: prompt, create a classification name for the
request if you like, or press the Enter key to skip this prompt. The Classification of
Request: prompt allows you to create reports that group requests by categories that
YOU define. Enter a sort group at the Sort Group: prompt if this purchase is
assigned to a project, office, or some other category for which a sort group has been
created. If this purchase does not belong to a sort group, press the Enter key. Sort
groups are used to generate expense reports for projects and offices. Make sure
that you include all applicable purchases in the sort group and exclude all
purchases that do not belong to the sort group. Press the Enter key at the Date of
Request: prompt. Enter your name at the Requestor: prompt. Enter the service
that will use the item or service at the Requesting Service: prompt.

CLASSIFICATION OF REQUEST: ?2??
This Classification of Request field allows you
to classify and/or categorize all transactions
(requests) for supplies, services, etc.
This is the previous Type of Request field.

CHOOSE FROM:
SHOES
TEST CLASS
This is the name used to identify the type of request. File #410.2
is pointed to by the Classification of Request field (#8) of the
Control Point Activity file, #410.
CLASSIFICATION OF REQUEST: TEST CLASS
SORT GROUP:
DATE OF REQUEST: 2940418// (APR 18, 1994)
REQUESTOR: IFUSER,TWO
REQUESTING SERVICE: ??7?
This is the name of the service that submitted this request.

CHOOSE FROM:

A&MM 90

AMBULATORY CARE 11C
ANESTHESIOLOGY 123

AUDIOLOGY AND SPEECH PATHOLOGY 126
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"REQUESTING SERVICE: 11C AMBULATORY CARE

3.7.5 Priority

Enter the date required and the priority of the request. Priorities are based on the
days remaining before the delivery date requested for the item. The priority
categories in IFCAP, ranging from shortest to longest delivery time remaining, are
“Emergency”, “Special” and “Standard”. Different stations assign different time
durations to these categories. Check with your Fiscal or A&MM office to determine
the durations at your station for these categories. At the Special Remarks: prompt,
explain how the service will use the item, names of other items that would fulfill
the same need, and any other information that would help the Purchasing Agent
fulfill your request. Purchasing Agents sometimes change orders to fulfill the
service’s need faster, find a better item or change the vendor for a better price.
Explaining the use of the item will make these tasks easier to accomplish. Enter
the cost center at the Cost Center: prompt if this purchase is assigned to a section
or service that has a cost center defined in IFCAP for their expenses. Cost centers
allow Fiscal staff to create total expense records for a section or service.

DATE REQUIRED: // T+15 (OCT 08, 1994)
PRIORITY: ST// STANDARD PRIORITY
SPECIAL REMARKS:

1>These are special remarks.

2>
EDIT Option:
COST CENTER: 27?7

ANSWER WITH COST CENTER

CHOOSE FROM:
805600 Office of Director for Operations
820111 LAB TEST CC 1

COST CENTER: 805600 Office of Director for

3.7.6 Vendor Information

At the Vendor: prompt, enter the name of the vendor that supplies the item you are
requesting. If your vendor is not in the vendor file, [IFCAP will ask you to confirm
the vendor name. Enter the information for the new vendor. Enter 1 at the Line
Item Number: prompt.

VENDOR: IFVENDOR, FOUR//
VENDOR ADDRESS1: 12605 Bluhill Rd.
VENDOR ADDRESS2:
VENDOR CITY: Silver Spring
VENDOR STATE: MD MARYLAND
VENDOR ZIP CODE: 20906-4102
VENDOR CONTACT: IFVENDOR,FIVE
VENDOR PHONE NO.: (301) 555-5555
Select LINE ITEM NUMBER: 1

LINE ITEM NUMBER: 1//

3.7.7 Description

At the Description: prompt, define the item as thoroughly as you can. If the item is
not in the Item Master File, the Purchasing Agent is going to make a “best guess”
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of exactly what kind of item you need. This guesswork will be based on the
information you provide in this field. Describe what the service plans to do with
the item and any special features of the item (for example, does it have to be
flexible or blue or heat-resistant or non-toxic). At the Unit of Purchase: prompt,
enter the measuring standard for the item. For example, if you order one unit and
select LB (pound) as unit of purchase, your request will list one pound of the item.

