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Business Process Description

Use this procedure to amend a GPC purchase request. This document outlines how to complete the
following amendment:

» Increase or Decrease modification — perform this task when the quantity (dollar amount) on an
approved purchase request must be increased or decreased.

» Administrative modification — perform this task when an approved purchase request requires
changes not related to the amount of the document.

Trigger
» Perform this procedure when you want to make changes to an approved purchase request prior
to obligation.

Prerequisites
» Valid GPC purchase request must exist in DAI.

Responsibility
» iProcurement Requisitions DoDEA

Menu Path
Use the following menu path(s) to begin this task:
» iProcurement Requisitions DoDEA - iProcurement Home Page - GPC PR
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Amend a Government Purchase Card (GPC) Purchase Request (PR) — Increase or
Decrease

1.

Start the task using the following Responsibility and menu path to open iProcurement:
» Responsibility: iProcurement Requisitions DoDEA
» Menu: iProcurement Requisitions DoDEA -> iProcurement Home Page

AT
| E-Business Suite

avorites -

Home

13

Navigator
Personalize

» 7 B2ZR GL Accountant DoDEA

» 7 B2R GL Inquiry DoDEA

» C] DODEA Notifications

» 7] Employes Time User DoDEA

» 7] Fed Admin Budget Analyst DoDEA
» 7] Fed Admin Budget Manager DoDEA
i+ £ Fed Admin Inquiry DoDEA

» 7] Fed Admin System AP DoDEA

» T HR. CSR DoDEA

» E HR Interface Administrator DoDEA
» [ Interface Submittal DoDEA

i+ £ iProcurement Requisition Approver

N |
iProcurement Home Page 4_< 1 )
= T

| Requisition Summary

[ Reports
» [ Limited Timekeeper DoDEA
» 7 Limited Timekeaper DoDEA Ungraded
» [ 02C AR Customer Maintenance DoDEA —
i 7 02C AR Inguiry DoDEA
=1 02C CA Inguiry DoDEA
» [ 02C CA Order Entry DoDEA
»[77 02C CA Project Manager DoDEA
=] 02C Maintenance DoDEA
» C] OBIEE Answers DoDEA
» ] OBIEE DE Area Americas DoDEA
» ] OBIEE DB Area Europs DoDEA
» ] OBIEE DB Area Pacific DoDEA
» O] OTL CSR DoDEA
» 7] OTL Supervisor Approver DODEA i

m

0The Navigator screen may vary for each user; it is based on the responsibilities granted to the user.
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g

Mavigator . Favorites

Shop | Raquistions
Stores  Shopping Lists

Search GFC PR [=] Go
Stores

GPC PR
Sedect this for 3l Government Procurement Card PRs

DoDEA Request
Select this for all Non-GPC PR's, MIPR's and 1AA's

My Requisitions

licf
Regquisition

Descrigtion

i

@—> Full List

Total (USD) Status Copy Change

2. | Click the Full List button. The Requisitions screen displays.

Navigator .. Favorites

Shop | Requisitions

Requisitions ~ Notifications = Approvals

Requisitions

Views

View | All My Requisitions

[¥] [

@ Indicates requisition with a pending change request.

®_> Searth

3. | Click the Search icon button. The Requisitions Search screen displays.

button to initiate the amendment, and proceed to step six.

Optionally, if the requisition you wish to amend is visible on the Requisitions screen, you may
click the Select radio, select the Change option from the Action drop down list, click the Go

Mavigator .-  Favorites -

Requisitions
Requisitions
Requisitions: Requisitions =

Nofifications = Approvals

Requisitiuns Search
Enter search criteria and press the Go button to find the requisitions.

MIPR Reference Number
Requester

* Reguisition Type ~ All
Requisition Created By =~ DODEADOT, Q,

[ include people from all organizations

Requisition Created Last 7 Days Requisition Status

Requisition Number _HE125=1694 Q, Requisition Description
Award Number Q Supplier
Issuing Office Q, Priority Code
Suggesited COTR Office Address Qb Suggested Award
Suggested COTR Office Contact Name CL PR Line Status
MIPR Requesting Office Q,
MIPR Assisting Office Q

Clear

Go

Q
Q

O include people from all organizations
All Statuses

Q

4. | Complete the following steps on the Requisitions Search screen:
a. Enter the appropriate value in the Requisition Number.

b. Click the Go button to display the results of the search criteria.
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Amend a Government Purchase Card (GPC) Purchase Bﬂf
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Shap

Requisitions = Nofifications | Approvals
Requisitions: Requisitions >

Requisitions Search
Enter search criteria and press the Go button to find the requisitions.

