AT Procure to Pay (P2P)
Da

Create a Government Purchase
Card (GPC) Purchase Reguest

R12 Work Instruction



Create a Government Purchase Card (GPC) Purchase
Request

Defense Agencies Initiative

g

Document Control

Change Record

Date Author

02-Jul-2015 Jacki Warren

Version

1.0

Change Reference

No previous document

|
Reviewers

Date

Name

Position

|
Distribution

Copy No. Name

1 Create a GPC Purchase Request

Location

DEPS

Note To Holders:

If you receive an electronic copy of this document and print it

out, please write your name on the equivalent of the cover page,
for document control purposes.

If you receive a hard copy of this document, please write your name on
the front cover, for document control purposes.

P2P_Work_Instruction_Create a Government Purchase Card (GPC) Purchase Request i



Create a Government Purchase Card (GPC) Purchase Bﬂf

Request

Defense Agencies Initiative

TABLE OF CONTENTS

DIOCUMENT CONTROL «.ttttteeeeeauutttteeeesasaustetteeaeaesauseeteeeeeasaunseaeeeeeeaaaaanba e e e eeeaaannbeeeeeeeeeaaaasseeeeeeeesaasnsaeeeeeeeaaaannsaneeeessanannnes
Business Process Description
CREATE A GOVERNMENT PURCHASE CARD (GPC) PURCHASE REQUEST (PR)

P2P_Work_Instruction_Create a Government Purchase Card (GPC) Purchase Request Pii



Request

Create a Government Purchase Card (GPC) Purchase Bﬂf

Defense Agencies Initiative

Business Process Description

The Department of Defense (DoD) uses a Government Purchase Card (GPC) Purchase Request (PR) to
acquire goods from Defense Agencies (or Departments), other Federal Agencies, and Commercial
Vendors. In the GPC process, the requesting Agency will create a PR and commit funds upon final
approval within DAI. Once approved and signed by the Funds Certifier, an electronic order (e-Order) is
automatically created in U.S. Bank through the AXOL interface. Once the statement has been certified by
the Billing Official in US Bank at the end of each billing cycle, the obligation will be automatically created
in DAI through the AXOL interface.

%/ Throughout this document, you see fields that can be populated via a List of Values (LOV); either
by clicking on the flashlight icon, a drop-down arrow, or the calendar icon. Whenever a required
(or optional) data field has an LOV associated with it, you should use it, rather than attempting to
manually type in the information — regardless of how short the input or response.

Trigger
» Perform this procedure when you want to procure goods using the Government Purchase Card.

Prerequisites
» Valid project and task data must exist in DAI.
» User must be assigned as a Key Member to one or more projects.

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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Create a Government Purchase Card (GPC) Purchase Request (PR)

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

»» [ B2R GL Accountant DoDEA

» £ B2R GL Inquiry DoDEA

» ] DODEA Notifications

» 7] Employes Time User DoDEA

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

» 7] Fed Admin System AP DoDEA

» T HR CSR DoDEA

» 7 HR Interface Administrator DoDEA
» [ Interface Submittal DoDEA

i+ £ iProcurement Requisition Approver

L y L
—(D
|= Reguisition Summary ~

[ Reports
» £ Limited Timekeeper DoDEA
» 7 Limited Timekeaper DoDEA Ungraded
i» [ 02C AR Customer Maintenance DoDEA —
i» [ 02C AR Inguiry DoDEA
» 1 02C CA Inguiry DoDEA
» [ 02C CA Order Entry DoDEA
» 71 02C Ca& Project Manager DoDEA
» [102C Maintenance DoDEA
i £ OBIEE Answers DoDEA
»» ] OBIEE DB Area Americas DoDEA
» 7] OBIEE DB Area Europs DoDEA
» ] OBIEE DB Area Pacific DoDEA
» [ OTL C5R. DoDEA
» 771 OTL Supervisor Approver DODEA <

m

‘{}The Navigator screen may vary for each user; it is based on the responsibilities granted to the user.
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iProcurement

Navigator .-  Favorites -

Shop | Reqguisitions
Stores | Shopping Lists

Search  GPCPR =] Go

Stores

elect this 1or all Government Procurement Card PR's

Select this for all Mon-GPC PR's, MIPR's and |1AA's
My Requisitions

i)
Requisition Description
HE1254565 Computer Screen Protectors/Computer Stand

2. | Click the GPC PR link.
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Navigator .- Favorites