DESCRIPTION:
1>Roofing Material
2>
EDIT Option:
QUANTITY: 400
UNIT OF PURCHASE: ?7?7?
This is the unit of measurement for items being procured.

e.g., each, dozen, box, bottle, case, pound (Ib.), square ft., etc.

CHOOSE FROM:

AM AMPOULE

AT ASSORTMENT

AY ASSEMBLY

LB POUND
UNIT OF PURCHASE: LB POUND

Note: Many users accidentally order too much or too little quantity by
choosing the wrong unit of purchase. For example, a carboy of
disinfectant is much greater than a gallon of disinfectant. Double-
check the printout of your request to make sure that the quantity
and the unit of purchase is correct.

3.7.8 Stock Number

Enter the stock number for the item. Enter the estimated cost per unit. The cost
per unit will depend on the item and how many items are in a unit. If the item is
ordered at one unit per item, the cost per unit is the cost per item. If the vendor

sells the item by the case, the cost per unit is the cost per case, etc. Enter a budget
object code (BOC).

STOCK NUMBER: 094104
EST. ITEM (UNIT) COST: 20
BOC: 777

Major budget object code classifications are:

10 thru 13 - Personal Services and Benefits
21 - Travel and Transportation of Persons
22 - Transportation of Things
23 - Rent, Communications, and Utilities
24 - Printing and Reproduction
25 - Other Services
26 - Supplies and Materials

31 thru 33 - Acquisition of Capital Assets
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3.7.9 Delivery Schedules

At the Select Delivery Schedule: prompt, press the Enter key if you want all the
items on your request delivered at once. If you select a delivery schedule, you are
notifying the vendor that you want them to deliver different amounts of the items
on different days and/or different locations. For example, if you want to order 100
cases of computer paper, but do not want all of it delivered at once, you can
“stagger” the delivery by entering 1 at the Select Delivery Schedule: prompt. Enter
a date and the amount you would like delivered on that date, and enter 2 at the
next Select Delivery Schedule: prompt. Enter a date and the amount you would
like delivered on that date, etc. Make sure that the total number of items among
all the delivery dates equals the total number of items you are ordering.

Enter a 2 at the Select Line Number: prompt if you want to add another item to
your request. Otherwise, press the Enter key.

Enter the estimated shipping and/or handling costs in dollars. Enter where you
want the warehouse to deliver the item at the Deliver To/Location: prompt. At the
Justification: prompt, enter your name and telephone number and explain why the
service or item is needed by the service. Enter your name at the Originator of
Request: prompt. Add comments if you like. Enter N at the Would You Like To
Enter Another Request? prompt to return to the Requestor's Menu.

Select DELIVERY SCHEDULE: ???

This field is the Delivery Schedule of the Order file, #442.8.
Select DELIVERY SCHEDULE:
Select LINE ITEM NUMBER:
EST. SHIPPING AND/OR HANDLING: 40
DELIVER TO/LOCATION: Bldg-40
JUSTIFICATION:
1>Roofing material for homeless veteran®s shelter
2>
EDIT Option:
ORIGINATOR OF REQUEST:
COMMENTS:
1>

Would you like to enter another request? YES// n (NO)

3.8 How to Create an Issue Book/Interval Issue Request

3.8.1 Introduction

An Issue Book/Interval Issue Request is for "posted stock" items, or items that the
warehouse keeps in stock. You must use an Issue Book/Interval Issue request for
posted stock items. You must not use an Issue Book/Interval Issue request for any
items that are not posted stock. If you need some items that are posted stock and
some items that are not posted stock, create an Issue Book/Interval Issue Request
for the posted stock items. Use one of the other forms for the other items. The
Government makes certain procurement guarantees to vendors in exchange for
discounts on posted stock. Obtaining posted stock items from any source other than
the warehouse is a potential violation of those guarantees. If you request a posted
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stock item on any request other than an Issue Book/Interval Issue request, the
computer will reject your request.