* Requisition Type  All MIPR Reference Number Q,
Reguisition Created By ~ DODEADO1 Q, Requester Q,
O include people from all organizations O include people from all organizations
Requisition Created Last 7 Days Reguisition Status All Statuses
Requisition Number HE12545694 Q Requisition Description
Award Number Q, Supplier Q
Issuing Office Q, Priority Code
Suggested COTR Office Address Q Suggested Award
Suggested COTR Cffice Contact Name Q PR Line Status
MIPR Requesting Office Q,
l e MIFR Assisting Office Q,
° Go Clear
Selbet Requisition Go ||
Select Requisition 2.7 Description Total Quantity Gty Delivered Gty Cancelled
® HE12545694 GPC-Closed Captioning for DoDEA Video Products 50.00 USD 50 0 0

Requisitions

Complete the following steps to select the appropriate requisition:
a. Click the Select radio button of the appropriate Requisition.
b. Select the Change option from the Requisition drop down list.
c. Click the Go button to initiate the amendment.

Navigator

shop | Requisitions

Favorites

To add new lines to requisition, Please click Return To Shopping link. Please click on the Amendment Checkout button to edit requisition header or lines information.

01 Shopping Cart : Total Without Option : 50.00 USD

e Save || Amendment Checkout <_<

O

[
iy ImmDesmpm' for DoDEA Video Products zsria:l\‘grzndatowAddmunallnfnrmat\on :::m”we &21—4 OUE":;/ 1:;: A"‘"“”l(::[n’; e
6. | Complete the following steps on the Requisition Amendment Shopping Cart screen:

a. Enter the total dollar amount of the items being purchased to include the shipping costs in the
Quantity field. In this example, the value was increased from 50 to 75. The value can be
increased or decreased depending on the purpose of the amendment.

b. Click Amendment Checkout button. The Requisition Amendment screen displays.
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Defense Agencies Initiative

[Navigator .. Favorites ..

Shop | Requisitions:

L &
Requisition Information Approvals

= Requisition Description  GPC-Closed Captioning for DoDEA Video Products
*“ Reason for Amendment  Price Increase

7. | Complete the following steps on the Requisition Amendment screen: o
a. Enter an explanation for the amendment in the Reason for Amendment field.

b. Click the Next button to proceed with the checkout process. The Checkout: Approvals and
Notes screen displays.

Review And Submit

01
* Indicates required field Cance| || Save || Edit Lines |Step 10f 3 | Next

[Navigator - Favorites
shop | Requisiions.
Requisition Informstion Approvals Review And Submit

Checkout: Approvals and Notes
Based on your approval authoriy, s requisition doss nof require approval by others. o ] [ ser 2 3 8

Approvals

Manage Approvals
B Mo Approvels Requred

Notes
sustcation Note To Buyer
NewUpdated Attachments in Amendment
o Atachment. || ]

Title Type Descrigtion Category Last Updated By Last Updated

Usage Update Delete
No results found.

Marked for Deletion

Save || Submit || Back | Step 2013 | Next

8. |Approvals — The approver name is pre-populated based on the approval hierarchies. In this example,
there are no approvals required because it is set up as self-approval.

9. |Add Attachments — Select this to attach any documentation that you obtained prior to creating this
requisition in DAI. Include documentation required for the approver to approve the requisition. If you

have any questions regarding the type of documentation needed to attach in DAI, please contact your
Budget Office.
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Shop | Requisitions

Add Attachment

Add | Deshtop Filel Tet/ URL [v]

Aftachment Summary Information

Cance] || Add Another | Agply

The
Description
Category | Attachmentto Prnt[v]

Define Attachment

Type @ Fiie Sromse..
OURL

© short Text :

O Long Text

10. |On the Add Attachment screen, you can add a Title, Description, and Category for the attachment file.
By selecting the “Attachment to Print” in the Category field, your uploaded attachments will be generated
as part of your approved requisition document in the Attachments section.

11. | You can upload a file by browsing for the document, enter a URL, or type additional notes in the Short or
Long Text fields.

12. |Once you have uploaded all necessary attachments, click the Apply button to attach the files and return
to The Checkout: Approvals and Notes screen.

S

[E—> No Approvals Required
00 Attachment. | (]

13. | To continue with the checkout process, click the Next button. The Checkout: Review and Submit
Requisition Amendment screen displays.
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[Navigator .- Favorites
Shop | Requisitions

= - ]
Requisition Information Approvals Review And Submit

Checkout: Review and Submit Requisition Amendment

Save || Printable Page || Back | Step 3 of 3| Submit

Requisition HE12545694-001: Total 75.00 USD : Total Without Option 75.00 USD

Crealed By DODEAOO1, Funded Amourt Total 75
Creation Date  06-Aug-2015 10:42:54 Change In Funded Amount Total 25
Descripiion  GPC-Closed Capticning for DoDEA Video Products
Reason for Amendment  Price Increase
Justfication
Attachments
Attachments on Conformed Document New/Updated Attachments in Amendment
i) =
Titie A~ Type~ Description~ | Category A< | Last Updated By A | Last Updated A~ Usage A< Update Delete Title Type | Description Category  Last Updated By Last Updated Usage Update  Delete
PR PR i No resuits found.
HE12545604:8A81C " "® HE12545694:BASIC DODEACDT 06-Aug-2015 Standard
Marked for Deletion
Lines
Details| Action Line | Informational | Option  Description GostCenter | ConfractType | Cost Gonsraint Unit Quantty  Price Amount (USD)  Pricing Detais Atiachments
5 Changed = 0001 o GPC-Closed Captioning for DoDEA Video Products MC_FP FrP EACH 75 1UsD 7500 T

Total 75.00

Save | [ Printable Page || Back | Step 3 of 3| Submit

14. | Click the Submit button to forward the amendment to the approver for approval. Note the increase in
the funded amount.