Regquisitions
Stores  Shopping Lists

GPC PR
* Indicates required field

Item Type
* Item Description

Goods billed by quantity (i)

GPC-Closed Captioning for
DoDEA Video Products

3

Agreement Number
Supplier Name

Site

Contact Name

U.S. BANCORP

Shopping Cart
Clear All || Addto Cart || Add to Favorites Your cart is empty.
Q,
LOC006213482 Q,

= Category  GOVT PURCHASE CAR Q@ Phone
* Contract Type  FFP ~] Supplier ltem
Cost Constraint =
* Quantity 50
* Unitof Measure  EACH Q,
* Unit Price 1
Cumrency USD
Extended Price 50 8
{ Extanded Price = Quantity * Unit Price )
GPC - Mandatory Additional Information
* Card Holder and 12 Digit Card 1D CAVANAGH_DANIEL_127525698122 ﬂ * Enter Merchant name if known Automatic Sync Technolc

Additional Information

* PSCIFSC

Contract Number
CLIN/SLIN

ACRN

Customer Project Code
Customer Project Text

LO75 Technical representative services/office supplies. Q @

3. Item Description — Enter an item description in the free form field.

4, Category — Accept default value of Government Purchase Card.

5. Contract Type — Accept default value of FFP (Firm Fixed Price).

6. Quantity — Enter the total dollar amount of the items being purchased to include the shipping costs.
GPC requisitions will only contain one line item.

7. Unit of Measure — Enter the appropriate Unit of Measure or click the magnifying glass icon to search

and select from the List of Values (LOV).

Unit Price — Enter 1 in the Unit Price field.

Card Holder and 12 Digit Card ID — Select the appropriate Cardholder from the drop-down list.

10. | Enter Merchant name if known — Enter the merchant name providing the goods being purchased.

11. | PSC/FSC (Product Service Code/Federal Supply Code) — Enter the appropriate PSC/FSC or click

the magnifying glass icon to search for and select one from the List of Values (LOV).
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Mavigator - Favorites .-

Shop | Requisitions
Stores = Shopping Lists

GPC PR
* Indicates required field

Item Type
* ltem Description

* Category

* Contract Type
Cost Constraint

* Quantity

* Unit of Measure
* Unit Price

Currency
Extended Price

Additional Information

* PSCIFSC

Contract Number
CLIN/SLIN

ACRN

Customer Project Code
Customer Project Text

* Card Holder and 12 Digit Card ID

Goods billed by quantity (i)
GPC-Closed Captioning for
DoDEA Video Products
GOVT PURCHASE CAR @,

FFP

50
EACH Q,
1
usD
50
( Extended Price = Quantity * Unit Price }

GPC - Mandatory Additional Information

LO75 Technical representative services/office supplies. Ck

CAVANAGH_DANIEL_127525638123

Agreement Number
Supplier Name
Site

Contact Name
Phone
Supplier ltem

* Enter Merchant name if known

Clear All

U.5. BANCORP
LOC006213482

Clear Al

Add to Cart | Add to Favorites

Q
Q

Automatic Sync Technole

Add to Cart || Add to Favorites

Shopping Cart

Your cart contains 1 line

Recently Added Lines

GPC-Closed 50 EACH
0001 Capt

View Cart and Checkout

12. |Click the Add to Cart button to place the item in the shopping cart.

a. Repeat the previous steps starting with the Item Description selection to place additional items
in your shopping cart. Optionally, you can modify the existing fields and click the Add to Cart
button to add additional items to your shopping cart.

b. Click the View Cart and Checkout button once your shopping cart contains the appropriate

items.
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Navigator .. Favorites -

Shop | Requisitions

Shopping Cart : Total Without Option : 50.00 USD

Move = Save Checkout

Line Item Description Special Info Contract Type Unit Quantity Price Amount (USD) Delete
= 0001 GPC-Closed Captioning for DoDEA Video Products GPC - Mandatory Additional Information FFP EACH 50 1 USD 50.00 @
Total 50.00

[ Check for MIPR or 14A

Return to Shopping

Move | Save = Checkout

: N

\

C

13. |The Shopping Cart screen is used to display all items in your shopping cart.