3.8.2 Setup Parameters

1. Enter a Station Number if prompted.
2.Enter the Fiscal Year,

3. Enter the Fiscal Quarter.

4. Enter the Control Point.

Enter a Request (Section)

Edit a Request (Section)

Delete a Request (Section)

New 1358 Request (Section)

Edit 1358 Request (Section)

Request Status Report (Section)
Print/Display Request Form (Section)
Copy a Transaction (Section)

Item History

Select Requestor®s Menu Option: Enter a Request (Section)

Select STATION NUMBER: 688 WASHINGTON,DC

Select FISCAL YEAR: 94//

Select QUARTER: 3//

Select CONTROL POINT: 101 ISC2 A2222 10 0100 01AA20100

3.8.3 Create Transaction Number

Assign a transaction number to this request at the Temporary Transaction
Number: prompt.

Note: Write this number down. You will need it to determine the status of
your request.

At the Interval Issue?: prompt, enter “Y” if this is an item that you do not normally
order. Enter “N” if this is an item you order on a regular basis. If you would
normally enter this item on an issue book order, but need the item before the next
scheduled posted stock delivery, enter "Y". This prompt does NOT allow you to
create a recurring order: it merely allows you to explain how you use the item.

For the transaction number, use an uppercase alpha as the First character,
and then 2-16 uppercase or numeric characters, as in ADP1.

Select TRANSACTION: TURK-182
ARE YOU ADDING "TURK-182" AS A NEW CONTROL POINT ACTIVITY? Y (YES)

This transaction is assigned temporary transaction number: TURK-182
FORM TYPE: REPETITIVE AND NON-REP ORDER// Issue BOOK/INTERVAL ISSUE
Issue Book Requests will automatically be ordered from

SUPPLY IFVENDOR, THREE

INTERVAL ISSUE?: ?7?7?
This allows the user to specify (by entering Yes/No) whether the
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request for items in the Warehouse is an Interval Issue.

i.e., Items requested between scheduled posted stock delivery, rather

than a regularly scheduled Issue Book order.
CHOOSE FROM:
1 YES
0 NO
INTERVAL ISSUE?: 1 YES

3.8.4 Classification and Sort Groups

At the Classification of Request: prompt, create a classification name for the

request if you like, or press the Enter key to skip this prompt. The Classification of
Request: prompt allows you to create reports that group requests by categories that

YOU define.

Enter a sort group at the Sort Group: prompt if this purchase is assigned to a

project, office, or some other category for which a sort group has been created. If
this purchase does not belong to a sort group, just press the Enter key. Sort groups
are used to generate expense reports for projects and offices. Make sure that you
include all applicable purchases in the sort group and exclude all purchases that do
not belong to the sort group. Press the Enter key at the Date of Request: prompt to

accept the default date of today. Enter your name at the Requestor: prompt.

CLASSIFICATION OF REQUEST: ?2??
This Classification of Request field allows you
to classify and/or categorize all transactions
(requests) for supplies, services, etc.
This is the previous "Type of Request" field.

CHOOSE FROM:
TEST CLASS

CLASSIFICATION OF REQUEST:
SORT GROUP: ?7?7?
This Sort Group field may be used to group together all
transactions (requests) that relate to a specific project,
work order, investigator, food group, doctor, etc.
This is the previous "Project Number® field.
Enter one of the following:
S.EntryName to select a Sort Group

To see the entries in any particular file, type <Prefix.?>

IT you simply enter a name then the system will search each of
the above files for the name you have entered. If a match is
found the system will ask you if it is the entry that you desire.

However, if you know the file the entry should be in, then you can
speed processing by using the following syntax to select and entry:
<Prefix>.<entry name>
or
<Message>.<entry name>
or
<File Name>_<entry name>

Also, you do NOT need to enter the entire file name or message

to direct the look up. Using the Ffirst few characters will suffice.
SORT GROUP:
DATE OF REQUEST: TODAY//  (APR 18, 1994)
REQUESTOR: IFUSER, TWO
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3.8.5 Priority

At the Requesting Service: prompt, enter the name of the service that will use the
item. Enter the date that the service will require the item. Enter the priority that
you want to assign to the request. Enter any special remarks about the item that
might help the Requirements Analyst fulfill your request or adjust inventory levels
to accommodate the needs of your service (e.g., refrigeration required, must be
picked up from vendor, etc.)

REQUESTING SERVICE: ???
This is the name of the service that submitted this request.

