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End UserProcedure

M odify O derLog

Purpose

Use thi procedure o m odify an order bg thathas been previbusl saved.

Trigger

Perfom thi procedure when ¥ necessary to m ake changes to an order bg.

Prerequisies

An orderbg exits hh P-Card, whih has notbeen previbusly m atthed t© a ttansaction orwhih
has been partally m atched t a ransacton.

M enu Path
U se the olow hg m enu path () to begh thi task:
e Sekct=*PCard=*0OrderLog t© go to the O derSumm ary screen to bcate the existhg
orer bg to be m odified.

HepfulHints

Q Chawe code hfom atbn Fund, Fund Center, CostCenter, htemalO rderNum ber,
W BS,Network and Category C ode) cannotbe changed on any order bg Ine iem that
has been previbusl saved. To conecta charge code on a prevbusl saved Ine iem ,
dekte the Ine fem by zerig outthe quantiy on each Ine tem where the chamge
code needs to be changed. Add new Ies to the orderciig the approprate charge
code t© rphce the dekted Ines.

Entera zer 1 onl the Q ty field ofeach order bg Ine iem t© be dekted

ofany e tem .

Q Do notentera zew valie 1 the UnitPrice feld. Do notdekte the lem Description

Revew transactons assochted w th any order bg to be m odified thathas a ‘P”
4+ Order Ant + P

f2ag.11 P

oIbw hg the O derAm ounton the P-Card O derSumm azy.
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Q The quantiy m ay be hicreased on an oxder bg Ine iem thathas been prevbusly
reconcied. Quantiy m ay ako be decreased on a Ine iem prevbusl reconcikd,
however tm ay notbe decreased bebw the quantity r=conciked.

Q Do notattem ptto dekte/zer the quantty orm odify the uniprice ofany order bg lne
tem thathas been reconciked to a transacton.

; ContactyourCenterBankcard Coordhator fyou have questbns regarding changes t©
an order bg thathas been prevbusl reconcikd t© a bank ttansacton.
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Procedure
1. Startthe ask usihg the m enu path.

The P-Card W eb Solution -M icrosoft htemetExpbrer

“=j] The P-Card Web Solution - Microsoft Internet Explorer — &2 X

Eile Edit View Favorites Tools Help

GEack - = - &} | @search [Favories (B |
Address [&] https:/bankeard.ifmp.nasa. gov/start. asp?delegate_person_id=GR00G404 ~| oo \Links‘
the P-Card P-Card =] Find Queries ]| Cardholder Peparis_ 7|
Web Solution™
R
&
the P-Card
Web Solution
Welcome to the P-Card Web Salution,
g
You are currently logged into the P-Card system with an authorized
role of & Purchasing
Copyright ® 1809.2000 Select an option from the drop down menus above to begin using
Credit Card Solutions, Inc e PaCard nab Selition

Wersion 1.00 - Rewision 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 use the back button on your browser unless absolutely
necessary.

=
@ Done ‘ | @@Int&m&t
2. C Ick
‘Agdmﬂ@ https:i/bankeard. Fmp.nasa.gov/start, asp?delagate._person_id=GRODEA04 =] s ‘Lw‘nksl
e P-Card - ind Queries... ardholder Repors... * -
lv‘lt.,/]ebSc:thion“ ) =] Find 01 =l Cardhalder Feparts.. 7|
the P-Card EI o dsphy the optons m enu.
F-Card... j
P-Card...
Templates
3. CIckIRmrnnrilA © erLog) from the P-Cardm enu.
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The P-Card W eb Solution -P-Card OrderSumm ary -M icrosoft htemetExplorer

The P-Card Web Solui crosoft Internet Explorer

GaBack v = & | @isearch avorites 4 | (R &
Adiress ] hitps:fbankeard fimp.nasa.gevjorder asprrard_id=448105 | P ‘Unks|

the P-Card =] Find Queries... ]| Cerdholdsr Fiepors... =
Web Solution™

P-Card Order Summary

Report | Mew Order | Templates |

Ne 4 Order No. ¥ 4+ supplier ¥ 4+ Order Date ¥ der A 2 4+ First tem

1 PLADBITES  OFFICE MAX Aprag, 2007 $20338  Cdr

2 PCID482737  QUALITY RIEBONS Aprz7, 2007 $164572  card, 2gb digital

3 PCA04E1300  QUALITY RIBBONS Apr 25, 2007 $385.28  toner

4 PCIDAS086E  QUALITY RIBBONS Apra, 2007 $28028  pushpin mangets

5 PCI0452104  QUALITY RIBBONS AND SUPPL Apri7,2007 $32542  AABattery

6 PLI04A3698  EXCHANGE STORE Mar 30, 2007 $15385 P NASA Pens

7 PCAD44B41Z ETAPLES Mar 18, 2007 §288.11 P display pamphlet

5 PLI0440543  OFFICE WAX Feb 23, 2007 $4334 P helixwooden ruller

9 PL10434802  OFFICE WAX Fab 2, 2007 $8177  phons stand

A0 PCAD4Z4500  FRANKLIN COVEY Jan 5, 2007 $8188 P Pocket size refill pages for p
11 PCAD3S0SG4  DATA LOSGER SOFTWARE May 22, 2006 §000  OPC Data Logger