Action Buttons — The user has the ability to select one of the following action buttons to complete the
task:

Select the Save button to save the Requisition.

Select the Printable Page button to print a hard copy of the requisition.

Select the Back button to modify the requisition.

Select the Submit button to submit the requisition for approval.

O O O O

[Navigator - Favorites

shop | Requisitions

e )
%@ confirmation
Requisition Amendment HE12545694-001 has been submitted.

To check on this requisition's status, click on the Requisitions tab o look in My Requisitions on the Shop page.

Continue Shopping

15. ‘ The Confirmation screen displays indicating that the amendment has been submitted for approval.

Result

Congratulations! You have successfully completed the requisition amendment. You can now close the forms to
return to the Navigator.
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oL
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Amend a Government Purchase Card (GPC) Purchase Request (PR) — Admin

1.

Start the task using the following Responsibility and menu path to open iProcurement:
» Responsibility: iProcurement Requisitions DoDEA
» Menu: iProcurement Requisitions DoDEA -> iProcurement Home Page

AT
| E-Business Suite

Navigator

Home

13

Personalize

» 7 B2ZR GL Accountant DoDEA

» 7 B2R GL Inquiry DoDEA

» C] DODEA Notifications

» 7] Employes Time User DoDEA

» 7] Fed Admin Budget Analyst DoDEA
» 7] Fed Admin Budget Manager DoDEA
i+ £ Fed Admin Inquiry DoDEA

» 7] Fed Admin System AP DoDEA

» T HR. CSR DoDEA

» E HR Interface Administrator DoDEA
» [ Interface Submittal DoDEA

i+ £ iProcurement Requisition Approver

N |
iProcurement Home Page 4_< 1 )
= T

| Requisition Summary

[ Reports
» [ Limited Timekeeper DoDEA
» 7 Limited Timekeaper DoDEA Ungraded
» [ 02C AR Customer Maintenance DoDEA —
i 7 02C AR Inguiry DoDEA
» 1 02C CA Inguiry DoDEA
» [ 02C CA Order Entry DoDEA
» £ 02C CA Project Manager DoDEA
» ] 02C Maintenance DoDEA
i £ OBIEE Answers DoDEA
» ] OBIEE DE Area Americas DoDEA
» ] OBIEE DB Area Europs DoDEA
» ] OBIEE DB Area Pacific DoDEA
» [ OTL C5R. DoDEA
» P71 OTL Supervisor Approver DODEA <

m

0The Navigator screen may vary for each user; it is based on the responsibilities granted to the user.
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Request
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5b

lavigator . Favorites ..
Shop | Requisiions

Stores | Shopping Lists

Search  GPCPR Go

Stores
GPC PR DoDEA Request
Select this for all Government Procurement Card PR's Select this for all Non-GPC PR's, MIPR's and IAA's

My Requisitions
Full List

i)
Requisition Description Total (USD) | Status Copy Change
HE12545694 GPC-Closed Captioning for DoDEA Video Products 75.00 Approved B B2 2

N

2. | Click the Change icon. The Requisition Amendment Shopping Cart screen displays.

Optionally, if the requisition you wish to amend is not visible in the My Requisition section
complete steps 2 through 5 in the “Amend a Government Purchase Card (GPC) Purchase
Request (PR) — Increase or Decrease” section of this document.

Navigator avonites
Shop | Requisitions

HE 02 Shopping Cart : Total Without Option : 75.00 USD

Save || Amendment Checkout

To add new lines to requisition, Please click Retum To Shopping link. Please click on the Amendment Checkout button to edit requisition header or lines information.

i)
Line tem Description Special Info Contract Type Unit Quantity Price Amount (USD)  Delete
= 000t GPC-Closed Captioning for DODEA Video Products GPG - Mandatory Additional Information FFP EAGH [ 1, UsD 75.00
Total 75.00

3. ‘ Click the Amendment Checkout button. The Requisition Amendment screen displays.

[Navigator .- Favorites

shop | Requisitions

[ )
Review And Submit

Requisition Information Approvals

HE1 02
Cancel || Save || Edit Lines | Step 1 of 3 [ Next

= Requisition Description | GPC-Closed Captioning for DoDEA Video Products
* Reason for Amendment  Update Need By Date

* Indicates required field

4b

Complete the following steps on the Requisition Amendment screen:
a. Enter an explanation for the amendment in the Reason for Amendment field.
b. Click the Edit Lines button to proceed with the checkout process. The Edit Lines screen

displays.