CHOOSE FROM:

A&MM 90
AMBULATORY CARE 11C
ANESTHESIOLOGY 123
AUDIOLOGY AND SPEECH PATHOLOGY 126
BLIND REHABILITATION 122
REQUESTING SERVICE: AUDIOLOGY AND SPEECH PATHOLOGY 126

DATE REQUIRED: T+20 (MAY 08, 1994)

PRIORITY OF REQUEST: ST// 27?7
This is the urgency or priority for this request.
CHOOSE FROM:

EM EMERGENCY
SP SPECIAL
ST STANDARD

PRIORITY OF REQUEST: ST//  STANDARD
SPECIAL REMARKS:
1>

3.8.6 Select Cost Center

Enter the cost center at the Cost Center: prompt. Cost centers allow Fiscal staff to
create total expense records for a section or service. At the Select Line Item
Number: prompt, Enter 1 for the first item on the request. Remember, you can
only request issue items on an issue book request. At the Item Master File No.:
prompt, enter the item name or number. You can also type three question marks

(??7?7) to see a list of the items you can request on an issue book request. Enter a
budget object code (BOC).

COST CENTER: 805600 Office of Director for
Select LINE ITEM NUMBER: ?7?7?

This is the item number for this request.
Select LINE ITEM NUMBER: 1
LINE ITEM NUMBER: 1//
ITEM MASTER FILE NO.: ??7?

ANSWER WITH ITEM MASTER NUMBER, OR SHORT DESCRIPTION, OR
VENDOR STOCK #, OR NDC, OR NSN
DO YOU WANT THE ENTIRE ITEM MASTER LIST? Y (YES)
CHOOSE FROM:

8 ITEM #8 us/pP: 12/CL
37 PEN U/P: 1/EA
39 RULER U/P: 1/EA
40 PAINT U/P: 1/EA
45 TESTING ...V5 U/P: 2/EA
REPETITIVE (PR CARD) NO.: 39 RULER u/P: 1/EA 39
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NOTE: This item has a minimum order quantity of 1
NOTE: This item has a packaging multiple/unit of purchase of 1/EA

QUANTITY: 1
BOC: 7?77

Major budget object code classifications are:

10 thru 13 - Personal Services and Benefits
21 - Travel and Transportation of Persons
22 - Transportation of Things
23 - Rent, Communications, and Utilities
24 - Printing and Reproduction
25 - Other Services
26 - Supplies and Materials

31 thru 33 - Acquisition of Capital Assets

3.8.7 Add Line Item

Enter 2 at the Select Line Item Number: prompt if you want to add another item to
your request. Otherwise, press the Enter key. Remember, you can only request
1ssue items on an issue book request. Enter where you want the warehouse to
deliver the item at the Deliver To/Location: prompt. At the Justification: prompt,
enter your name and telephone number and explain why the service or item is
needed. Enter your name at the Originator of Request: prompt. Add comments if
you like. Enter N at the Would You Like To Enter Another Request? prompt to
return to the Requestor's Menu.

Select LINE ITEM NUMBER: ???
Select DELIVERY SCHEDULE: ?7?7?

This field is the Delivery Schedule of the Order file, #442.8.
Select DELIVERY SCHEDULE:
Select LINE ITEM NUMBER:
EST. SHIPPING AND/OR HANDLING: 40
DELIVER TO/LOCATION: Bldg.40
JUSTIFICATION:
1>Roofing material for homeless veteran®s shelter
2>
EDIT Option:
ORIGINATOR OF REQUEST:
COMMENTS:
1>
Would you like to enter another request? YES// N (NO)

3.9 How to Create a 1358 Order Request
3.9.1 Introduction

Use a 1358 Order request to budget money for ongoing service expenses, such as the
utility bill, copier repair, rent, or postage. A 1358 Order allows the Control Point to

"obligate funds," or establish a budget for ongoing services, so there will be money to
pay the vendor when the monthly or quarterly statement is due.

3.9.2 Setup Parameters

1. Enter a station number if prompted.
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Enter a fiscal year.
Enter a quarter.

Enter a Control Point.

v ok

Assign a transaction number to your request. Write this number down. You
will need this number to determine the status of your request.