1z PCIOM82778  CONTROLED, INC Hov 15, 2004 $0.00 P worcestor meunting kit

Copyright @ 1936-2000
Credit Card Solutions, Inc.
Wersion 1.00 - Revision 0.00

& https: fbankcard Fmp.nasa, goviorder_etal_view,aspuserlop_no=PC10459565 ‘ | @Elntemet

4. Doubk-click EEI0H98EE o the num berofthe order bg to be m odified.
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The P-Card W eb Solution -O rderLog DetailView -M icrosoft htemetExplrer

crosoft Internet Explorer

Tools  Help

GeBack - = &} | @search [EFavories (H |
Aﬂdr955|@ https://barkeard ifmp.nasa. govforder_detai_view.aspruser_log_no=PC10459868 | @eo |Links

theP-Card P-Card Find Queries Carcholder Reports _
Web Solution

Order Detail - View
Confirm | Report | Modify This Order | Back to Order Summary |
Order No. PC10459868 - Unreconciled
Ordered: ama/z007 Fromised: 4/10/2007 Received Ref o

Supplier: QUALITY RIBBONE

aEA 956 3524 PUSHBIn mangets ESAX22007D/22QE00/22 667560 75 o
1EA 32729 $27.29 tape 18pk ESAX22007 D122 0E0D/22-667560 75 0
1EA 32060 #2060 COR ESAX22007 D22 0E00/22-667680 75 o

2 EA FI6AD $3230 note a3 pads ESAX22007 D422 QE00/22-007500 75 o

12 EA $286  $48.20 5" inch F ring binders ESAX22007D/22QED0/22-867560 75 o
12 EA F3E6  $AB20 1" 3 ring binders E$AX220070:22 0E00/22 BE7560 75 o
3 EA 51455  $4365 falders E5AR22007 D422 QEO0/22 657560 75 0

2 EA FTEE  $15.98 maker kitwhiteboard XV REAR R0 S 1

[
4
H
i
ﬂ 4 EA F2H2  FI0.78 pads note selistick ESAX22007D1z20E00/22-667560 75 0
H
i
H
i

hem Subtotal:  gza0 28

Sales T2 g0.00 Recuestor: Kathie Wates =l
Office Supplies for Building §
Shipping/Fraight:  $0.00
Order Total:  gzan 28 =l
Nama: Name:
Addr 1: GRE
MIS: 504 #Add to Templates? Ho
City: CLEVELAND, OH 44125 Type of Product? Service
Fhone: (218) 433-5908 Deskdop Delivery Yes

Copyright & 19882000
Credit Card Salutions. Inc

&) pone ‘ ‘ @ ’@ Internet

] kadity This Order .
5. C Irk o m ake the order bg m odifebk.

6. Perform one ofthe folbw hg:

I Go To

TFa change & to be m ade t© an exithg order bg Ine iem Step 7

¥ new Ine iem s are t© be added t the order bg Step 9

T lne iem s are t be dekted

Step 26
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The P-Card W eb Solution -O rderDetailM odify -M icrosoft htemetExplorer

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

Fle Edt Wew Favortes Took Help |

& | Qsearch GrFavortes (3 | R S

Adiress ] hitps:fbankeard fimp.nasa.gevjarder_detal_mod aspfuser_lug_no=PC 104538688 made=modiyshald=yes | P ‘ Links |
Order Detail - Modify B
Save Changes On This Order | Cancel All Changes |

Order No. PC10459868 - Unreconciled

oreras: [4718/2007 Promissa: [4018/2007 Receivd, | et Ha: |

RBack v = -

Supplier |QUAL|TY RBIEBOMNS Find Supplier Search Window |

*Add A Line e *
Mo G Unit em At )

ﬂ [ Find |[e56 [za.2a [fowshai mangets 70O 2z g m
2|l [~ | Find|R7es [e72a fiepe 160k PUEEIE o
3 [Ea | Find|feae [oas [coR A T P
4|z [~ Find|fi61a Ppz3e [ote 3x3 pads SRR e
5| = | Find|ss [io7s [Pads nots seifstick__| E5#7220070 / 223600 /22 7 m
ﬂlr [Ea— M [1.08 [46.2 [¥inch 3 ring binders | ©74220°70 1 Z2RE00 122 78 o
2he s Find [ [z [ Fing binclers TSI o -
g [Es | Find|[rass [25 [forders MmN o
Sl A Find [ 156 [rmarker kitwhiteboard PUEIEIE o