Favorites

Navigator

shop | Requisitions
] = @
Requisition Information Approvals Review And Submit
isiti HE1 02 : Edit Lines
Indicates required field Y
Delivery | Biling Accounts | Attachments
——
Select Lines: | Update || Copy |[ Delete ||
Select All| Select None
Select  Line | Informational Opfion  Exercise Option | Description Urgent Need-By Date Period Of Performance Start Date _ Period Of Performance End Date  Requester Deliver-To Location  Contract Type ' Suggested Buyer
HE1254 TAC1 Q
= om0 GPC-Closed Captioning for DODEA Video Products 02-AUg-2015 0 DODEAQO, F
¥ pioning d = t & t ’ Q Enter one-time address a

@

5. Complete the following steps on the Edit Lines screen:
a. Click in the Select field of the Line you wish to update.

b. Click the Update button. The Update Selected Line screen displays.
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Amend a Government Purchase Card (GPC) Purchase
Request
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g

Delivery Billing
Project  MCFP_SM_FASUPT_FY15
eed-By Date Expenditure Type 25230 Other Services
Expendilure Orgenizaiion  HEADQUARTERS
Period Of Performance Start Date & Expenditure ltem Date  06-Aug-2015
Charge Account  701001515D-2015-MC_FP-D400D0477000DD00-6100.900011-252-0.6047-
Period Of Performance End Date [ MCFP_SM_FASUPT_FY15-0-0-0-0
GLDsle  D6-Aug2015 [Fy
Requester X Q [ Partial Funded
Deliver-To Location  HE1254 TAGT Q Funded Value 75
Enter one-fime address Quantity Funded 75
Suggested Buyer Q
Additional Information
 PSCFSC  LO7S Technical representative senvcesiofis supplies, O
Contract Number
CLINSLIN
ACRN
Customer Projest Code
Gustomer Project Text
Notes and Attachments
Note To Buyer
Note To Supplier
Requisition Amendment Line Attachements
Copy for Updte NewlUpdated
[ Add Aftachment__|| [T
Tile. /| Type -~ | Deseription -1~ Gategory -+~ | Last Updated By -+~ | Last Updaisd | Usage .~ | Gopy | Updaie Delefs Tite Type | Descripion Category | Lot Updated By Lest Updated Usage Update | Delele
Undefined Short Text G- C - Mandatory Additional ToSupplier  DODEADO1 06-Aug-2015 OneTime | [ ] No results found.

Information
Marked for Deletion

CG_t))_’ Aoly

6. | Scroll down the Update Selected Line screen and make the appropriate administrative updates.

3

a revision in DAI.

a. In this example, the Need-By Date was changed from 08-Aug-2015 to 15-Aug-2015.
b. Click the Apply button to proceed with the checkout process. The Edit Lines screen displays.

Administrative amendments are performed on requisitions that are approved and obligated.
Administrative amendments have no financial impact. For example, changing the PSC/FSC
code on a purchase request is considered to be an administrative amendment and will not cause

Navigator . Favorites

Shop | Requisiions
Requisition Information Approvals

Requisition Amendment HE12545694-003 : Edit Lines

* Indicates required field

Delivery | Biling | Ascounts | Attachments

setect Lines: | Updste || Copy || Deete | (17
Select All| Select None
Select. Line Informational  Option  Exercise Option  Description

M = o001 O

Urgent  Need-By Date

15Aug20151 [ 7Y

Period Of Performance Start Date  Period Of Performance End Date | Requester

GPC-Closed Captioning for DoDEA Video Products [m] @ DODEADD! Q

Review And Submit

Apply

Deliver-To Location Contract Type | Suggested Buyer
HE12S4TACT Qoo a

Enter one-time address
m_» Apply

7. |Click the Apply button to return to the Requisition Amendment screen.

SN
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Amend a Government Purchase Card (GPC) Purchase Bﬂf
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[Navigator .. Favorites

shop | Requistions

] - @
Requisition Information Approvals Review And Submit

i HE1 02
" Indicates required field Cancel || Save || Edit Lines |Step 10f3 [ Next

* Requisition Description ~ GPG-Closed Gaptioning for DoDEA Video Products
* Reason for Amendment  Update Need By Date

8. |Select the Next button to proceed with the checkout process. The Checkout: Approvals and Notes
screen displays.