Enter a Request (Section)

Edit a Request (Section)

Delete a Request (Section)

New 1358 Request (Section)

Edit 1358 Request (Section)

Request Status Report (Section)
Print/Display Request Form (Section)
Copy a Transaction (Section)

Item History

Select Requestor®s Menu Option: New 1358 Request
Select STATION NUMBER: 688 WASHINGTON, DC
Select FISCAL YEAR: 94//
Select QUARTER: 3//
Select CONTROL POINT: 101

1 101 LAB TESTING 101

2 1011 BUDGET RETEST

3 1012 BUDGET RETEST

Enter a 2-16 digit number with a leading alpha, as in "ABC123"

Select TRANSACTION: THX-1139
ARE YOU ADDING "THX-1139" AS A NEW CONTROL POINT ACTIVITY? Y (YES)

This transaction is assigned temporary transaction number: THX-1139

3.9.3 Classification and Sort Groups

The Classification of Request: prompt allows you to create reports that group
requests by categories that YOU define. Enter a sort group at the Sort Group:
prompt if this purchase is assigned to a project, office, or some other category for
which a sort group has been created. If this purchase does not belong to a sort
group, just press the Enter key. Sort groups are used to generate expense reports
for projects and offices. Make sure that you include all applicable purchases in the
sort group and exclude all purchases that do not belong to the sort group.

NOTE: The Classification and Sort Group reports are found on the menus of the
Official and the Clerk.

CLASSIFICATION OF REQUEST: 2?77
This Classification of Request field allows you
to classify and/or categorize all transactions
(requests) for supplies, services, etc.
This is the previous "Type of Request" field.

CHOOSE FROM:

This is the name used to identify the type of request. File #410.2
is pointed to by the Classification of Request field (#8) of the
Control Point Activity file, #410.

CLASSIFICATION OF REQUEST:

SORT GROUP: ?7?7?
This Sort Group field may be used to group together all
transactions (requests) that relate to a specific project,
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work order, investigator, food group, doctor, etc.
This is the previous "Project Number® field.
Enter one of the following:

S.EntryName to select a Sort Group

W_.EntryName to select a Work Order

To see the entries in any particular file, type <Prefix.?>

IT you simply enter a name then the system will search each of
the above files for the name you have entered. If a match is
found the system will ask you if it is the entry that you desire.

However, if you know the file the entry should be in, then you can
speed processing by using the following syntax to select and entry:
<Prefix>.<entry name>
or
<Message>.<entry name>
or
<File Name>_<entry name>

Also, you do NOT need to enter the entire file name or message
to direct the look up. Using the first few characters will suffice.
SORT GROUP:

3.9.4 Requestor

Enter your name at the Requestor: prompt. Press the Enter key at the Date of
Request: prompt to accept the default date of today. Enter the date that you want
to commit funds to your request at the Date Committed: prompt, or press the Enter
key to accept the default of the first date of the current month.

Enter the total cost in dollars for the item at the Committed (Estimated) Cost:
prompt. Enter the cost center at the Cost Center: prompt. Cost centers allow
Fiscal staff to create total expense records for a section or service.

REQUESTOR: IFUSER,TWO

DATE OF REQUEST: JUN 29,1994// (JUN 29, 1994)

DATE COMMITTED: 06/01/94// (JUN 01, 1994)

COMMITTED (ESTIMATED) COST: ?7?7?
This is the estimated amount of the committed cost of
the requested item(s).

COMMITTED (ESTIMATED) COST: 414 $ 414.00

COST CENTER: ??7?

ANSWER WITH COST CENTER
CHOOSE FROM:
820100 LAB TEST CC
840200 LAB TEST BOC

COST CENTER: 800100 Office of Chief Medical

3.9.5 BOC

Enter a budget object code (BOC) at the BOC1: prompt. Enter the amount of the
item you want to attribute to the budget object code at the BOC1 Amount: prompt.
You may also enter a Sub-control Point if you like.

BOC1: 27?7

Major budget object code classifications are:
10 thru 13 - Personal Services and Benefits
21 - Travel and Transportation of Persons
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22 - Transportation of Things
23 - Rent, Communications, and Utilities
24 - Printing and Reproduction
25 - Other Services
26 - Supplies and Materials
31 thru 33 - Acquisition of Capital Assets

BOC1: 2580 Miscellaneous Contractual Services by Individuals, Institu and Organi
BOC1 $ AMOUNT: 40.00 $ 40.00
Select SUB-CONTROL POINT:

3.9.6 Select Vendor

IFCAP will ask you if you want to enter a vendor for the request. You may or may
not, depending on whether there is a single vendor or multiple vendors for the
service. If there is only one vendor, enter the vendor name at the prompt. If there
are multiple vendors, leave this field blank. You can assign a vendor that’s already
in IFCAP, or create a new vendor for this order. Enter the contract number for the
vendor.

