Title: Create Order Log
IEM System : Bankcard - P-Card
Process Area : Create Record of Purchase

Integrated Enterprise

Management Program

End User Procedure

Create Order Log

Purpose

Use this procedure to create an order log with or without a template.

Trigger
Perform this procedure when it is necessary to commit funds for a bankcard purchase.

Prerequisites
Cardholders outside of the Procurement Office

e Special approvals required for the goods or services to be purchased have been obtained.
e A quote has been received and a vendor has been selected.
Procurement personnel that are cardholders

e Review the SAP PR to obtain the purchase related information that will be entered on
the order log.
Menu Path
Use the following menu path(s) to begin this task:

e Select=¥ PCard = Order Log to go to the Order Summary screen to create a new order
log.

e Select=» PCard =» Templates to go to the Template Order Summary screen to select an
order log template to create a new order log from.
Helpful Hints

To enter a P-Card session go to the following URL: https://bankcard.ifmp.nasa.gov/. MAC
users should log on to P-Card using the Mozilla or Firefox browsers.

e For PYO5 and prior years, the Cost Center represents either an organization or cost pool
funds. Beginning in PY 06, a Cost Center will no longer be used to represent a cost pool
fund. Instead, utilize a Project WBS to charge PY06 and future cost pool funds.

e Beginning in PYO7 a WBS element must be populated when reimbursable funds are cited
on an order log line item. The earmarked item field should not be populated with any data.

e If entering an order log related to a conference, review the Conference Tracking System for
Purchase Cards job aid located in EPSS at the following location: Bankcard — P-Card/Job
Aids/Bankcard — Order Log prior to entering the order log.

File name: Version: Draft B End User Procedure
~CF_EUP_PR_PCARD_CREATEO Last Modified: 10/5/2008 12:53:00 PM Page 1/28
RDERLOG P_DRAFTB.DOC

Reference Number:



Title: Create Order Log
IEM System : Bankcard - P-Card
Process Area : Create Record of Purchase

Integrated Enterprise

Management Program

Procedure

1. Start the task using the menu path.

The P-Card Web Solution - Microsoft Internet Explorer

a The P-Card Web Solution - Microsoft Internet Explorer

Fle Edt Wew Favortes Took Help

ok - = - (@ (2 A @ocarch [Favorites (4| B S

Adiress [{&] hitps:fbc-cze ifnp.nasa gov/siart asp

=] @ ‘Unks|

the P-Card
Web Solution™

El
P-Card lemd Queries leardhnlderRepDna ledmim leppmving Official j

.

the P-C, ;rd
Web Solution™

YWelcorne to the P-Card ¥Web Solution, DOREERN,

ou are currently logged into the P-Card system with an authorized
role of Admini & Apy

ing Official & P! I'
Copyright @ 1983-2000 Select an option fram the drop down menus above to begin using
Credit Card Selutions, Inc. the P-Card Web Solution.
Wersion 1.00 - Revision 0.00

The navigation drop down menus at the top of your browser window
will be used throughout the application. Use these selections to go
from place to place within the application

Try not to uge the back button on your browser unless absolutely
necessary

! i
Blowe

| B

2.

3.

Click

‘ Address |@ https:fhc-e2e.fmp.nasa.gov/start asp

=l e ‘L\‘nks|

|
the P-Card P-Card _=|[Find Queries... ][Cardhoider Reports... = |[Admin =l Approving Official =

Web Solution™

the P-Card EI to display the options menu.

Perform one of the following:

If Go To
To create a new order log without using a template

Step 4

To create an order log from a template

Step 43
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P-Card.. |

Templates

4, Click IRrrnnrile (Order Log) from the P-Card menu.