[Navigator - Favorites

Shop | Requistions:

Requisition Information Approvals Review And Submit

Checkout: Approvals and Notes

Based on your approval authoriy, this requisition does not require approval by others. Save || Submit || Back | Step20f3 | Next

Approvals
Manage Approvals

[E—* No Approvals Required

Notes
Justifiation Note To Buyer

NewlUpdated Attachments in Amendment

Add Attachment _ | | [
Tie Type Descrption Category Last Updated By Last Updaied Usage Update Delete

Na resuls found,

Marked for Deletion

Save | Submit | [ Back | Step 20f3 [ Next

9. |Approvals — The approver name is pre-populated based on the approval hierarchies. In this example,
there are no approvals required because it is set up as self-approval.

10. |Add Attachments — Select this to attach any documentation that you obtained prior to creating this
requisition in DAI. Include documentation required for the approver to approve the requisition. If you
have any questions regarding the type of documentation needed to attach in DAI, please contact your

Budget Office.
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Amend a Government Purchase Card (GPC) Purchase Bﬂf

Request

Defense Agencies Initiative

Shop | Requisitions

Add Attachment
Cance] || Add Another | Agply

Add | Deshtop Filel Tet/ URL [v]

Aftachment Summary Information

The
Description
Category | Attachmentto Prnt[v]

Type @ Fiie Sromse..
OURL

© short Text :

O Long Text

Define Attachment

11. |On the Add Attachment screen, you can add a Title, Description, and Category for the attachment file.
By selecting the “Attachment to Print” in the Category field, your uploaded attachments will be generated
as part of your approved requisition document in the Attachments section.

12. | You can upload a file by browsing for the document, enter a URL, or type additional notes in the Short or
Long Text fields.

13. |Once you have uploaded all necessary attachments, click the Apply button to attach the files and return
to The Checkout: Approvals and Notes screen.

Requisition Informstion Approvals Review And Submit

Checkout: Approvals and Notes
Based on your approval zu <4

roval suthorty, this requisition does not require approval by others. Gave | Submit | [ Back | Step 20¢3 | Newt

Approvals
Manage Approvals

B Mo Approvels Requred

Justifization Note To Buyer

New/Updated Attachments in Amendment

o Atachment. || ]
Tite Tipe Deserpion cetegoy Cost Updated B Last Updtsd Usege = bete
o results found

Marked for Deletion

Save || Submit || Back | Step 2013 | Next

14. | To continue with the checkout process, click the Next button. The Checkout: Review and Submit
Requisition Amendment screen displays.
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Amend a Government Purchase Card (GPC) Purchase Bﬂf
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Shop | Requisitions

5 5 ]
Requisition Information Approvals Review And Submit

Checkout: Review and Submit Requisition Amendment
Save || Printable Page || Back | Step 3 of 3| Submit

Requisition HE12545694-002: Total 75.00 USD : Total Without Option 75.00 USD

Created By DODEA0O1, Funded Amount Total 75
Creation Date ~ 06-Aug-2015 10:56:11 Change In Funded Amount Total 0
Description ~ GPC-Closed Captioning for DoDEA Video Products
Reason for Amenament ~ Update Need By Date

Justification

Attachments

Attachments on Conformed Document New/Updated Attachments in Amendment

= =

Tite A Type | Description A Category 7  Last Updated By £ Last Updaied - Usage | Update | Delete Title Type  Descripton  Category | LastUpdated By Last Updated Usage | Update = Delete

PR HE12545694:1  File PR HE12545694:1 DODEAQDT 06-Aug-2015 Standard No results found.

PR 5 , Marked for Deletion

HE12545604:8A9IC 1 HE12645694:BASIC DODEADOT 06-Aug-2015 Sandard |
Lines
i)
Deails| Action Line Informational | Gption | Description Gost Center | Contract Type Gost Constraint Unit Quantity  Price Amount (USD) | Pricing Details Attachments
> Changed = 0001 u} GPC-Closed Captioning for DoDEA Video Products MC_FP FFP EACH 75 1UsD 75.00 s

Total 75.00

‘Save |[ Printable Page || Back | Step 3 of 3| Submit

15. | Click the Submit button to forward the amendment to the approver for approval. Note that there is no
change to the funded amount.

Action Buttons — The user has the ability to select one of the following action buttons to complete the
task:

Select the Save button to save the Requisition.

Select the Printable Page button to print a hard copy of the requisition.

Select the Back button to modify the requisition.

Select the Submit button to submit the requisition for approval.

O O O O

Navigator . Favorites

shop | Requisitions
e .

@ confirmation

Requisition Amendment HE12545694-002 has been submitted

To check on this requisition's status, click on the Requisitions tab or look in My Requisitions on the Shop page.

Continue Shopping

16. | The Confirmation screen displays indicating that the amendment has been submitted for approval.

Result

Congratulations! You have successfully entered and submitted an administrative amendment. You can now
close the forms to return to the Navigator.