=

=

=

=

=

=

=

=

=

Sales Tax 0 [Requestor: EKathie watts =]
R o |ettice Supplies for Building s
Order Total ,W ;I
sax[GRC

e 2: [21000 BRODKEARK BD Miscellaneous Information
Addto Templates? € ves (Ol
rs: [B0-4

Type of Froduct?  © Semice O Commodity

- ICLEVELAND oH Deskiop Delivery (% ves [l
44135
Frone: [(215) 4335908 =l

& pone [ ] @@ Internet

RevEw transactons associted w th any order bg t be m odified thathas a
4+ Order Ant # P

f2a2.11 P

‘P folbw hg the O derAm ount. The ‘P” hdtrates thatthe order bg
has been prevbusl reconciked t© one orm ore transactons. Do notm ake changes to
ex¥thg order bg es wihoutverfyihg whih Ihe iem s have been prevbusly
reconcied. The only acceptabk change thatcan be m ade t© a Ine tem thathas been
prvbusl reconcied & an nhicrease n the Q ty (Quantty). The quantiy m ustneverbe
changed to reflecta valie bwerthan the quantty reconciked t© the bank ttansactons.
No otherchanges should be m ade t a Ine prevbusly reconcied.

; ContactyourCenterBankcard Coordhator fyou have questbns regarding changes to
an order bg thathas been prevbusl reconcikd to a bank transacton.
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7. As requird, m odify the ©low hg felds on existihg Ine tem s:

Field Nam e

RO L

Description

Qty

R

Enterthe quantity ofthe goods orservies.

Example: 2

& Enteronl wholk num bers. Do notenterany quantiy
contaihig a decin al

UnitPrce

Enterthe untprice ofgoods orserices.

Example: 999

Q Do notentera dolhrsin orcomm as 1 the uniprice.
A decin alk hserted nto the price when cents are a
partofthe unitprie.

Do notchange the uniprice ofany order bg he iem
thathas been reconcikd to a transacton.

0O

The untprice feld 5a 2 decin alphce fiell. Ethe
price quoted hiclides a unitprice wih m ore than 2
decin alpkces, the cardhoXershoull group the

tem s hito bts orpackages and hdiate 1 the
descrton orcom m ents whatconstiutes a btor
package. Exam pk: An tem & quoted ©or100 each
at$.003 each. Recor the tem as 1 btat$30. h
the Tem Description ori the Com m ents state that
a btconssts 0£100 each.

fem Descrpton

Enterthe descripton ofthe goods orseries.

Example: 15”7 adjwzrench

& Be cautbus of spacihg w thi the kem Description.
Avod m ulpbE spaces between chamcters n the
descrpton.

Q Do notcopy textfiom othersoftware appliratons nto
the descrpton field. Copyng textfiom other
applcatons (ie., onlhe catabgs, spreadsheets, etc.)
m ay resuk i form atthg Bsues thatprevent future
m odiffratons to the order.
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Field Nam e RO L Description

Comm ents O Enterany com m ents perthentto the oxder.

8. You have m odifed an exsthg order bg Ine iem go t© step 27.

g Clek Add A Line lterm

10. Asrquird,compktefevew the olbw hg felds:

Fild Nam e RO L Description

Qty R Enterthe quantty ofthe goods orseries.
Example: 2

contanig a decinal

& Enteronly wholk num bers. Do notenterany quantiy

I Find
11. CIk —I Find) to search fora vald unitofm easure.
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PCard W eb UOM Select-M crosoft htemetExplorer

a P-Card Web LIOM Select - Microsoft Internet Explorer

Fle Edt Wew Favortes Took Help |
Geak ~ = - @ [ @& | Boearch FFavoites H | R S
Adiress [&] hitps:fbankeard fimp.nasa.gevisearch_order_uom aspuser_lug_no=PC1MS86880td_seq_ne=10 | P ‘Unks|
the P-Card _ =l Find Cueries.. = Carcholder Pieports... =] -
Web Solution™
Unit Of Measure
Back to the Order
uoM ed on
% Percentags -—»_)
. =
ACR Acre )
AMP Ampauls —)
AST Assortmant )
RSV Pssembly —b_)
AU Activity unit —b_)
B Ball )
BAG Bag )
BAR Bar '—b)
80 Bundle )
BE Bale L)
BET Board Faot )
BRK Becquerelddlogram '—b)
BRL Barrel '—bj
ar Battle L)
BUN Bunch )
B Box '—b)
i Degrees Celsius '—’)
.~ =
&) [ B @ ene

12. Clkon LI o scrollto the approprate untofm easure.

13. Clkon b) (Load) nextto the conespondig uniofm easure.

& The UOM f(untofm easur)m aybe entered m anually. The abbrevaton forthe uniof
m easure m ustbe entered h allcapial ktters when entered m anually and m ust
conespond to a untofm easure abbreviaton 1 the UniofM easure wbk.
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14. Asrequird,compktefevew the olbow hg felds:

Field Nam e RO L Description

UniPrice R Enterthe uniprice ofgoods orserwites t© be purchased.

