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Preface

This document is for VA procurement personnel assigned the user category of Personal Property
Management Accountable Officers in the Integrated Funds Distribution, Control Point
Monitoring, Accounting and Procurement (IFCAP) system.

In IFCAP, VA employees request goods and services by creating electronic requests. Those
requests are funded by an operating budget called a Control Point. In IFCAP the user creates a
request to purchase items. The Accountable Officer determines how the order will be filled. If
the items requested are to come from a government source the order will be done as a
Requisition. Orders from commercial sources will be sent to Purchasing and Contracting for
processing. This manual explains how to use IFCAP as a tool to perform some of the
Accountable Officer functions.
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Chapter 1. Introduction

1.1 The Role of the PPM Accountable Officer in IFCAP

The Personal Property Management Accountable Officer uses IFCAP to review 2237
transactions to make sure they are complete and approved by the Control Point
Official for a valid control point. PPM AOQOs also use IFCAP to check that the vendor
information is complete, and determine whether items are available from posted
stock, are unposted, are services, or are non-expendable items (accountable
equipment). The role of the AO encompasses many more areas than are discussed
in this manual; e.g., using Consolidated Memorandum Receipt (CMRs) to take
inventory of equipment for each Service, narcotics inspection, reports of survey,
adjustments to inventory, etc. This manual is not an attempt to define the role of
the Accountable Officer; rather, it explains how to use IFCAP to perform the
simpler functions of that role.

1.2 How to Use This Manual

This manual explains how to perform the role of the Personal Property
Management Accountable Officer in IFCAP 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 IFCAP users to use this manual as a
tutorial by following the instructions from beginning to end.

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, this means that users that want to
divide their reading into manageable lessons can concentrate on one section and all
of its subsections.
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Introduction

1.4 Package Management and Security Measures

To use IFCAP to approve transactions, Information Resources Management Service
gives Accountable Officers a set of IFCAP menu options designed for their use.
Some of these menu options are additionally controlled by the use of access “keys”.
The Information Resources Management Service at their facility administers these
access keys to individual Accountable Officers. Also, each Accountable Officer uses
a “signature code” that functions legally as their signature. Accountable Officers
must enter this signature to review or process any request sent to them. A
signature code is used to approve forms in IFCAP that would require an authorizing
signature if the form was created manually.

1.5 Package Operation

This document explains how to use IFCAP to approve transactions. Novice users
will be unfamiliar with the information that some of the IFCAP prompts require.
IFCAP provides three levels of explanations for the prompts. Enter a question
mark at the prompt to read a description of the prompt, two question marks to read
a more detailed explanation of the prompt, and three question marks to read a
complete description of the prompt and a list of acceptable responses to the prompt.

The Accountable Officer function in IFCAP requires a significant amount of
knowledge and experience. The laws and policy regarding this function include, but
are not limited to: VA Directives and Handbooks, Federal Property Management
Regulations (FPMR), the personal property management policies of the VA
Acquisition and Material Management Service, the Automated Engineering
Management System/Medical Equipment Reporting System (AEMS/MERS)
equipment package, and the Integrated Supply Management System (ISMS).

1.6 Vendor Updates

If the user chooses to add the vendor to the Vendor file, IFCAP will prompt the user
for vendor information, including the FMS vendor code (which the user will leave
blank) and the vendor name. IFCAP will add the vendor to the IFCAP Vendor file
and transmit a "Vendor Request Query “ (VRQ) transaction to FMS. FMS adds the
vendor to the FMS Vendor file and transmits a “Vendor Update (VUP) confirmation
to IFCAP, which updates the IFCAP vendor record of that vendor with the FMS
vendor code. This helps ensure that the vendor files are consistent in both systems.
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1.6.1 Amendment Processing

Amendments will automatically adjust Fund Control Point balances. The
Classification of Request Report and Sort Group Report reflects these amendments.
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Chapter 2. How to Evaluate and Approve 2237
Transactions and Issue Book Requests

2.1 Introduction

This chapter explains how to evaluate and approve 2237s and issue book requests
by listing steps that explain how to inspect each major section of these forms.

2.2 Sort the Forms by Priority

The priority of the transaction is at the top center of the first page of the 2237. If
you have too many 2237s to inspect and approve in one session, sort them by their
assigned priority. The priority is listed at the top of the 2237.

2.3 Is the Request Justified?

Read the Items and the Justification of Need or Turn-in field. Is the justification
appropriate? If not, return the 2237 to the service and tell them to enter an
appropriate justification.