The P-Card Web Solution - P-Card Order Summary - Microsoft Internet Explorer

The P-Card Web Solution Card Order Summary crosoft Internet Explorer

Fle  Edit rites  Tnols  Help
deback ~ = - @) @ 4| Qoearch [ilFavorites B | B S
Address |g‘| hitps:fbc-e2e. ifinp.nasa, gov order, asp?card_id=21295 | Peo ‘ Links
theP-Ca!d_ P-Card... lemd Clueries. ..learthlderRepDns. . ledmm. lepprDvmg Official.. j M
Web Solution™
P-Card Order Summary
Report | MNew Order | Templates |
No 4 Order No. 4+ supplier + 4 OrderDate % 4 OrderAmt & P 4 First her
1 FCO0000422 HOT ENOUGH TIME Mar 15, 2007 $13660 P Clodes
z PCQ0D003E4 HORMAL PO Fab 5, 2007 $31350 P PYOT Reimb
3  PCOOOO03®Y  PRE-TEST FOR 129407 TEST Jan 26, 2007 3001 Interiace Test
a4 ECO0000380 HEW HARDWARE TEST Jan 19, 2007 $0.01 hardware test
a FCOD000Z76 SR 111013 OA VENDOR TEST Dec 13, 2006 $1.25 Electrical Stuff
& PCOOOODSTT SR 111203 UNABLE TO ADD W Dec 13, 2006 4205 Newline item
7 PC20000375 SR 111013 FIX TEST Dec 11, 2006 $5.00 Electrical Stuff
2 FCO0000Z74 SR 111283 ADD NEW LINES T Dec 1, 2006 $14.20 Initial Create
a FCODDOOZES SR 111013 RE-CREATE OA ER Now 29, 2006 $22.60 Electrical Stuff
10 PCOONO0IET Now 29, 2006 $0.00
" EC20000370 SR 111013 CREATE/DELETE Now29, 2006 $0.00 Electrical Delete
12 FCO0000263 SR 111013 OA VENDOR CHANG Now 29, 2006 $3.00 Electrical Stuff
13 PCODDOOZES SR 111118 REIMBURSABLE E Now 27, 2006 $18.75 Fv 07 Reimb. Fund
14 PCOODO03GE Now 27, 2006 $0.00
14 ECO0000352 WALLOFS USE OF GSFC FUNDS Now20, 2006 $0.00 BEFC Funds.
16 FCO0000Z60 INTEFACE 57 SR Now 17, 2006 $10.00 2007 WWCF Funds
7 PCODOOOZE2 Now 17, 2006 $0.00
18 PCOODO03EY Now 17, 2006 $0.00 —
19 ECO0000355 JAug 22, 2006 $0.00
pat} FCO0000351 MEFC OC REGRESSIONG.2 May 9, 2006 $15.00 Single PLIALI order
21 PCODOOD35Z  MSFC MULTILINE OC 6.2 RE May 9, 2008 $3550  Single AL Multi Qty
2z PCODOOD3SD  SSCE2 TEST May 8, 2008 $11200  Paper
pc FCO0D00Z48 May 2, 2006 $0.00
24 FCO0000Z43 OFFICE SUFPLIES FLUS May 2, 2006 $24.43 Faper Clips.
25 PCODOOD30Z  IC MARCH MINI REGRESSION Mar7, 2006 $13000  Caloulator =

Q Done ‘ | @ @ Internet

5. Click. RELOIE to begin the process of creating a new order.

File name: Version: Draft B End User Procedure
~CF_EUP_PR_PCARD_CREATEO Last Modified: 10/5/2008 12:53:00 PM Page 3/28
RDERLOG P_DRAFTB.DOC

Reference Number:



Integrated Enterprise

lem

Management Program

Title: Create Order Log
IEM System : Bankcard - P-Card
Process Area : Create Record of Purchase

a The P-Card Web Solution - Order Detail Modify - Microsoft Internet Explorer

Fle Edit Wew Favortss Tooks Help

The P-Card Web Solution - Order Detail Modify - Microsoft Internet Explorer

GBack ~ = - @ [ 4| @oearch [GFavorites (4| By S

Address |g‘| https:fibe-g2e ifmp.nasa.govforder_detail_mod. asp?user_log_no=PCo00004548mode=newihold=yes

=] @ ‘Unk;|
Wmeegﬁfﬁian‘ P-Card lemd Queries leardhnlderRepDna ledmm leppmvlng Official j
Order Detail - Modify
Sawve Changes On This Order | Cancel All Changes |
orderect: [4/23/2007 Fromized: | Received: | R Hos |
Supplier: | Find Supplier Search Window |
*Add A Line ltem *
No Gty uoM Uit Price o
ﬂ 1 Find IU IU | ESAXZZO07D /E2AD01 /62 Gelect One
tem Sustatsl: (0
Sales Tax i}
Shipping/Freight i}
Order Tetal: |0 ;I
H=me=: |MEDZI. DOREEM L Find Hame: [MAPLES, JANE Fincd
Addr 1: |Intg. B00, Rk 426H
MJS.W Addto Terplates? ) ves © N
Type of Froduct? ' Senice @ Commodity
my:lMSFC AL Deskop Delivery  © yes [
35812
Phane: |(256) 961-4357
Copyright & 1885-2000
Cradit Card Solutions, Inc.
Versian 1.00 - Revision 0.00
E
Bl e
6. As required, complete/review the following fields:
Field Name R/O/C Description
Promised R Enter the date of the last anticipated delivery for the order.
Example: 5/1/07
Ref No. @)

this field.

Enter a combination of numbers and letters to be used for
order reference purposes if applicable.

Example: NGO00001

; Up to ten alpha-numeric characters can be entered in
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The P-Card Web Solution - Order Detail Modify - Microsoft Internet Explorer

a The P-Card Web Solution - Order Detail Modify - Microsoft Internet Explorer

GBack ~ = - @ [ 4| @oearch [GFavorites (4| By S

Address |@ hittps:ffbc-e2e.ifnp.nasa.goviorder _detail_mod aspPuser_log_no=PCo0000454

=] @ ‘ Links |
the P-Card P-Card =|[Find Queries... |[Cardholder Reports... || Admin _~|[approving Ofticial
Web Solution™ I I I I
Order Detail - Modify
Sawve Changes On This Order | Cancel All Changes |
Order No. PC90000454 - Unreconciled
Ordered: [4/23/2007 ez |5mzuu? Rensived | Feef Ha: |
Supplier: | Find Supplier Search Window |
*Add A Line ltem *
Ho Gty uam it Price em Am
ﬂ 1 Find IU IU | ESAXZZO07D /E2AD01 /62 Gelect One @
tem Subtcts!: |0
Sales Tax i}
Shipping/Freight i}
Order Tetal: |0 ;I
Deliver Ta Information Requestor Information

Hame: IMEDZ| DOREEM L Find Hame: [MAPLES, JANE Find

Addr 1: |Intg. B00, Rk 426H

sdar 2: [RS02 Miscellaneous Information

e [Fom2 Addto Templates?  © ves © N
Type of Product? € Service ) Commodity
[msFC AL ) o P
City: Desktop Delivery Yes * No
35812