Example: 5.00

Q Donotentera dolbrsygn orcomm as i the unitprie.
A decin alk hserted hto the price when cents are a
partofthe uniprice.

Q The untprice feld 5a 2 decin alphce field. Ethe
price quoted hiclides a uniprice wih m ore than 2
decin alpkces, the cardhoXershoull group the
tem s hito bts orpackages and hdiate 1 the
descrton orcom m ents whatconstiutes a btor
package. Exam pk: An iem ¥ quoted for100 each
at$.003 each. Record the tem as 1 btat$30. h
the Tem Description ori the Com m ents state that
a btconssts 0£100 each.

em Descripton R Enterthe descripton ofthe goods orseries.

Example: Dry Ermse M akers

& Be cautbus ofspacihg w thi the kem Description.
Avod m ulpbE spaces between chamcters n the
descrpton.

Q Do notcopy textfiom othersofiware applcatons nto
the descrpton field. Copyng textfiom other
applcatons (ie., onlhe catabgs, spreadsheets, etc.)
m ay resukn form atthg Bsues thatprevent future
m odiffratons to the order.

Comm ents 0 Enterany com m ents perthentto the oxder.

10

15. CXkon J the Ihe f=m num berconespondig to each new e iem on the orerbg to
open the fFem Detri- Lie # -M odify w hdow to enterchamge code/Accounting nfom aton for
each new e iem .
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The P-Card W eb Solution - kem DetmilM odify -M icrosoft htemetExplorer

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

Ele Edt Wew Favortes Tooks Help |
Geak ~ = - @ [ @& | Boearch FFavoites H | R S

Adiress ] hitps:fbankeard fimp.nasa.geviline_detal_mod. aspfuser_log_no=PC1045986880id_seq_no=10 | P ‘Unks|

=
ﬁeegfoafzdﬁon" ;l Find Queries.. ;l Cardholder Reports ;I

Item Detail - Line #10 - Modify

Sawe Changes On This ltem |
*Add A Charge Code *
No Amount Pct.  Fund Fund Center Cost Center Earmarked.ltem
Internal Order WBS Network
105 100 ESAX22007D 22 220EN0
[Fooaooo [pe7580.03.01.02.03 |
5 Total
0 Left to Allocate
Electronic/information Technology (EIT) kem? © Yes & Mo
Oty Ordered: 1| I (EIT) Yes: € 508 compliant @ No available 505 compliant item
Oty Received: 0 Select A Category
UOM: EA Soloo 0 J
Unit Price: 5500 [Select One
Item Amount; $5.00
Dry Erase Markers =
E

Copyright @ 1998-2000
Credit Card Solutions, Ino
Wersion 1.00 - Rewision 0.00

=
&) _ [ ] @@ Internet

; M odiy charge code nfom atbn onl when the charge code to be used & otherthan
the defauktcharge code nfom aton from the previbus e iem .

16. Asrequird,compkte/fevew the olbw hg felds:

Fild Nam e RO L Description
Fund R Enterthe approprate Fund code.
Exam ple: ESAX22007D

; A Fund endig w ih an ‘R ” represents r=in bursabk
funds.
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Field Nam e RO L Description
Fund Center R Enterthe approprate Fund Centercode.
Example: 22
CostCenter R Enterthe approprate CostCentercode.
Example: 22QE01
hsertkadng zewes o com pktel fillthe field when
an allnum ertc CostCenter 8 used (e.,
0000012345).
Eam arked Eem Q
Donotenterany valies 1 this fied. Rein bursabk
finds no bngercie an Eam atked kem . AL
rein bursabk finds beghnig nh PY07 requie thata
W BS ekm entbe cied nstead ofan Eam arked kem .
htemalO rder R Enterthe approprate hitemalO rdernum ber.
Example: FC000000
& htemalO dernum berFC 000000 & to be used oral
purchases w ih the exception ofthose thatare aicmaft
rhted. Detem e the approprate aicrafthtemal
orerfuncton code forthose purchases thatare
arcrnftrhted.
W BS 0 Entera vald W BS ekm ent
Example: 667560.03.01.02.03
; Entera W BS ekm entwhen Profct, CostPoolor
Rein bursabk fuinds are t be used.
Q Do notentera W BS ifa Network has been entered.
File nam e: Version:DmftA End UserPrmocedure
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Field Nam e

RO L

Description

Network

Entera valdl Network and Activiy fapplcabk
Example: 6002149 EA22

Q Do notentera Network fa W BS has been entered.