2.4 Is the Date Required Reasonable?

Compare the date prepared to the date required. Is this a reasonable time frame?
If not, contact the person in the Signature of Initiator field or the Signature of
Approving Official field and ask them why they need it so quickly. If the date
required is unreasonable, return the 2237 to the service. Read Chapter 3 on how to
return 2237s.

2.5 Services

Fiscal Service has restrictions on which Control Points may obligate funds for
certain services. Contact the Budget Section in Fiscal Service and ask them to
provide you a list of legitimate services for each Control Point.

October 2000 PPM Accountable Officer User’s Guide 2-1
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How to Evaluate and Approve 2237 Transactions and Issue Book Requests
2.6 Goods

2.6.1 Menu Path

Select Requisition Clerk Menu from the Accountable Officer Menu. Select
Display/Print Menu from the Requisition Clerk Menu. Select Item Display from the
Display/Print Menu.

Accountable Officer Menu ...
RA (Requirements Analyst) Menu ...
Requisition Clerk Menu ...
Purchasing Agent ...
Warehouse ...
Vendor Display

Mandatory Sources 850 Undelivered Orders

Elect Accountable Officer Menu Option: DISplay/Print Menu (PPM)
Purchase Order Display

2237 Request Display

Item Display

History of Item Display /Print

Vendor Display

Mandatory Sources 850 Undelivered Orders

Select Display/Print Menu (PPM) Option: ITEM Display

2.6.2 Should this be an Issue Book Transaction?

Enter the item master number or the name of the item at the Select Item Master
Number: prompt. IFCAP will list information about the item and list the vendors
for the item. If the warehouse is one of the vendors, this transaction should be an
1ssue book transaction. If it is an Issue Book, forward the transaction to the Issue
Book Clerk using the Process a Request in PPM option.. If it is not an Issue Book,
but should be, return the transaction to the service and use the Comments: field to
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How to Evaluate and Approve 2237 Transactions and Issue Book Requests

tell the service to resubmit it as an issue book transaction. Press the Enter key at
the Select Item Master Number: prompt to return to the Display/Print Menu.

Select ITEM MASTER NUMBER: ASPIRIN
1  ASPIRIN 325MG (5GR) TABS EC UD 100S -C- 1814 ASPIRIN 325MG (5GR

) TABS EC UD 100S -C-

2  ASPIRIN 325MG TABS 1000S 2866 ASPIRIN 325MG TABS 1000S

3  ASPIRIN 325MG UD 100S 2667 ASPIRIN 325MG UD 100S

4  ASPIRIN 800MG SR TABS 100S 7582 ASPIRIN 800MG SR TABS 100S

5 ASPIRIN 81MG (CHILDRENS) UD 100S 8562 ASPIRIN 81MG (CHILDRENS) U
D 100S

Press <RETURN> to see more, "~" to exit this list, OR
CHOOSE 1-5: 2 2866 ASPIRIN 325MG TABS 1000S
NUMBER: 2866
SHORT DESCRIPTION: ASPIRIN 325MG TABS 1000S
FSC: 6505
LAST VENDOR ORDERED: DEFENSE LOGISTICS AGENCY
NSN: 6505-00-153-8750
CASE CART/TRAY/ZINSTRUMENT KIT: PURCHASEABLE
DATE ITEM CREATED: APR 12, 1993 BOC: 2631 Chemical supplies
CREATED BY: IFUSER,ONE INC: 25657

DESCRIPTION: ASPIRIN 325MG TABLETS 1000S UNCOATED

VENDOR: RUGBY LABORATORIES INC UNIT COST: 5.77
CONTRACT: V797P 5612M VENDOR STOCK #: 0033135
NDC: 00536-3313-10 DATE OF UNIT PRICE: OCT 19, 1993
UNIT OF PURCHASE: BT PACKAGING MULTIPLE: 1000
UNIT CONVERSION FACTOR: 1 CONTRACT EXP. DATE (c): 12/31/95

VENDOR: PARKE DAVIS/WARNER CHILCOTT DIV UNIT COST: 4.03

CONTRACT: V797P-5782M NDC: 00047-0606-32
DATE OF UNIT PRICE: APR 12, 1993 UNIT OF PURCHASE: BT
October 2000 PPM Accountable Officer User’s Guide 2-3
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How to Evaluate and Approve 2237 Transactions and Issue Book Requests

PACKAGING MULTIPLE: 1000 UNIT CONVERSION FACTOR: 1

CONTRACT EXP. DATE (c): 12/31/97

Enter RETURN to continue or "~" to exit:

VENDOR: V A SUPPLY DEPOT UNIT COST: 3.465
DATE OF UNIT PRICE: OCT 19, 1993 UNIT OF PURCHASE: BT
PACKAGING MULTIPLE: 1000 UNIT CONVERSION FACTOR: 1
REQUIRED ORDER MULTIPLE: 6 MINIMUM ORDER QTY: 6
VENDOR: DEFENSE LOGISTICS AGENCY UNIT COST: 4.34
DATE OF UNIT PRICE: NOV 04, 1994 UNIT OF PURCHASE: BT
PACKAGING MULTIPLE: 1000 UNIT CONVERSION FACTOR: 1
NSN VERIFIED: MAR 30, 1992 SKU: BT

DRUG TYPE CODE: OTHER DRUGS

FCP: 658033

LONG NAME (c): SITE: 658 FCP: 033 PSYCHIATRY SVC
FCP: 658040

PURCHASE ORDER: 658-B50269
PURCHASE ORDER: 658-B50220
PURCHASE ORDER: 658-B50213
PURCHASE ORDER: 658-B40654
PURCHASE ORDER: 658-B40569
PURCHASE ORDER: 658-B40470
PURCHASE ORDER: 658-B40402
PURCHASE ORDER: 658-B40366
PURCHASE ORDER: 658-B40302

PURCHASE ORDER: 658-B40233

Enter RETURN to continue or "~" to exit:
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How to Evaluate and Approve 2237 Transactions and Issue Book Requests

LONG NAME (c): SITE: 658 FCP: 040 PHARMACY

Select ITEM MASTER NUMBER:

2.6.3 Should this be a Requisition?

If the Warehouse is not one of the vendors, but the Vendor is one of the following federal supply
sources, this transaction should be a requisition.

e Defense Logistics Agency

e Depot

e Federal Supply Schedule

e General Services Administration

e Government Printing Office

e Library of Congress

e National Archives

e National Independent Study Center
e Superintendent of Documents

e Contracts established by other Federal agencies

If the transaction lists a federal supply source as the vendor, forward the
transaction to the requisition clerk. If the transaction does not list the correct
source as vendor, return the transaction to the Control Point Official.

2.6.4 Should this be a Purchase Order?

If the vendor is not the warehouse or a federal supply source, this transaction
should be a purchase order.

Send the transaction to the Purchasing & Contracting section.
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Chapter 3. How to Forward or Reject Requests

3.1 Process a Request

From the Accountable Officer Menu, Select Process a Request in PPM.

If any of the transactions are Issue Book requests answer Y at the Process Issue
Book Orders? Prompt. This will submit the Issue Book requests to the appropriate
staff.

Enter a transaction number. Enter ?? to get a list of available transactions.

Enter the appropriate Current Status for this transaction. The current status of
Pending Accountable Officer Signature may be changed to Assigned to a PPM clerk
for processing as a Requisition, Sent to Purchase & Contracting for processing as a
Purchase Order, Returned to the service for cancellation or change and re-approval,
Held in PPM for further information, or Forwarded to an Imprest Funds clerk for
processing using cash or a 3rd party draft.

Select Accountable Officer Menu Option: process a Request in PPM

Select STATION NUMBER (*~" TO EXIT): 688// WASHINGTON, DC

Enter ELECTRONIC SIGNATURE CODE: Thank you.

PROCESS ISSUE BOOK ORDERS? NO// ?

If you answer "YES®, this function will loop all through all Issue Book Requests

that are pending PPM processing, and will automatically set them to the status

"Assigned to PPM Clerk®, so that LOG code sheets can be generated by the

Requirements Analyst (R/A).

PROCESS ISSUE BOOK ORDERS? NO// (NO)

October 2000 PPM Accountable Officer User’s Guide 3-1
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2237 TRANSACTION NUMBER: ?7?

Choose from:

688-00-2-110-0039 Pending Accountable Officer Sig. OBL IFUSER,TWO AND
IFUSER, THREE

stuff

688-00-2-110-0040 Pending Accountable Officer Sig. OBL SUPPLY
WAREHOUSE
DOLLS

2237 TRANSACTION NUMBER:688-00-2-110-0039 OBL IFUSER,TWO AND IFUSER, IFUSER,THREE
stuff

Pending Accountable Officer Sig.
TYPE OF REQUEST: ?7?
This is the type of request.