Phane: |(256) 961-4357
Copyright & 1885-2000
Cradit Card Solutions, Inc.
Wersion 1.00 - Revision 0.00

& bone =) @@ Internet
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7. As required, complete/review the following fields:
Field Name R/O/C Description
Supplier (0] Enter the name of the vendor that will supply the goods or
services.
Example: CAL TOOLS INDUSTRIAL SU

@ A search can be conducted for a specific supplier by
entering a portion of the vendor name preceded or
followed by the percent (%) sign and then clicking on

& Enter the NASA Conference Tracking System (NCTS)
conference number and name if the order log is being
entered for a reportable conference (i.e., 10003-09
Tullahoma Air Show). Review the Conference
Tracking System for Purchase Cards job aid located
in EPSS at the following location: Bankcard — P-
Card/Job Aids/Bankcard — Order Log for additional
information.

Qty R Enter the quantity of the goods or services.

Example: 2

& Enter only whole numbers. Do not enter any quantity
containing a decimal.

| Find
8. Click al (Find) to search for a valid unit of measure.
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P-Card Web UOM Select — Microsoft Internet Explorer

a P-Card Web UOM Select - Microsoft Internet Explorer

Fle Edit Wew Favortss Tooks Help

GBack ~ = - @ [ 4| @oearch [GFavorites (4| By S

Agdress|@ hittps:fibe-e2e.ifnp.nasa.govysearch_order_uom, aspruser_log_no—PCI0000454@&atd_seq_na=1 j 6o ‘Unk;|
theP-Card ~ pxomw] =|[Find Queries .. =|[Carghalder Reparts... ][ Admin = 2pproving Officiel |
Web Solution
Unit Of Measure

Back to the Orcler
escription

Load

o cundte =)

o -)

e Basnd Fost )

s Catana st )

oL Barml =)

or -

BUN Bunch -

ax box )

. DA =)

o =

'@ Done ‘ | @@ Internet
9. Click on ;I to scroll to the appropriate unit of measure.

10. Click on l-"'—) (Load) next to the corresponding unit of measure.

& The UOM (unit of measure) may be entered manually. The abbreviation for the unit of
measure must be entered in all capital letters when entered manually and must
correspond to a unit of measure abbreviation in the Unit of Measure table.
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11. Asrequired, complete/review the following fields:

Field Name

R/O/C

Description

Unit Price

R

Enter the unit price of goods or services.

Example: 9.99

Q
Q

Do not enter a dollar sign or commas in the unit price.
A decimal is inserted into the price when cents are a
part of the unit price.

The unit price field is a 2 decimal place field. If the
price quoted includes a unit price with more than 2
decimal places, the cardholder should group the
items into lots or packages and indicate in the
description or comments what constitutes a lot or
package. Example: An item is quoted for 100 each
at $.003 each. Record the item as 1 lot at $.30. In
the Item Description or in the Comments state that
a lot consists of 100 each.

Item Description

Enter the description of the goods or services.

Example: 15" adj wrench

AN
Q

N

Be cautious of spacing within the Item Description.
Avoid multiple spaces between characters in the
description.

Do not copy text from other software applications into
the description field. Copying text from other
applications (i.e., online catalogs, spreadsheets, etc.)
may result in formatting issues that prevent future
modifications to the order.

Enter the NASA Conference Tracking System (NCTS)
conference number and name if the order log is being
entered for a reportable conference (i.e., 10003-09
Tullahoma Air Show). Review the Conference
Tracking System for Purchase Cards job aid located
in EPSS at the following location: Bankcard — P-
Card/Job Aids/Bankcard — Order Log for additional
information.
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Field Name R/O/C Description

Comments (0] Enter any comments pertinent to the order.

@ Inside Procurement cardholders may find it useful to
enter the SAP PR number in this field for reference
purposes.

12. Clickon j the line item number corresponding to each line item on the order log to open the

Item Detail — Line # - Modify window to enter charge code/accounting information for each line
item.

The P-Card Web Solution - Item Detail Modify - Microsoft Internet Explorer

a The P-Card Web Solution - em Detail Modify - Microsoft Internet Explorer

Fle Edit Wew Favortss Tooks Help

GBack ~ = - @ [ 4| @oearch [GFavorites (4| By S

Address |@ https:fibe-g2e ifmp.nasa.govline_detail_mod.asp?user_log_no=PCI000045480td_seq_no=1

the P-Card P-Card ~||Find Queries . ¥||Cardholder Reports... v || Admin || &pproving Official -
Web Solution™ =l =l = =l =

Item Detail - Line #1 - Modify

Sawve Changes On This ltem |
*Add A Charge Code *
No Amount Pct.  Fund Fund Center Cost Center Earmarked.ltem
Internal Order WBS Hetwork Del
1 |13498 100 ESAX220070D 62 B2AD01
[Feanooon [T15265 01 0801 [ 53]
19.98 Total
0 Left to Allocate
Item Information Electronic/Information Technology (EIT) tem? © Yes & No
Oty Ordered: 2| €M Yes: € 508 compliant & Mo available 508 compliant item
iy etz o Select A Category
tow: = [setectore =]
Unit Price:  $3.99 geatre
Item Amount: $19.98
151 adj wrench =]
|

Copyright  1990-2000
Credit Card Solutions, Ins
Wersion 1.00 - Revislon 0.00

=
_@ Done ‘ | @@ Internst
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@ Enter charge code information when the charge code to be used is other than the
default charge code information established in the cardholder’s preferences.