Do you want to enter a vendor for this 1358 request? NO// Y (YES)
VENDOR: IFVENDOR, SIX 512-555-5555 NO. 7
SPECIAL FACTORS:
ORDERING ADDRESS: 4 HIGH ST
AUSTIN, TX 75434

...0K? YES//  (YES)
VENDOR CONTRACT NUMBER: 7?77
Select the appropriate contract number applicable to this request.

ANSWER WITH CONTRACT NUMBER
CHOOSE FROM:

D339347 - EXP. DATE: 12-12-99
TK-987433-94 - EXP. DATE: 01-31-98 10% 25 DAYS
VENDOR CONTRACT NUMBER: TK-987433-94 -— EXP. DATE: 01-31-98 10% 25 DAYS

3.9.7 Vendor Information

Enter the vendor address and contact information. At the Purpose: prompt, explain
the purpose of the order, and enter your name and telephone number. Enter your
name at the Originator Of Request: prompt. Add comments if you like. Enter N at
the Would You Like To Enter Another Request? prompt to return to the Requestor's
Menu.

VENDOR ADDRESS1: 4 HIGH ST//
VENDOR ADDRESS2:
VENDOR CITY: AUSTIN//
VENDOR STATE: TEXAS//
VENDOR ZIP CODE: 75434//
VENDOR CONTACT: IFUSER,THREE//
VENDOR PHONE NO.: 512-555-5555//
PURPOSE:
1>Audiovisual equipment rental
2>
EDIT Option:
ORIGINATOR OF REQUEST: IFUSER,TWO
COMMENTS:
1>
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|| Would you like to enter another request? YES// n (NO)

3.10 Notify the Control Point Clerk of Your Request

The control point clerk will not be automatically advised that your temporary
transaction is awaiting processing. The clerk will need to run the report
Temporary Transaction Listing to see the temporary transactions that are
awaiting action. You may wish to send the control point clerk a mail message
advising them of the transaction you created if it is an emergency request.
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CHAPTER 4 HOW TO DETERMINE THE STATUS OF A
REQUEST

4.1 Introduction

IFCAP requests pass through several stages; the processing stage, where requests
are created and approved for spending, the accounting stage, where a deduction
and an order are created and associated to the request, the inventory stage, where
the order is filled, and the payment stage, where the funds are deducted and the
vendor is paid. The IFCAP system will tell you what status your request has
acquired.

4.2 Determine the Status of a Request (Request Status Report)

4.2.1 Select Temporary Transaction Number

You have to know the temporary transaction number to determine the status of a
request. From the Requestor’s Menu, select Request Status Report (Section). At
the Select Transaction Number: prompt, enter the temporary transaction number
you assigned to the request when you created it in IFCAP. You may also enter the
Vendor name to see a listing of transactions.

You cannot enter the PO number or permanent transaction number at the Select
Transaction Number: prompt because requests can be split into multiple
transactions of different types or some of your items can be rejected. IFCAP tracks
the status of all the items on your request, regardless of how many transactions
were created from it. Therefore, the only way to determine the status of your
request AS YOU CREATED IT is to enter the temporary transaction number you
created.

Note: You can only display or print requests that you created.

Enter a Request (Section)

Edit a Request (Section)

Delete a Request (Section)

New 1358 Request (Section)

Edit 1358 Request (Section)

Request Status Report (Section)
Print/Display Request Form (Section)
Copy a Transaction (Section)

Item History

Select Requestor®s Menu Option: Request Status Report (Section)

For the transaction number, use an uppercase alpha as the first character,
and then 2-16 uppercase or numeric characters, as in ADPl.

Select TRANSACTION NUMBER: THX-1138
1 THX-1138 688-94-2-101-0136 OBL IFVENDOR,SIX 140003 688-94-2-101-0134

Furry things with green hair
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2  THX-1138 688-94-2-101-0134
Furry things with green hair

OBL IFVENDOR,SIX

CHOOSE 1-2: 1 688-94-2-101-0136
DEVICE: HOME// LAT RIGHT MARGIN: 80//

4.2.2 Display Transaction

IFCAP will display the request. Look at the A&MM Status line.