P2P_Work_Instruction_Amend a Government Purchase Card (GPC) Purchase 16
Request



Request

Amend a Government Purchase Card (GPC) Purchase Bﬂf

Defense Agencies Initiative

View Amendment History

1. Start the task using the following Responsibility and menu path to open iProcurement:
» Responsibility: iProcurement Requisitions DoDEA
» Menu: iProcurement Requisitions DoDEA -> iProcurement Home Page

AT
| E-Business Suite

Home

13

Navigator
Personalize

» 7 B2ZR GL Accountant DoDEA

» 7 B2R GL Inquiry DoDEA

» C] DODEA Notifications

» 7] Employes Time User DoDEA

» 7] Fed Admin Budget Analyst DoDEA
» 7] Fed Admin Budget Manager DoDEA
i+ £ Fed Admin Inquiry DoDEA

» 7] Fed Admin System AP DoDEA

» T HR. CSR DoDEA

» E HR Interface Administrator DoDEA
» [ Interface Submittal DoDEA

i+ £ iProcurement Requisition Approver

N |
iProcurement Home Page 4_< 1 )
= T

| Requisition Summary

[ Reports
» [ Limited Timekeeper DoDEA
» 7 Limited Timekeaper DoDEA Ungraded
» [ 02C AR Customer Maintenance DoDEA —
i 7 02C AR Inguiry DoDEA
» 1 02C CA Inguiry DoDEA
» [ 02C CA Order Entry DoDEA
» £ 02C CA Project Manager DoDEA
» ] 02C Maintenance DoDEA
i £ OBIEE Answers DoDEA
» ] OBIEE DE Area Americas DoDEA
» ] OBIEE DB Area Europs DoDEA
» ] OBIEE DB Area Pacific DoDEA
» [ OTL C5R. DoDEA
» P71 OTL Supervisor Approver DODEA <

m

0The Navigator screen may vary for each user; it is based on the responsibilities granted to the user.
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Request

Amend a Government Purchase Card (GPC) Purchase Bﬂf

Defense Agencies Initiative

avigator . Favorites

Store:

gearch  GPCPR Go
o @
GPC PR DoDEA Request
Select this for all Government Procurement Card PR's Select this for all Non-GPC PR's, MIPR's and IAA's

My Requisitions

[ =
2> Full List

The iProcurement Home Page displays and defaults to the Shop tab.

2. |Click the Requisitions tab or Full List button to display additional requisitions. The Requisitions screen
displays.

Navigator . Favorites -

Shop | Requisitions

Requisitions | Notfications | Approvals
Requisitions
Search

Views

View | All My Requisitions Go

@ Indicates requisition with a pending change request.

3. | Click the Search icon button. The Requisition screen displays.

Optionally, if the requisition you wish to amend is visible on the Requisition screen, you may click
the Requisition link to view the requisition details, and proceed to step six. The requisition’s
information displays.

Mavigator .-  Favorites -

Requisitions
Requisitions | Nofifications | Approvals
Requisitions: Requisitions =

Requisitiuns Search
Enter search criteria and press the Go button to find the requisitions.

* Requisition Type All MIPR Reference Number Q,
Requisition Created By ~ DODEADD1, Q, Requester Q,
[ include people from all organizations [ include people from all organizations
Requisition Created Last 7 Days Requisifion Status All Statuses
Requisition Number HE1254654 Q, ° Regquisition Description
Award Number Q Supplier Q
Issuing Office Q, Priority Code
Suggesited COTR Office Address Qb Suggested Award
Suggested COTR Office Contact Name Q, PR Line Status
MIPR Requesting Office Q,
MIPR Assisting Office Q

4. | Complete the following steps on the Requisition screen:

a. Click the Clear button to clear the default search value.
b. Enter the Requisition Number in the field.

c. Click the Go button to search for the requisition.

To view amendments, search for the original Requisition Number. The Requisition Number
field will not recognize amendment numbers.
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Request

Amend a Government Purchase Card (GPC) Purchase Bﬂf

Defense Agencies Initiative

Shop | Re
Requisitions | Notifications | Approvals
Requisitions: Requisitions >

s

Requisitions Search

Enter search criteria and press the Go button to find the requisitions. Views
= Requision Type Al MIPR Reference Number Q
Requisition Created By  DODEADO1, Q Requester Q
[ Include people from all organizations O include peaple from all organizations
Requisition Created  Last7 Days Requisition Status Al Statuses
Requisition Number HE 12545604 Q Requisition Description
Award Number Q Suppiier Q
Issuing Office Q Priority Code
Suggested COTR Office Address Q Suggested Award
Suggested COTR Office Contact Name Q PR Line Status
MIPR Requesting Gffice Q
MIPR Assisting Office Q
Go Clear
Select Requisilion Go | IE
Select| Requisition Description Total  Quantity Qiy Delivered Qy Cangelled Open Quantity Creation Date 2% Requisition Type Status &5 Award
O HE12545694 GPC-Closed Captioning for DoDEA Video Products 75.00 USD 75 0 0 75 06-Aug-2015 08:46:29 PR Approved

5. |The Requisition screen displays. Click the Requisition link to view the requisition details. The
requisition’s information displays.