13. Asrequired, complete/review the following charge code/accounting fields:

Field Name R/O/C Description
Fund R Enter the appropriate Fund code.
Example: ESAX22007D
@ A Fund ending with an “R” represents reimbursable
funds.
Fund Center R Enter the appropriate Fund Center code.
Example: 62
Cost Center R Enter the appropriate Cost Center code.
Example: 62AD01
Q Insert leading zeroes to completely fill the field when
an all numeric Cost Center is used (i.e.,
0000012345).
Earmarked Item Q
Do not enter any values in this field. Reimbursable
funds no longer cite an Earmarked Item. All
reimbursable funds beginning in PY07 require that a
WBS element be cited instead of an Earmarked Item.
Internal Order R Enter the appropriate Internal Order number.
Example: FC000000
& Internal Order number FC000000 is to be used for all
purchases with the exception of those that are aircraft
related. Determine the appropriate aircraft internal
order/function code for those purchases that are
aircraft related.
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Field Name R/O/C Description
WBS (0] Enter a valid WBS element, if applicable
Example: 015265.01.08.01

@ Enter a WBS element when Project, Cost Pool or
Reimbursable funds are to be used.

Q Do not enter a WBS if a Network has been entered.

Network (0] Enter a valid Network and Activity, if applicable
Example: 6002149.EA22

Q Do not enter a Network if a WBS has been entered.

14. Perform one of the following:

If Go To

If multiple charge codes are to be cited on the line item Step 15

If a single charge code is to be cited on the line item Step 20

. *Add A Charge Code ™* i . .
15. Click to split the value of line item among multiple charge

codes.
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The P-Card Web Solution - Item Detail Modify - Microsoft Internet Explorer

a The P-Card Web Solution - em Detail Modify - Microsoft Internet Explorer

Fle Edit Wew Favortss Tooks Help

GBack ~ = - @ [ 4| @oearch [GFavorites (4| By S

Address |g‘| https:fibe-g2e ifmp.nasa.govline_detail_mod.asp?user_log_no=PCI000045480td_seq_no=1

=] @ ‘ Unk;|
the P-Card P-Card =|[Find Queries... |[Cardholder Reports... || Admin _~|[approving Ofticial | =
Web Solution™ I I I I
Item Detail - Line #1 - Modify
Sawve Changes On This ltem |
*Add A Charge Code *
No Amount Pct.  Fund Fund Center Cost Center Earmarked.ltem
Internal Order WBS Hetwork
1|0 0 ESAX220070 62 B2AD0T
[Fcoooono [n15265.01 08.01 |
2o [ I I I
0 Total
0 Left to Allocate
Item Information Electronic/Information Technology (EIT) kem? © Yes & No
Oty Ordered: 1| EIT) Yes: € 508 compliant & No available 508 compliant item
QiiREcateds G Select A Category
UOM: Seloci0
Unit Price: 50,00 eesone |
Item Amount: 5000
Copyright & 1885-2000
Cradit Card Solutions, Inc.
Warsion 1.00 - Revision 0.00
& bone =) @@mtemet

16.

As required, complete/review the following charge code/accounting fields:

Field Name R/O/C

Description

Pct R

Q

Enter the percent of the line item value to be allocated to each
charge code.

Example:

50

Each charge code line item must reflect a value.

Never leave a charge code line item with a zero
value.
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Field Name R/O/C Description
Amount (0] Enter the amount of the line item value to be allocated to each
charge code.

Example: 9.99

0 Do not enter a dollar sign or commas in the value. A
decimal is inserted into the value when cents are a
part of the amount.

Q The Amount field is a 2 decimal place field. No value
with more than two decimal places is to be entered in
this field.

Fund R Enter the appropriate Fund code.

Example: ESAX22007D

@ A Fund ending in with an “R” represents a
reimbursable fund.

Fund Center R Enter the appropriate Fund Center code.

Example: 62

Cost Center R Enter the appropriate Cost Center code.

Example: 62AD01

& Insert leading zeroes to completely fill the field when
an all numeric Cost Center is used (i.e.,
0000012345).

Earmarked Item Q
Do not enter any values in this field. Reimbursable
funds no longer cite an Earmarked Item. All
reimbursable funds beginning in PY07 require that a
WBS element be cited instead of an Earmarked Item.
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Field Name R/O/C

Description

Internal Order R

Enter the appropriate Internal Order number.

Example: FC000000

& Internal Order number FC000000 is to be used for all
purchases with the exception of those that are aircraft
related. Determine the appropriate aircraft internal
order/function code for those purchases that are
aircraft related.

WBS 0]

Enter a valid WBS element, if applicable
Example: 015265.01.08.01

@ Enter a WBS element when Project, Cost Pool or
Reimbursable funds are to be used.

Q Do not enter a WBS if a Network has been entered.

Network (@]

Enter a valid Network and Activity, if applicable
Example: 6002149.EA22

Q Do not enter a Network if a WBS has been entered.