Choose from:

1 UNPOSTED
2 POSTED

3 SERVICE

4 BULK SALE
5 NX POSTED

TYPE OF REQUEST: U UNPOSTED

SOURCE OF REQUEST: ??
This is the source of the request.
Choose from:
1 VA STOCK

2 GSA/DLA STOCK
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Forward or Reject Requests

3 EXCESS

4 NOT AVAILABLE FROM ANY OF THESE SOURCES
SOURCE OF REQUEST: 4 NOT AVAILABLE FROM ANY OF THESE SOURCES
CURRENT STATUS: Pending Accountable Officer Sig.// ??

This is the current status of the 2237 request.

Choose from:

Assigned to PPM Clerk 65
Forward to Imprest Funds Agent 74
Held for Review in Personal Prop. 62
Pending Accountable Officer Sig. 60
Returned to Service by PPM 63
Sent to Purchasing & Contracting 70

CURRENT STATUS: Pending Accountable Officer Sig.// Sent to Purchasing & Contracting
70

3.2 Status

At the Current Status: prompt, change the status depending on where the request
should go next. Below is a table listing a status and the corresponding number on
the flow chart which follows.

If you change the status to... The request goes to Process Flowchart number...
Held for Review in Personal Prop. ®

Sent to Purchasing & Contracting (15)

Returned to Service by PPM 0.0 (review)
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Forward or Reject Requests

Figure 3-1 IFCAP Process Flowchart (Part 1)
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Forward or Reject Requests

Figure 3-2 IFCAP Process Flowchart (Part 2)
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Figure 3-3 IFCAP Process Flowchart (Part 3)

IFCAP PROCESS FLOWCHART (PART 3)
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3-6 PPM Accountable Officer User’s Guide October 2000

IECAP Version 5.1 Revised October 2011




Chapter 4. Assign Log Department Numbers

4.1 Assign a Log department number

The Accountable Officer is responsible for ensuring that the LOG department
number is assigned to new control points. Fiscal staff should send a mail message
to alert the Accountable Officer that a new control point has been established.

Note: Use VHA Directive 7125.1, Accountability, to determine appropriate Log Department
number. These are also listed in Attachment A to the AEMS/MERS - FAP Users Manual, dated
12/10/97.

4.1.1 Use Option on PPM Utility Menu

Select PPM Utility Menu Option: ASSIGn LOG Department Number to Fund Control Point
Select STATION NUMBER ("~" TO EXIT): 688// WASHINGTON, DC

Select CONTROL POINT: ??from:

Select CONTROL POINT: 040 PHARMACY 0160A1 10 0100 010022400

LOG DEPARTMENT: 456 PHARMACY// ?
Enter 3 character department identifier, a space, and the department name.
This is required on all but Supply Fund control points. ANSWER MUST BE
3-24 CHARACTERS IN LENGTH

LOG DEPARTMENT: 4J6 PHARMACY

Select CONTROL POINT:
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Chapter 5. Inventory Point Control

The Accountable Officer has the menu options used for establishing the Warehouse
and Primary Level Inventory Points. The Inventory points are created by the
Accountable Officer and then may be managed by other assigned users.

5.1 Create a Warehouse Level Inventory Point

Select Posted Stock Management Option: inventory Point Management
Select W to establish a Warehouse type inventory point.

Enter a unique name for the inventory point.

Enter a shorter version of the inventory point name.

Enter Y at the Keeping Perpetual Inventory prompt, if you intend to track item
quantities, usage and receipts.

Enter Y at the Keeping Detailed Tracking History prompt if you wish to be able to
generate a Transaction Register for Item history.

Enter the Cost Center that is appropriate for the Supply Fund control point that
will be attached to this Inventory Point.

Select STATION NUMBER (*~" TO EXIT): 688// 402 IFUSER, SEVEN

Select one of the following:

W Warehouse

P Primary

Select the type of inventory point to edit: w Warehouse

|You have the option to edit ALL |

|WAREHOUSE inventory points you have |
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|access to. |

Select a "Warehouse®™ Type Inventory Point: SUPPLY WHSE
Are you adding "402-SUPPLY WHSE" as
a new GENERIC INVENTORY? No// Y (Yes)
GENERIC INVENTORY ABBREVIATED NAME: SUPP
GENERIC INVENTORY KEEP PERPETUAL INVENTORY?: YES // ??7?
IT KEEP PERPETUAL INVENTORY? is set to yes, the inventory point will track

item quantities, usage, and receipts.