17. Perfom one ofthe lbwng:

il Go To
Fm ulpk chamge codes ar t© be cied on the e iem Step 18
Fa shgk chamge code & t© be cied on the Ihe iem Step 20

*Add A Charge Code ™

18. CIk o splitthe valie of Ine t'=m am ong m ulpkE chamge
codes.
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PCard W eb Solution Fem DetilM odify M icrosoft htemetExplorer

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

Fle Edt Wew Favortes Took Help |

& | Qsearch GrFavortes (3 | R S

Adiress ] hitps:fbankeard fimp.nasa.geviline_detal_mod. aspfuser_log_no=PC1045986880id_seq_no=10 | P ‘Unks|

PBack v = -

the P-Card =] Find Queries... ]| Cerdholdsr Fiepors... =

Web Solution™

Item Detail - Line #10 - Modify

Sawe Changes On This ltem |
*Add A Charge Code *
Ho Amount Pct.  Fund Fund Center Cost Center Earmarked.ltem
Internal Order WBS Hetwork
1|25 50 ESAX22007D 22 220EN0
[Fooaooo [pe7580.03.01.02.03 |
2 |25 50 [EsAxz2007D [2 [e2cE00 |
[Fcoonooo [123456.78.80.12.34 |
5 Total
0 Left to Allocate
Electronic/information Technology (EIT) kem? © Yes & Mo
Oty Ordered: 1| I (EIT) Yes: € 508 compliant @ No available 505 compliant item
Oty Received: 0 Select A Category
UOM: EA

Unit Price:  $5.00 [SelectOne E

Item Amount: $5.00
Item Description

Dry Irase Harkers =

H

Copyright @ 1898-2000
Credit Card Solutions, Ino
Versian 1.00 - Rewision 0.00

=
& pone [ ] @@ Intermst
19. Asrquird,compktefevew the olbw hg felds:
Field Nam e RO L Description
Pct R Enterthe perentofthe Ine iem valie t© be albcated t© each
charge code.
Example: 50
Q Each charge code Ine tm m ustrefecta valie.
Never kave a charge code e iem wih a zero
vale.
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Field Nam e RO L Description
Am ount 0 Enterthe am ountofthe Ine iem valie to be albcated to each
chamge code.
Example: 250
Q Do notentera dolhrsin orcomm as 1 the valie.A
decin als hserted hito the valie when cents are a
partofthe am ount.
Q The Amountfield & a 2 decin alphce field. No valie
w th m ore than two decin alphces E to be entered
ths fied.
Fund R Enterthe approprate Fund code.
Example: ESAX22007D
; A Fund endig 1 wih an 'R ” represents a
=in bursabk fund.
Fund Center R Enterthe approprate Fund Centercode.
Example: 22
CostCenter R Enterthe approprate CostCentercode.
Example: 22QE00
& hsertkadng zewes to com pktel fillthe field when
an allnum erc CostCenter s used (de.,
0000012345).
Eam arked Tem Q
Do notenterany valies nn thi feld. Rein bursabk
finds no bngercie an Eam atked kem . AL
=in bursabk finds beghnihg 1 PY07 r=quie thata
W BS ekm entbe cied nstead ofan Eam arked em .
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Title : M odify O ™erLog
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Field Nam e RO L Description
htemalO der R Enterthe approprate htemalO rdernum ber.
Example: FC000000
& htemalO dernum berFC 000000 & to be used orall
purchases w ih the excepton ofthose thatar aicraft
rhted. Detem he the approprate aicrafthtemal
orderfuncton code forthose purchases thatare
alcraftrehted.
W BS ) Entera vald W BS ekm ent
Example: 123456.78 9012 34
; Entera W BS ekm entwhen Propgct, CostPoolor
Rein bursabk funds are to be used.
Q Donotentera W BS ifa Network has been entered.
Network 0 Entera vald Network and Activiy fapplcabk
Example: 6002149 EA22
Q Do notentera Network ifa W BS has been entered.

20. c1x Electroniciinformation Technology (EIT) ltem? {®ies T Mo yeg) fime fom ©

be purchased & an E kctont/hifom aton Technobgy type good orservice.

21. crk IF(EIT) Yes: (& 508 compliant e tom beig purchased i EIT com plant.

; hifom atbn regardig Sectbn 508 can be found atthe ©lbw nhg websies:
htip :/sectbn508 nasa gov orhtip :/Ayww _sectbn508 gov .

22. Clk the j 1 Sekcta Category o retreve a Istofvald category codes.

File name:
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Title : M odify O ™erLog
EM System :Bankcar -P-Card
Process Area :Create Record of Purchase

Integrated Enterprise

Jlem
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PCard W eb Solution Fem DetilM odify M icrosoft htemetExplorer

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

Fle Edt Wew Favortes Took Help |

& | Qsearch GrFavortes (3 | R S

Adiress ] hitps:fbankeard fimp.nasa.geviline_detal_mod. aspfuser_log_no=PC1045986880id_seq_no=10 | P ‘Unks|