Transaction Number: 688-94-2-101-0136 Transaction Type: OBLIGATION
A&MM Status: Order Not Completely Prepared

Temporary Trans. Number: THX-1138

Form Type: REPETITIVE AND NON-REP ORDER
Date of Request: MAR 28,1994

Est. Delivery Date:

Date
Date

Required: APR 1,1994
Received:

Vendor: IFVENDOR,SIX P_.0. Vendor: BASIL"S BISCUIT BUNG
Committed (Estimated) Cost: $94.00 Date Committed:

Obligated (Actual) Cost: $0.00 Date Obligated:

Purchase Order/Obligation No.: 140003 Accounting Data: 3640151

FMS $ Amount: $0.00 FMS Date:

FMS Transaction Code:
Return to Service Comments:
Comments:

4.2.3 Status

Find the status on the table below.. In the example above, the status is Order Not
Completely Prepared. According to the table, the Purchasing Agent (node 19) has
assigned a Purchase Order number to the request, but has not transmitted it to the

Accounting Technician.

Status of Request, Transaction, or
Purchase Order

Assigned to PPM Clerk

Assigned to Purchasing Agent
Cancelled - 1358

Cancelled Order

Complete Order Received
Complete Order Received (Amended)
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Description of Status

PPM Clerk will create a requisition or
purchase card order from a Government

Vendor
Purchase Order will be placed

Cancelled request. Contact control point
clerk or Accounting Technician for
explanation.

Cancelled order. Contact control point
clerk or purchaser for information.

Entire order was received.

Same as above, but the Purchaser made a
change to the Purchase Order.
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Complete Order Received But Not
Obligated

Forward to Imprest Funds Agent

Held for Review in Personal Prop.

Held in P&C Pending Return of
Quotations

Issue Pending Delivery From Warehouse

Issue Request Pending Fiscal Action

Obligated - 1358
Obligated - Awaiting Invoice

Order Not Completely Prepared

Ordered (No Fiscal Action Required)

Ordered (No Fiscal Action) - Amended

Ordered and Obligated

Ordered and Obligated (Amended)

Paid (Complete Order Received)

Paid (Complete Order Received) -
Amended

Paid - Not Received

October 2000
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Entire order has been received by order
has not been obligated. Contact Fiscal or
Purchaser for information.

Purchaser will create order for payment
by cash/check/draft.

Accountable Office is holding the 2237 for
review.

Purchasing Agent is awaiting quote(s)
from Vendor(s).

Request is being filled in the Warehouse.

This status is not used. Currently, Fiscal
Service does not process issue book orders.

Fiscal has processed the 1358 transaction.

Fiscal is awaiting certification of Invoice
to make payment to Vendor

The Purchasing Agent has assigned a
Purchase Order number to it, but has not
electronically signed it yet.

This status means that Fiscal processing
of the order is not required.

Order did not require action by Fiscal but
the original order has been changed.

Order has been placed with Vendor and
obligated by Fiscal or Purchaser.

Same as above, but the Purchaser made a
change to the Purchase Order.

A purchase card order that has been paid
in full and the entire order has been
received. Corrective action will be needed.

A purchase card order that has been paid
in full and the entire order has been
received but the original order has been
changed. Corrective action will be needed.

A purchase card order that has been paid
in full but the shipment has not been
received.
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Paid - Not Received - Amended

Paid (Partial Receipt)

Paid (Partial Receipt) - Amended

Partial Issue Delivered

Partial Order Received

Partial Order Received (Amended)

Partial Payment (Complete Rec)

Partial Payment (Complete Rec) -
Amended

Partial Payment Not Received

Partial Payment Not Received - Amended

Partial Payment (Partial Receipt)

Partial Payment (Partial Receipt) -
Amended

Partial Received (No Fiscal Action Req)

Partial Received But Not Obligated
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A purchase card order that has been paid
in full but the order has not been received
and the original order has been changed.

A purchase card order that has been paid
in full and a partial shipment has been
received.

A purchase card order that has been paid
in full and a partial shipment has been
received and the original order has been
changed.

Issue has been partially filled and
delivered by Warehouse.

Part of the goods have been received by
Warehouse or Purchaser.

Same as above, but the Purc