17. Perform one of the following:

If Go To
If a charge code line item was added in error Step 18
If all charge code line items are correct Step 20

& Note that a charge code line item can only be deleted during the initial creation of the
order log. Charge code lines cannot be deleted after the order log has been

successfully saved.
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The P-Card Web Solution - Item Detail Modify - Microsoft Internet Explorer

a The P-Card Web Solution - Item Detail Modify - Microsoft Internet Explorer
Fle Edit Wiew Favortss  Tooks  Help
GBack ~ = - @ [ 4| @oearch [GFavorites (4| By S
Address https:#bc-eZe‘iFmp.nasa‘govﬂhne_detail_mud.asp?user_\og_r\u:PCQOOUDﬁS&Dtd_seq_r\D:1 j 6o ‘ Unk5|
the P-Card P-Card =|[Find Queries... |[Cardholder Reports... || Admin _~|[approving Ofticial | =
Web Solution™ I I I I
Item Detail - Line #1 - Modify
Sawve Changes On This ltem |
*Add A Charge Code *
No Amount Pct.  Fund Fund Center Cost Center Earmarked.ltem
Internal Order WBS Hetwork Del
1 /994 50 ESAX220070D 62 B2AD01
[Feanooon [T15265 01 0801 [
2 |99 50 [ExCrzen07D [z [624D01 |
[Feanooon [zo00sT 0801 01 [
19.98 Total
o Left to Allocate
Electronic/Information Technology (EIT) kem? " Yes & Mo
Oty Ordered: 2| W (EIM) Yes: € 508 compliant  ® Mo available 508 compliant item
Diyeeeivel v Select A Category
uom: EA |S E50 J
Unit Price:  53.99 geaine
Item Amount: $19.98
15'' adj wrench =
Copyiight @ 1099-2000
Credit Card Solutions, Inc.
Wersion 1.00 - Revizgion 0.00
& bone =) @ﬁlntemet

18. Click (Delete) to delete the charge code added incorrectly.
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The P-Card Web Solution — Confirm Line Remove — Microsoft Internet Explorer

; The P-Card Web Solution - Confirm Line Remove - Microsoft Internet Explorer

Fle Edit Wew Favortss Tooks Help

GBack ~ = - @ [ 4| @oearch [GFavorites (4| By S

Address |@ https:fibe-g2e ifmp.nasa.govicc_remove_confirm, aspPuser_og_no=PCo000045580td_seq_no=18xcot_seq_no=2 j 6o ‘ Unk5|
theP-Card ~ pxomw] =|[Find Queries .. =|[Carghalder Reparts... ][ Admin = 2pproving Officiel |
Web Solution

Delete Confirm

The selected charge code is about to be removed.

Canfirm Delete

Back to Line Detail Screen |

Copyright @ 1996-2000
Credit Card Selutions, Inc.

=l
@lom [ B
. Caonfirrm Delete o .
19. Click to delete the charge code line item or click

Back to Line Detail Screen

| to return to the charge code window without deleting
the charge code line item.

20. Click Electronic/information Technology (EIT) ltem? | # ¥es € Mo (Yes) if the item to
be purchased is an Electronic/Information Technology type good or service.

21.  Click If (EIT) Yes: | & 508 compliant if the item being purchased is 508 compliant.

@ Information regarding Section 508 can be found at the following websites:
http://section508.nasa.gov or http://www.section508.qgov .

22. Click the j in Select a Category to retrieve a list of valid category codes.
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The P-Card Web Solution - Item Detail Modify - Microsoft Internet Explorer

a The P-Card Web Solution - ltem Detail Modify - Microsoft Internet Explorer
Fle Edit Wew Favortss Tooks Help
GBack ~ = - @ [ 4| @oearch [GFavorites (4| By S
Address |@ https:fibe-g2e ifmp.nasa.govline_detail_mod.asp?user_log_no=PCI000045480td_seq_no=1 j 6o ‘ Unk5|
the P-Card P-Card =|[Find Queries... |[Cardholder Reports... || Admin _~|[approving Ofticial | =
Web Solution™ I I I I
Item Detail - Line #1 - Modify
Sawve Changes On This ltem |
*Add A Charge Code *
No Amount Pct.  Fund Fund Center Cost Center Earmarked.ltem
Internal Order WBS Hetwork
1 (849 50 ESAX220070 62 B2AD0T
[Fcoooono [n15265.01 08.01 |
2 [349 5 [ExC22007D [z [522D01 |
[Fcoooono [eo0081.08.01.01 |
19.98 Total
0 Left to Allocate
Item Information Electronic/Information Technology (EIT) kem? © Yes & No
Oty Ordered: 2| (€M Yes: € 508 compliant & No available 508 compliant item
JVHEcatved: G Select A Category
uomM: EA Seloci0
Unit Price:  §9.99 e -
9 -Flumhing, Heating, and Sanitation Equipment -
(emé i e d%} -Water Purification 8 Sewage Treatment Equip
47 -Fipe, Tubing, Hose, and Fittings
151" adj wreneh |10-Vales -
49 - Maintenance & Repair Shop Equipment
51 -Hand Toals
52 -Measuring Taols L
53 -Hardware and Abrasives
Copyight @ 1098-2000 54 -Prefabricated Structures and Scaffolding
o A e B L 5 - Lumber, Millvark, Plhywood, and Veneer
o SR e 56 - Construction and Building Matarials >
& bone =) @@Intemet

23. Scroll through the category code list, click on
elect & Cateqory

|Selectore [

61 - Hand Tools

bZ -Measuring Toals
b3 - Hardware and Abrasives

54 - Prefabricated Structures and Scaffolding the category code from the list
that corresponds to the goods or services to be purchased on the each line item.