PBack v = -

ﬁ;g'scoa’onw - . ;l Find Queries.. ;l Cardholder Reports ;I

Item Detail - Line #10 - Modify

Sawe Changes On This ltem |
*Add A Charge Code *
No Amount Pct.  Fund Fund Center Cost Center Earmarked.ltem
Internal Order WBS Network
1|25 50 ESAX22007D 22 220E00
[Fooaooo [pe7580.03.01.02.03 |
2 |25 50 [EsAxz2007D [2 [e2cE00 |
[Fcoonooo [123456.78.80.12.34 |
5 Total
0 Left to Allocate

Electronic/information Technology (EIT) kem? © Yes & Mo

Oty Ordered: 1| I (EIT) Yes: € 508 compliant @ No available 505 compliant item

y Receved: 0
Unit ;Jr?:: SSEIEIS |BE—OIES,MinEraIS and Their Primary Products ﬂ

ltem Amount 55,00 96 - Ores, Minerals and Their Primary Praducts =

A-Research and Development

Dry Erase Markers |D - Special Studies & Analyses - Not RaD
G- ArchitestEngineering Services - Construction
D301 -IT Operation and Maintenance of Equipment

D302 - Software Flanning

D308 - Softwars Developmneyimplementation _
Copyright @ 1999-2000 D311 - Software Operations
Credit Card Solutions. Ine. F - Natural Resources Management
Senoni R L H - Quality Control/Testing/Inspection Services -

& pone [ ] @@ Internet

23. Scwlthwugh the category code list, clck on
A = UL S TUE SRS =]

95 - Metal Bars, Sheets and Shapes
96 - Ores, Minerals and Their Primary Products

A - Research and Development
B - Special Studies & Analyses - Not R&D
M- ArchitecstiFnninearinn Sandres - Constrictinn the category code from the Iist
thatcornesponds o the goods orservices t© be purchased foreach new e iem .

) Sawve Changes On This fem ) )
24. CIk to save the chamge code hifom atbn foreach
Ihe iem .
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Title : M odify O ™erLog
EM System :Bankcar -P-Card
Process Area :Create Record of Purchase

Integrated Enterprise

lem

Management Program

The P-Card W eb Solution -O rderDetailM odify -M icrosoft htemetExplorer

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

Fle Edt Wew Favortes Took Help |

GaBack v = - & | Qsearch GrFavortes (3 | R S
Adiress [&] hitps:fbankeard fimp.nasa.gevjarder_detal_mod aspfuser_lug_no=PC 104538688 hold=no | P ‘ Links |
Order Detail - Modlify H
Sawe Changes On This Order | Cancel All Changes |
Order Ho. PC10459868 - Unreconciled
orsersa: [4r18/2007 Fromis=a: [4/18/2007 Receives: | Ret o |
Supplier |QUAL|TY RIEEBOMNS Find Supplier Search Window |
*Add A Line lemn *
o o unit Frice em AmE ftem on c cd

oty - J -
AR B ] s [B20  [pustpmmangets | SNSRI gy
2 x| Find|[e7z0 [e729 fiape 16ek EESEIEER g
3 Ea Find|Rss B [com BTy e
4| [EA | Find |[iETs [z [note 3% pads ESMGIOTD ) RE0IZ g
ﬂ [ [E& | Find|[zen [ro78 [pads note seffstick | SO0 Z2aR00 2z s
ﬂ fre[Ex | Find|[5e5 [46.2 [5¥inch 3 ring binders | B94@207 D 220E00 22 s
2z s Find|foes [z [Fomghmdes b s,
| x| Find|[ra5s [4365 ffolaers EEEETRERIE o
S|k EA Find]fee [i538 [rarker, Ktwhitehoard | SO0 Z2RE0E gy
0| A Find|[5 3 [Dry Erase Markers  Multiple ™ =
trem Subtotal W -

el T 0 [recuestor: Rathie wWarts =
office Supplies for Building 5

ShippIng/Freight 0

Order Total: |295.28 L]

wre[TEST.S0E | Find| ame: [TEST, SUE Find|
Addr 1 lm—
wier 2 100 BFOCKPAPKFD.

l— Addto Templates? € es ® o
8IS TypeafFr:ducl? & senvice O Commedity
City: ICLEVELAND IW Desktop Delivery « Yes (ol Neo

[ =l

& pone [ ] @E Internet

25. You have com pkted addihg a new Ine iem to an oxderbg go to step 27.

26. Entera 0 (zew) 1 the Qty field ofalllne iem s to be dekted.

Do notdekte any Ine iem thathas been prevbusl reconcikd o a bank transaction
regardEss ofwhetherthattansactbn was a debitora credi.

Do notchange the dolbrvalie orentera zero 1 the UnitPrice fiell. Do notdekte
the Tem Description ofany e iem .