Navigator .. Favorites -

Shop | Requisitions
Requisitions | Nofifications | Approvals
Requistions: Requisitions >  Requisitions Search >

Requisition HE12545694 : Total Without Option : 75.00 USD
Copy To Cart

Description  GPC-Closed Captioning for DoDEA Video Products
Created By  DODEA0O, Status
Creation Date  06-Aug-2015 08:46:29
Deliver-To  DOD EDUCATION ACTIVITY 4800 MARK CENTER DRIVE ATTN: SUITE
05E08 ALEXANDRIA,VA,22350-1400

Approved
Amendment History ~ Yes
Urgent Requisition  No

Justification Note to Buyer

Requisition Type PR

6. |Click the Yes link for the Amendment History. The Amendment History screen displays.

Navigator . Favorites
shop | Requisitions
Requisitions | Nofifications | Approvals
Requisiions: Requisitions >  Requisitions Search >  Requisition HE1 2645694 - Total Without Option : 75.00 USD >
Requisition HE12545634 Amendment History
View All Changes | [ OK

)
Document Number Description Siatus Creation Date Approval Date Update

HE12545694-002 GPC-Closed Captioning for DaDEA Video Products Approved 06-Aug-2015 10:56:11 06-AUG-2015 11:13:30 3
HE12545694-001 GPC-Closed Captioning for DaDEA Video Products Approved 06-AUg-2015 10:42:54 06-AUG-2015 10:48:21 oo
HE12545694 GPC-Closed Gaptioning for DODEA Video Products Approved 06-Aug-2015 08:46:29 06-Aug-2015 10:04:46

View All Changes | [ OK

7. |Click the Review Changes icon for Amendment 001 to view the increase in funding. The Amendment
Comparison Result screen displays.
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Ame

Request

nd a Government Purchase Card (GPC) Purchase Bﬂf

Defense Agencies Initiative

Regquisition HE12545694 Amendment Comparison Result

Show Previous Amendment Changes

Comparisans are sorted by Amendment, Line and Distribution

i)
Field | Changed
Amendment  Line ltemiJob Distribution Attered J|From  Changed To
HE12545694- gop1 2IP Coge| 223501400
b 22455 ago1 Country us
HE12545694 ngot Quantiy |50 5
Hidden <SHIP_TO_LOCATION_ID>44337</SHIP_TO_LOCATION_ID>=<LOCATION_NAME=HE 1254 TAC1</LOCATION_NAME=<ADDRESS_LINE_1>D0D EDUCATION ACTIVITY</ADDRESS_LINE_1><ADDRESS_LINE_2>4300 MARK
HE12548694- 00 shipto CENTER DRIVE</ADDRESS,_LINE_2><ADDRESS, LINE_3>ATTN: SUITE
001 address 05E03</ADDRESS_LINE_3> <CITY>ALEXANDRIA=ICITY> <REGION_2-VA/REGION_2><REGION2_DESC=Virginia</REGION2_DESG-<COUNTRY>US</COUNTRY=<COUNTRY_NAME=United
ol States=/COUNTRY_NAME><POSTAL_CODE>22360-1400</FOSTAL CODE>
et g, st DD SDUCATION ACTNITY 4520 MARK CENTER DRIVE ALEXANDRIA VA US_GLE, 223001103
HE12545604- Funded
e 0001 1 aaed Js0 75
HE12545694 ago1 1 Quantty fso 75
HE12545684- Quantiy
5 0001 1 vl 75

A 4

I Retum I I Export I

8.

Compare the Amendment 001 values in the Comparison From fields to the values in the Changed To
fields.

9.

Optionally, click the Export button to export the data to Excel.

10.

Click the Return link. The system returns to the Amendment History screen.

Navigator

Favorites

Shop | Reaquisitions
Requisitions | Notifications | Approvals
Requisitions: Requisitions > Requisitions Search > Requisition HE 12545694 - Total Without Option : 75.00 USD >

Requisition HE12545694 Amendment History

View All Changes | [ OK

i)

Document Number Description Status Creation Date Approval Date Update
HE12545694-002 GPC-Closed Captioning for DaDEA Video Products Approved 06-Aug-2015 10:56:11 06-AUG-2015 11:13:30 =3

HE12545694-001 GPC-Closed Captioning for DoDEA Video Products Approved 06-AUg-2015 10:42:54 06-Aug-2015 10:49:21 o

HE12545604 GPC-Closed Captioning for DaDEA Video Products Approved 06-Aug-2015 08:46:29 06-AUg-2015 10:04:46

View All Changes || OK

11.

Click the Review Changes icon for Amendment 002 to view the administrative change. The Amendment
Comparison Result screen displays.