@ If the first number or letter of the category code is known enter the character. The list

will move forward to display the first category code beginning with the number or letter
entered.

24.  Click oawve Changes On This tem

to save the charge code information for each
line item.
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Title: Create Order Log
IEM System : Bankcard - P-Card
Process Area : Create Record of Purchase

The P-Card Web Solution - Item Detail Modify - Microsoft Internet Explorer

a The P-Card Web Solution - Order Detail Modify - Microsoft Internet Explorer
Fle Edit Wew Favortss Tooks Help
GBack ~ = - @ [ 4| @oearch [GFavorites (4| By S
Address [{&] hitpsifoc-eze ifmp.nasa govforder_detai_mad sspPuser_log_no=PCe0000454ehold=na =] @ ‘ Links |
the P-Card P-Card =|[Find Queries... |[Cardholder Reports... || Admin _~|[approving Ofticial | =
Web Solution™ I I I I
QOrder Detail - Modify
Save Changes On This Order | Cancel All Changes |
Order No. PC0000454 - Unreconciled
orgered: [4/23/2007 Promized [5/1/2007 Reoeived: | et Ha: |
Supplier: |CALTDDLS\NDUSTR\AL S Find Supplier Search Window |
*Add A Line ltem *
Ho Gty uam Urit Price e on
j 2 EA Find |9 99 |19 95 |15" adj wrench ESAXZ2007D / B52AD01 /62 51 0
tem Subtotal: [19.98
Sales Tax i] -
ShippingiFraight i}
Order Total- |19.98 =l
Deliver To Information Requestor Information
Hame: IMEDZ], DOREEN L Find Hame: [MAPLES, JANE Fincd
Addr 1: |Intg. 600, BM 426H
adar 2 [RS02 Miscellaneous Information
e 2 Addto Templates? € yas & N
Type of Froduct? O Serice & Commodity
[msFe AL - e
City: Deskiop Delivery Ves * No
36812
Prone: [{256) 961-4357
Copyright @ 1988-2000
Credit Card Solutions, Inc.
Version 1.00 - Revision 0.00
& bone =) @@ Internet

25 Click Add A Line ltem

to add additional line items to the order log.

@ Add shipping, freight, and tax charges to the order as new line items.

26. Repeat steps Error! Reference source not found. through 24 for each line item added to the
order.
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a The P-Card Web Solution - Order Detail Modify - Microsoft Internet Explorer
Flle Edit wisw Favortss  Tools  Help
GBack ~ = - @ [ 4| @oearch [GFavorites (4| By S
Address [{&] hitpsifoc-eze ifmp.nasa govforder_detai_mad sspPuser_log_no=PCe0000454ehold=na =] @ ‘Unks|
=
the P-Card ~Car ~||Find Queries... =||Cardholder Reports... = min hi rovin icial hd
WebS;firtion‘ d =][Fina G || carghalder Reparts... x][4d = 2pproving Officiel =]
QOrder Detail - Modify
Save Changes On This Order | Cancel All Changes |
orgered: [4/23/2007 Promized [5/1/2007 Reoeived: | et Ha: |
Supplier: [CAL TOOLS INDUSTRIAL U M Supplier Search Window |
*Add A Line ltem *
j 2 EA m“ﬁ 39 |1998 |15"ad1wrench ESAXZ2007D / B52AD01 /62 51 0
ﬂ1 FAK ml%% |7.99 |d\amond grinding hits ~ EsAX220070 /B2ADOM /62 53 0
ftem Subtotal ,F
Sales Tax i}
Shipping/Freight i}
Order Total ,r ;I
tore: [MEDZL DOREEN L _Findl | Nare: [MAPLES. JANE Findl|
ader 1 [Intg. 600, FiM 426H
. W Addto Templates? € ves [l
Type of Product? € erice ) Commedity
E\ly}& lr Desdeop Delivery € ves [l
35812
Prone: [(256) 9614357
Copyright @ 1928-2000
Credit Card Solutions, Inc.
! =]
_@Dune [ ] @@mmt
27. Perform one of the following:
If Go To
If no changes need to be made to the Deliver to Information Step 35
If the name that appears in the Name field in the Deliver To Step 28
Information section is incorrect
If the name that appears in the Name field in the Deliver To Step 32
Information section is correct but other changes to this section are
required

@ The cardholder’s delivery and requestor information default to the order log. Modify

delivery information only when the individual receiving the goods or services is
someone other than the cardholder creating the order log.
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28. Delete the complete name from the . =™ [ field.
29. Enter a percent signin =™ |7
30. Click L=RE to retrieve a list of all individuals within the P-Card database.
31. Click (Load) corresponding to the name of the individual that the order delivery is to be
made to.
@ All delivery address information corresponding to the individual selected is
automatically loaded to the Deliver To Information section of the User Preferences.
@ A name other than those included in the P-Card database can be entered manually in
the Name: field (i.e., TEST, JUDY).
32. Asrequired, complete/review the following Deliver To Information fields:
Field Name R/O/C Description
Address Line 1: 0] Enter the street address to which order delivery will be made.
Example: 255 Discovery Drive
Address Line 2: O Enter the building and room number where order delivery will
be made
Example: RM 2017
Mail Stop: R Enter the mail stop to which order delivery will be made.
Example: 1S40
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Title: Create Order Log
IEM System : Bankcard - P-Card
Process Area : Create Record of Purchase

Field Name

R/O/C

Description

City:

Verify that the cardholder’'s Center city is reflected
Example: MSFC

Q Do not modify this field for any reason. The City field
must reflect the city of the cardholder’s Center
regardless of the actual order delivery address.