To dekte the entie orderbg entera 0 (zew) nh onlk the Q ty feld ofalllne tem s.
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Title : M odify O ™erLog
EM System :Bankcar -P-Card
Process Area :Create Record of Purchase

Integrated Enterprise

em

Management Program

The P-Card W eb Solution -O rderDetailM odify -M icrosoft htemetExplorer

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

Ele Edt Wew Favortes Tooks Help |

GaBack v = - & | Qsearch GrFavortes (3 | R S
Adiress [&] hitps:fbankeard fimp.nasa.gevjarder_detal_mod aspfuser_lug_no=PC 104538688 hold=no | P ‘Unks|
Order Detail - Modiify H

Sawe Changes On This Order | Cancel All Changes |

Order Ho. PC10459868 - Unreconciled

orsersa: [4r18/2007 Fromis=a: [4/18/2007 Receives: | Ret o |

Supplier |QUAL|TY RIEEBOMNS Find Supplier Search Window |
*Add A Line lemn *

o o unit Frice em AmE ftem on c cd

No Gty ” o =
ﬂ |4— IT m“g 56 [38.24 [rushpin mangets ESpEzInTD 2t 5
3 | | fie Topk BTy e
3 Ea Find|Rss B [com BTy e
4| [EA | Find |[iETs [z [note 3% pads ESMGIOTD ) RE0IZ g
ﬂ lu— IT m“z [} [0 Eswzua;an;sééasaotzz-
Bz [~ | Find|[s [a52

Ipads note selfstick

T ESAXZ2007D f 220E00 4 22-
IE inch 3 ring binders e 75

ﬂ 12 EA Findl |3 35 |45 2 |1 "3 fing binders Eswzwgﬁu;ﬁéﬁueumzz. 3
ﬂ K EA Find |1455 |43 55 IlD\ders Eamznngﬁn;ﬁzﬁzuusnmzz =
3|l [Ea | Find|[ree [15.98 [marker, kitwhitehoard | 552070 2RRE0n 122 s

0| A Find|[5 [5
trern Subtotal W

el T 0 [recuestor: Rathie wWarts =
office Supplies for Building 5

IDry Erase Markers * Wlultiple ** oo

ShippIng/Freight 0

Order Total: |257.23 L]

Addr 11 lm—
i 2 [FIONBFOORPARKFD.

Requestor Information
Hame: | TEST. SUE Find

Miscellaneous Information

Addto Templates? € es ® o
Mz |50-4 & ~
Type of Product? * Semice Commadity
City: ICLEVELAND Ol Desktop Delivery « Yes (ol Ho
44135 =
& pone [ ] @E Internet

27. Perom one ofthe olbw hg:

il Go To
Fthe nam e thatappears h the Nam e feld 1 the DelverTo Step 28
hifom aton sectbn & hcorect
Fthe nam e thatappears 1 the Nam e feld i the DelverTo Step 32
hfom ation sectbn & conectbutotherchanges to thi secton are
requird
Fno changes need t© be m ade to the Delverto hfom atbn Step 33

; The carholers delivery and requestor nfom atbn defaukto the order bg. M odify
delvery nfom atbn onl when the hd¥vtlualrece’ihg the goods orsewtes &
som eone otherthan the cardhoHercreathg the order bg.

File name: Version:DmaftA
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Title : M odify O ™erLog
EM System :Bankcar -P-Card
Process Area :Create Record of Purchase

Name: Il

28. Dekte the compkte nam e fiom the. field.
29. Entera perentsin h Hame: |7
30. = o retreve a Istofallhdviduak wihi the P-Card database.
31. Cxk (Load) corresponding t the nam e ofthe hdwvidualthatthe orderdelvery & t© be
made .
; Aldelvery address nhifom atbn conespondig t© the hdvidualsekcted &
autom atically baded to the Deliver To hifom atbn secton ofthe UserPrferences.
; A nam e otherthan those hclided 1 the P-Caxd database can be entered m anualy h
the Name: f£ld ({e. TEST,JUDY).
32. Asrequied, compkte/evew the olow hg DelverTo hfom aton felds:
Fild Nam e ROL Description
Address Line 1: 0 Enterthe stteetaddress o whith orderdelivery w illbe m ade.
Example: 255 D scovery D rive
Address Lie 2: 0 Enterthe buidhg and mwom num berwhere orderdelvery will
be m ade
Example: RM 2017
MailStop: R Enterthe m ailstop to whith orderdelvery w illbe m ade.
Example: 540
File nam e: Version:DmftA End UserPrmocedure
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Field Nam e RO L Description

Ciy: R Verfy thatthe cardhoHer’s Centerciy & reflected
Example: MSFC

Q Do notm odify thi field forany reason. The Ciy feld
m ustreflectthe ciy ofthe cardholers Center
regardEss ofthe actualorerdelvery address.

@ Forderdelvery w illbe to a ciy and orstate other
than the cardholer’s Centerciy add ths nfom aton
to Address Lihe 1 or2. Thi hfom aton can alko be
added to the orderbg Comm ents fied.