[Navigator

Requisitions.
Requisitions

i)
Amendment Line ItemiJob Distribution Field Altered Changed From Changed To
HE 12545694-002 0001 Need-By Date 08-AUG-2015 00:00:00 15-AUG-2015 11:06:17

Favorites

shop | Requisitions

Notifications | Approvals
Requisitions >  Requisitions Search >  Requisition HE 12545694 - Total Without Option - 75.00 USD >  Requisition HE 12545694 Amendment History =

Requisition HE12545694 Amendment Comparison Result

Show Previous Amendment Changes

Comparisons are sorted by Amendment, Line and Distribution.

=]

12.

Compare the Amendment 002 values in the Comparison From fields to the values in the Changed To
fields.
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Amend a Government Purchase Card (GPC) Purchase
Request

Defense Agencies Initiative

g

13. |Optionally, click the Export button to export the data to Excel.

14.

Click the Return link. The system returns to the Amendment History screen.

Navigator

Shop.

Favorites

Requisitions

Requisitions | Nofifications | Approvals
Requisiions: Requisitions > Requisitions Search >  Requisition HE1 2545804 - Total Without Option : 75.00 USD >

Requisition HE12545694 Amendment History

View All Changes || OK

fi)
Document Number Description Status Creation Date Approval Date Review Changes Update
HE12545694-002 GPC-Closed Captioning for DoDEA Video Products Approved 06-AUg-2015 10:56:11 06-AUg-2015 11:43:30 o
HE12545694-001 GPC-Closed Captioning for DoDEA Video Products. Approved 06-Aug-2015 10:42.54 06-Aug-2015 10:49:21 oo
HE12545694 GPC-Closed Caplioning for DoDEA Video Products Approved 06-Aug-2015 08:46:29 06-Aug2015 10:04:46
View Al Changes || OK
Navigator . Favorites
Shop | Requisitions.
Requisitions | Notfications | Approvals
Requisitions: Requisitions >  Requisitions Search >
Requisition HE12545694 : Total Without Option : 75.00 USD
Copy To Cart || Change
Description  GPC-Clesed Captioning for DoDEA Video Products
Created By DODEA0O1,
Creation Dale  06-Aug-2015 08:46:29 Armendment j‘;x‘; foprores
DeliverTo  DOD EDUCATION ACTIVITY 4800 MARK CENTER DRIVE ATTN: SUITE roont Requston e
05E08 ALEXANDRIA,VA, 223501400 o o f &
Jusification ote to Buyer
Requisition Type PR
Attachments
Attachments on Confermed Document
i)
Title A Type o™ Deseription A% Category.~~ Last Updated By~ Last Updated 2~ Usage 2 Update Delete
PR HE12545694:BASIC File PR HE12545694:BASIC P2P System Attachment DODEAQD 06-Aug-2015 Standard Vi
PR HE12545694:1 File PR HE12545604:1 P2P System Attachment DODEAOD1 06-Aug-2015 Standard v
PR HE12545694:2 File PR HE12545694:2 P2P System Attachment DODEAQD 06-Aug-2015 Standard V4
i)
Period Of Performance | Period Of Performance Contract Qty Qty Open Amount Pricing | Line MIPR
Line | Informational Description Need-By Start Date End Date Deliver-To Type Unit  Quantity  Delivered Cancelled Quantity | Price (USD) Option Details Defails  Status  Award Type
GPC-Closed Captioning for . HE1254
=001 O e 15-Aug-2015 11:06:17 5 FFP EACH 75 00 75 1USD, 75.00
Total 7500
Return Copy To Cart

17.

Optionally, click the Attachments links to review the supporting material.

18.

After reviewing the requisition Details, click the Return link.
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Request

Amend a Government Purchase Card (GPC) Purchase Bﬂf

Defense Agencies Initiative

Shop | Reaquisitions
Requisitions | Notifications | Approvals
Requisitions: Requisitions >

Requisitions Search

Enter search criteria and press the Go bution to find the requisitions. Views
= Requisiton Type Al [¥] MIPR Reference Number Q
Requisition Created By ~ DODEAQOT, Q Requester Q
[ Include people from all organizations O include peaple from all organizations
Requisiion Created  Last7 Days [v] Requisition Status Al Statuses v

Requisition Description
Supplier Q
Priority Code 53]
Suggested Award

Requisition Number ~ HE12545694
Award Number
Issuing Office
Suggested COTR Office Address

PPEPLPPP

Suggested COTR Office Contact Name PR Line Status Iv]
MIPR Requesting Gffice
MIPR Assisting Office
Go Clear
Select Requisition [¥] [0 I
Select Requisttion 2.~ Description Total  Quantity iy Delivered Qty Cancelled Open Quanity  Creation Date ¥ Requisition Type Status &5 Award
D HE12545694 GPC-Closed Captioning for DoDEA Video Products 75.00 USD 75 0 0 75 06-Aug-2015 08:46:29 PR Approved

19. |The system returns to the Requisitions Search screen.

Result

Congratulations! You have successfully viewed a requisition’s amendment history. You can now close
the forms to return to the Navigator.
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