@ If order delivery will be to a city and/or state other
than the cardholder’s Center city add this information
to Address Line 1 or 2. This information can also be
added to the order log Comments field.

State:

Verify that the State abbreviation corresponds with the city
indicated in the City field.

Example: AL

Zip Code:

Enter the zip code to which order delivery will be made.
Example: 35812

Phone

Enter the telephone number of the individual to contact
regarding delivery of the order

Example: (256) 961-9999
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The P-Card Web Solution - Item Detail Modify - Microsoft Internet Explorer

a The P-Card Web Solution - Order Detail Modify - Microsoft Internet Explorer

Fle Edit Wiew Favortss  Tooks  Help

GBack ~ = - @ [ 4| @oearch [GFavorites (4| By S

Address |@ hittps:ffbc-e2e.ifnp.nasa.goviorder _detail_mod aspPuser_log_no=PCo0000454

Web Solution™ lemd Queries leardhnlderRepDna ledmm leppmvlng Official j
(< oiution

QOrder Detail - Modify

Save Changes On This Order | Cancel All Changes |
Order No. PC0000454 - Unreconciled
orgered: [4/23/2007 Promized [5/1/2007 Reoeived: | et Ha: |
Supplier: |CALTDOLS INDUSTRIAL S Find Supplier Search Window |
*Add A Line ltem *

No Gty uoM Uit Price = on
a1l [ea | Find][s38 [1a 98 [15" acf wrench
ﬂh_ W m |7.99 |7.99 |d\amond grinding bits
ftem Subtotal ,F

ESAX22007D /62AD01 /62 51

ESAX2I0070 /B2AD01 / 62 &3

Sales Tax i]
Shipping/Freight i}
Order Total ,r ;I
wre [TEST 00DV | Find | arme: [MAPLES, JANE Findl|
I— Addto Templates? € ves (O
% Lk Type of Product? € erice ) Commedity
city: I:‘SS;; IT Deskop Delivery € ves & N
Phens=: |(256) 961-9959

Copyright @ 1998-2000
Credit Card Solutions, Ine.
Wersion 1.00 - Revision 0.00

&l

=] @ ‘Unk;|
the P-Card P-Card

e T

33. Perform one of the following:

If Go To

If no changes are to be made to the Requestor Information Step 38

If the name in the Requestor Information is to be changed Step 34

@ Default Requester Information should be changed only when the requester is someone
other than the cardholder.

34. Delete the complete name from the . Mame: ||

field.
i L
35. Enter a percent sign in "™ |
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36.

to retrieve a list of all individuals within the P-Card database.

37.

Click
made to.

J (Load) corresponding to the name of the individual that the order delivery is to be

@ A name other than those included in the P-Card database can be entered manually in
the Name: field (i.e., TEST, JUDY)

The P-Card Web Solution - Item Detail Modify - Microsoft Internet Explorer

a The P-Card Web Solution - Order Detail Modify - Microsoft Internet Explorer
Fle Edit Wiew Favortss  Tooks  Help
GBack ~ = - @ [ 4| @oearch [GFavorites (4| By S
Address [{&] hitpsifoc-e2e ifmp.nasa. govorder_detal_mad aspPuser_log_no=PCa00nnis =] @ ‘Unks|
=
the P-Card P-Card =|[Find Queries... ~|[Cardholder Reports... || Admin ][ Approving Ofticial |
Web Solution™ I I I I
QOrder Detail - Modify
Save Changes On This Order | Cancel All Changes |
Order No. PCI0000454 - Unreconciled
Orcieres: [4/2372007 Promis=d; [5/172007 Received | et H: |
Supplier |CALTOOLS\NDUSTR\AL ) Find Supplier Search Window |
*Add A Line ltem *
Ho Gty uoM Uit Price te on Charge Cd
J 2 EA Find | [4.33 1998 15" adjwrench ESAX220070 / B2ADO /62 51 o
ﬂ 1 PAK | Find |7.99 I?.BQ Id\amond grinding hits  EsAX220070 /524001 /62 52 o
tem Subtets): |27 .97
Sales Tax i}
Shipping/Freight i}
Order Tetal: [27.97 H
Deliver To Information Requestor Information
wame: [TEST, JUDY Find Wame: [TEST, JUDY Find
Addr 1: |265 Discovery Drive
adar 2: [P 2017 Miscellaneous Information
MIS.I|S4[|— Addto Templates?  © ves (Ol
Typeof Froduet?  © Semice (% Commedity
[m=FC AL _ s &
City: Desktop Delivery Yes * No
35812
Phane: |(256) 961-93393
Copyright @ 1888-2000
Credit Card Solutions, Inc.
Wersion 1.00 - Revision 0.00
=
‘Q Done ‘ | |‘EE |§ Internet
il Addto Templates? . : : "
38. Click R LS Mo if the order log is to be used for a repetitive type of
purchase.
39 Click Twre af Product? ) {Senioe

T commedity if services are purchased.
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40. Click Desktop Delivery € ves L o delivery is to be made to a central receiving
location.