State: R Verfy thatthe State abbreviatbn conesponds w th the ciy
hdiated 1 the Ciy fe1d.
Example: AL
Zip Code: R Enterthe zp code to whith orderdelvery w illbe m ade.
Example: 35812
Phone R Enterthe tekphone num berofthe nhdvidualt contact
regardig delvery of the order
Example: (256) 9619999
File name: Version:DmaftA End UserPmocedure
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Title : M odify O ™erLog
EM System :Bankcar -P-Card
Process Area :Create Record of Purchase

Integrated Enterprise

em

Management Program

The P-Card W eb Solution -O rderDetailM odify -M icrosoft htemetExplorer

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

Ele Edt Wew Favortes Tooks Help |

GaBack v = - & | Qsearch GrFavortes (3 | R S
Adiress [&] hitps:fbankeard fimp.nasa.gevjarder_detal_mod aspfuser_lug_no=PC 104538688 hold=no | P ‘ Links |
Order Detail - Modlify H
Sawe Changes On This Order | Cancel All Changes |
Order Ho. PC10459868 - Unreconciled
orsersa: [4r18/2007 Fromis=a: [4/18/2007 Receives: | Ret o |
Supplier |QUAL|TY RIEEBOMNS Find Supplier Search Window |
*Add A Line lemn *
o o unit Frice em AmE ftem on c cd

oty - J -
AR B ] s [B20  [pustpmmangets | SNSRI gy
3 | | fie Topk BTy e
3 Ea Find|Rss B [com BTy e
4| [EA | Find |[iETs [z [note 3% pads ESMGIOTD ) RE0IZ g
ﬂ [ [E~ | Find|[zes o [pads note seffstick | SO0 Z2aR00 2z s
ﬂ fre[Ex | Find|[5e5 [46.2 [5¥inch 3 ring binders | B94@207 D 220E00 22 s
2z s Find|foes [z [Fomghmdes b s,
| x| Find|[ra5s [4365 ffolaers EEEETRERIE o
S|k EA Find]fee [i538 [rarker, Ktwhitehoard | SO0 Z2RE0E gy
0| A Find|[5 3 [Dry Erase Markers  Multiple ™ =
trem Subtotal W -

el T 0 [recuestor: Rathie wWarts =
office Supplies for Building 5

ShippIng/Freight 0

Order Total: |257.23 L]

wre[TEST.S0E | Find| ame: [TEST, SUE Find|
Addr 1 lm—
wier 2 100 BFOCKPAPKFD.

l— Addto Templates? € es ® o
8IS TypeafFr:ducl? & senvice O Commedity
City: ICLEVELAND IW Desktop Delivery « Yes (ol Neo

[ =l

& pone [ ] @E Internet

33. Perom one ofthe olbwng:

il Go To
Fthe nam e 11 the Requestor hfom aton & t© be changed Step 34
Fno changes are t be m ade o the R equestor hfom aton Step 38

DefaukR equester hfom aton shoul be changed onl when the requester & som eone
otherthan the cardholer.

Hame: I .
34. Dekte the com pkte nam e fiom the | field.
. . M aV
35. Enteraperentsin n ame: |7 .
File name: Version:DmaftA End UserPmocedure
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36. o retreve a Iistofallndividualk wihn the P-Card daabase.

—,
37. Ckk 'J (Load) corresponding to the nam e ofthe nd¥dualthatthe orderdelvery & t be
made ©.

; A nam e otherthan those iclided 1 the P-Caxd database can be entered m anualy n
the Name: feld (Ge. TEST,JUDY).

38, Clck Addto Templates? {6 ives T Mo fhe orderbg & © be used Pra mepetiive type of
purchase.

39, ik Tpeof Froduct? (O ESE”“’E O commedity Fservices are purchased.

40. Clck Deskop Delivery O ves ROHI fdelvery & to be m ade to a centralreceivhg
bcaton.

] mawve Changes On This Order )
41. CIk o save the order bg changes orclck

Cancel All Changes

o exitthe order bg w thoutsavig any ofthe changes m ade.

; The system diphys the m essage, "Purchase Requisibn PCXXXXXXXX Successuilly
Changed ”

& An errorm essage () willbe disphyed 1 the eventthat fuinds are unavaibbk orifdata
entry enors existon the order bg. Allemorm essages m ustbe resoled prorto exing
the orderbg. W hen the orderbg ¥ exied prorto rceptofa successfiilsave
m essage allm odifed data enterrd & bston the oxderbg.

42 . Youhave com pEkted thE task.

Result

You have successfully m odified an order bg.

Comm ents

Forassktance n reso¥vihg enorm essages receied when attem ptihg t© save the order bg go
o the pb aid Bankcard - O derLog — Bankcard EnorM essage Tps.

To detem ne an approprate category code forgoods go the pb aid Bankcard - O derLog -
FederalSuppl C hssifitraton Code FSC) - Bankcard C ategory

To detem 1e an approprate category code orsewices go the pb aid Bankcard - O derLog -
ProductService C hssifraton PSC) - Bankcard Category
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ThE page & ntentbnally eftbhnk.
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