Choose from:
Y YES

N NO

GENERIC INVENTORY KEEP PERPETUAL INVENTORY?: YES // YES
GENERIC INVENTORY KEEP DETAILED TRX. HISTORY?: YES // ??
This field indicates whether the inventory will keep a detailed tracking
history of its stocked items. |If the field is set to yes, the item history
will be tracked in the TRANSACTION REGISTER file 445.2.
Choose from:
Y YES
N NO
GENERIC INVENTORY KEEP DETAILED TRX. HISTORY?: YES // Y YES
GENERIC INVENTORY COST CENTER: 635200
This field is required on Primary Inventory/Distribution Points for doing
Stock Replenishment. It is also used to create the Distribution Report by

Cost Center for Accounting.
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GENERIC INVENTORY COST CENTER: POINT

5.1.1 Display Data

The data just entered will be displayed and then a List Manager display will appear
at the bottom of the screen with various menu selections.

Edit Inventory Parameters Feb 08, 2000 17:22:30 Page: 1 of 2

INVENTORY POINT: 402-SUPPLY WHSE TOTAL NUMBER OF ITEMS: O

Description
Type of Inventory Point - SUPPLY WAREHOUSE
Abbreviated Name = SUPP

Keep Perpetual Inventory : YES

Keep Transaction Register : YES

Special Parameters

Months Inactive Before Item Deletion:

Cost Center : 623000 VACO Materiel Management
Default Picking Ticket Printer :

Flags

Print Emergency Stock Levels :

Automatic Purge :

+ Enter ?? for more actions

AF  All Fields FC Fund Control Points FL Flags

DE Descriptive DP Distribution Points AU Authorized Users
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SP Special Parameters SB (Stocked By) MC (MIS Costing)

5.1.2 Fund Control Point

If you select FC you will be prompted to enter the control point that will be
associated with this Inventory point.

Select Item(s): Next Screen// fc Fund Control Points

o ————————— - +
|Select the FUND CONTROL POINT that may be used when replenishing |
| 688-SUPPLY WAREHOUSE |
g g +

To make a change, first select the existing control point and “"unlink® it.

Then select a new one if you want to.

Current selection: 990 SUPPLY FUND

Select CONTROL POINT NAME:

5.1.3 Authorized User

If you select AU you can add users to the inventory point.
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Select Item(s): Next Screen// au Authorized Users

Select INVENTORY USER: IFUSER,FOUR//

|You have the option to add or delete |
Jusers from inventory points stocked by]|

| 688-SUPPLY WAREHOUSE |

|Do you want to ADD or DELETE users |

| from inventory points ? |

Select one of the following:

1 Add Users

2 Delete Users

Select ACTION Type:

5.1.4 Set Flags

FL permits the user to enter data that set certain controls.

Select Item(s): Next Screen// Tl Flags

|Set the "Print Emergency Stock Levels®™ flag to NO to discontinue the |

|notification that you have items at or below the emergency stock |

|level. The next time the automatically scheduled program which scans]
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| the database runs, it will reset the flag and the message will |
|reappear if items are found at or below the emergency stock level. |
e +

|Set the "Automatic Purge® to YES if you want data older than 13 |
|months automatically purged for this inventory point. A background |
|scheduled program will run the first day of each month and |
|automatically purge old data for those inventory points which have |

| the automatic purge turned on. |

AUTOMATIC PURGE: YES//

5.1.5 All Fields

If you select AF you will be given the opportunity to enter/edit data in all the fields
associated with the Inventory point. This field may be selected to permit user to
step through all fields associated with the Inventory Setup.

Select Item(s): Next Screen// af All Fields

INVENTORY POINT: 688-SUPPLY WAREHOUSE Replace

TYPE OF INVENTORY POINT: WAREHOUSE
ABBREVIATED NAME: WHSE//

KEEP PERPETUAL INVENTORY?: YES//
KEEP DETAILED TRX. HISTORY?: YES//

MOS INACTIVE BEFORE ITEM DEL.: 2//
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COST CENTER: 844100 Supply//

Select INVENTORY USER: IFUSER,FOUR//

5.1.6 Special Parameters

IF you select SP you will be given the opportunity to enter/edit the special
parameter data.

Select Item(s): Next Screen// sp Special Parameters
MOS INACTIVE BEFORE ITEM DEL.: 2//
COST CENTER: 844100 Supply//

PICKING TICKET PRINTER: SS3$PRT-10/6/UP//

5.2 Create a Primary Inventory Point

Selecct Posted Stock Management Option: inventory Point Management

Select STATION NUMBER (*~" TO EXIT): 688// WASHINGTON, DC

Select one of the following:

W Warehouse

P Primary

Select the type of inventory point to edit: p Primary

|You have the option to edit ALL |

|PRIMARY inventory points you have |
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|access to. |

Select a "Primary” Type Inventory Point: 688-Widget Control
Are