Save Changes On This Order

41. Click to save the data entered on the order log

@ The system displays the message, "Purchase Requisition PCXXXXXXXX Successfully
Saved."

& An error message(s) will be displayed in the event that funds are unavailable or if data
entry errors exist on the order log. All error messages must be resolved prior to exiting
the order log. When the order log is exited prior to receipt of a successful save
message all data entered is lost on the order log. The order log will appear blank if it is
exited prior to a successful save.

& A PR committing funds may be generated in SAP when an order log is exited prior to
receiving a message confirming a successful save.

42. You have completed this task.

V. i
F-Card... -
Order Lug
Feconcile
43. Click from the P-Card menu.
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P-Card Web Reporting - Order Templates - Microsoft Internet Explorer

j P-Card Web Reporting - Order Templates - Microsoft Internet Explorer
Fle Edt Wew Favortss Tooks Help |
GBack ~ = - @ [ 4| @oearch [GFavorites (4| By S
Address [{&] hitps:foc-eze ifmp.nasa govftemplates. aspreard_Jd=21295 =] @ ‘ Links |
the P-Card | P-Card jl Find Queries jl Cardholder Repaorts ledmm jl Approving Official j
Web Solution
Template Order Summary
Qrdler Summary Screen |
+ Order + + supplier + + OrderOste % 4+ Order Amt % 4 Firsthem Desc % Add Order  Remove
FCo0000429 SPLIT CREDIT Mar 29, 2007 $10.00 Unknown ltem b)
FCO0000437 LAND'S END Mar 29, 2007 $22000 Umbrella b)
FCoo000438 SINGLE CREDIT TRANS har 29, 2007 $10.00 Ereneous Charge b)
PCo0000436 SEARS Mar 29, 2007 $135.25 Framing Hammer b)
PCoa0000434 FISH SUPPLIES INC Mar 29, 2007 $1570 Tax b)
Click to load this item
Copyright & 1899-2000
Credit Card Solutions, Inc.
Wersion 1.00 - Revision 0.00
@ Javascriptijavsubmit(templates_add.aspZuser_log_no=PCo0000434'; ‘ | @@ Internet

44, Click L-'.) (Add Order) corresponding to the order log to be copied to a new order.
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a The P-Card Web Solution - Order Detail Modify - Microsoft Internet Explorer

Fle Edit wiew Favortes Tools  Help

GBack ~ = - @ [ 4| @oearch [GFavorites (4| By S

Address [{&] hitps:fbc-eze ifmp.nasa govorder_detai_mad sspPuser_log_no=PCe0000457emade=nenthold=no =] @ ‘Unks|
=

EP—C d ~Lar e 1ni LUEMES. e archolder Heports. h min h oI IC1al -

WmebS;f:rtion‘ d =][Fina G || carghalder Reparts... x][4d = 2pproving Officiel =]
Order Detail - Modify
Sawve Changes On This Order | Cancel All Changes |
Ordered IW Fromised: | Reneive: | Rt b |
Supplier: |F\SH SUPFLIES INC. m Supplier Search Window |
*Add A Line ltem*
JWMIUJ IU.F |Tax ESAX22007D /62AD01 /&2 29 ] DE
HIZ_ IT ml |5 |1U |Grave\ ESAX22007D /B2AD0M /62 858 0 E
HIZ_ lﬁ ml |2_5 |5 IF‘Sh Food ESAXZ20070 /B2AD /62 858 a E
tem Subtotal: [15.7
Sl T 0 [pisputed Transaction =
Shipping#Freight n
Order Total ,15?— ;I
torme: [MEDZI DOFEEN L Find| arne: [MEDZ], DOFEEN L Findt |
Adar 12 |Intg. 600, Bk 426H
e 2 pddto Templates? 7 vas [
Type of Product? £ Semice ' Commedity
o |MSFC lr Deskop Delivery O ves [

4 35812

Copyright & 1998-2000

Credit Card Solutions, Inc.

[ =
'@ Done ‘ | @@ Internet
45. Modify the order log as necessary by following steps 6 through 40.

: All fields on an order log created from a template can be modified, including charge
code information, since the order log has not yet been successfully saved.
. Sawe Changes On This Crder
46. Click d to save the data entered on the order log
: The system displays the message, "Purchase Requisition PCXXXXXXXX Successfully
Saved."

& An error message(s) will be displayed in the event that funds are unavailable or if data
entry errors exist on the order log. All error messages must be resolved prior to exiting
the order log. When the order log is exited prior to receipt of a successful save
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message all data entered is lost on the order log. The order log will appear blank if it is
exited prior to a successful save.

& A PR committing funds may be generated in SAP when an order log is exited prior to
receiving a message confirming a successful save.

47. You have completed this task.

Result
You have successfully created and saved a P-Card order log.

Comments

For assistance in resolving error messages received when attempting to save the order log go
to the job aid Bankcard — Order Log — Bankcard Error Message Tips.

To determine an appropriate category code for goods go the job aid Bankcard — Order Log —
Federal Supply Classification Code (FSC) — Bankcard Category

To determine an appropriate category code for services go the job aid Bankcard — Order Log —
Product Service Classification (PSC) — Bankcard Category
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