a. Click the Checkout button to transfer the lines from the shopping cart onto the PR funding
document and proceed with the checkout process.

b. Optionally, complete the following steps on the Shopping Cart screen to modify the items that
appear in your shopping cart:
e Click in the Quantity or Price fields to modify the quantity or price.
e Click the Delete icon to remove a line item from the shopping cart.
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Navigator Favorites

Shop | Requisitions

Requisition Information Approvals

Requisition Number  HE12545684
Edit Reguisition Number
* Requisition Description GPC-Closed Captioning for DoDEA Video Products

Review And Submit

Checkout: Requisition Information
* Indicates required field

Cancel || Save || EditLines Step 1of3 | Next

Addresses I '\@

i)

Show All Details | Hide All Details

Details Address Type Location Address Code Contact

3 Requesting Office HE1254 TAC1 Q, HE1254 Q, DEVINE, JACKEY Q,
> Issuing Office HE1254 TAC1 Q, HE1254 Q, DEVINE, JACKEY Q,
3 Suggested COTR Office HE1254 TAC1 Q, HE1254 Q, DEVINE, JACKEY Q,
by Suggested Property Administration Office HE1254 TAC1 Q HE1254 QQ DEVINE, JACKEY Q

DAl Request Attributes

* Statutory Authority — NFA &

14.

Requisition Number — The requisition number auto-populates based on the Area Office where the user
is located and is comprised of the following components [Area Office DoDAAC + Last digit of the Fiscal

Year + System Generated Requisition Number (sequence)]. In this example the document number is
HE12545694 and is comprised of the following:

1. Headquarters DODAAC — HE1254

2. Last digit of the Fiscal Year — 5

3. System Generated Requisition Number (sequence) — 694
Requisition Description — The Requisition Description field is used to describe the entire purchase
(header level). This field auto-populates with the value entered in the item description field. Enter a
description that reflects the entire purchase request and not a specific line item, if applicable.

15.

Addresses — This section contains Department of Defense Activity Address Codes (DoDAAC) related to
the Requisition. Fields in this section are blank by default, unless the user that is logged in to DAI has
set up default addresses as part of their personal preferences.
Each field in this section has a magnifying glass icon; you can click the icon, enter a partial value, and
select the appropriate address from the list of values or enter the appropriate value directly in the
following fields:
e Requesting Office — This is the actual location that is procuring goods. This value populates the
“From” block on the funding document.
e Issuing Office — Enter the appropriate Area Office DoDAAC for the Area issuing the requisition.
e Suggested COTR Office — Enter the appropriate Area Office DoDAAC of the Contracting
Officer Technical Representative.
e Suggested Property Administration Office — Enter the appropriate Area Office DoODAAC of
the Property Administration Office.

16.

Statutory Authority — Enter N/A.
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Delivery

Meed-By Date

Period Of Performance Start Date

Period Of Performance End Date

* Requester
* Deliver-To Location

Sugogested Buyer

L] Urgent
03-Aug-2015 00:00:00 E‘"@ 4—@
(example: 22-Jul-2015 18:45:00)

&
(example: 22-Jul-2015 18:45:00)

&
(example: 22-Jul-2015 18:45:00)
DODEADDT, Q,

Q,

HE1254 TACH
Enter one-time address

Q

17. | Delivery — The Delivery Section is where you define the Need-By Date for goods procured. Enter the

necessary.

are being purchased.

date or click the calendar icon to select a date from the calendar. The required fields in the Delivery
section auto-populate based on the system date and user profile. Modify the required fields, if

Period of Performance — This will remain blank for a GPC purchase request because only goods
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Billing
@ Project  MCFP_SM_FASUPT_Fy Q
* Task 8100 SM/FA SUPPORT, @ e
* Expenditure Type 252.30 Cther Services -, G
* Expenditure Organization HEADQUARTERS \%
* Expenditure Item Date 06-Aug-2015 I'_f""@ e
Charge Account QE?S :IBCI: 1 51-5ILZJ-—2EI‘15—[‘.-1C_FP—DdDDDDd?TDODDODD—m 00.900011-252-0-6047-
MCFP_Shl_FASUPT FY15-0-0-0-0
GLDate  06-Aug-2015 [y
Cancel || Save || EditLines |Siep 1073 | Next
18. |Billing — Enter the appropriate POET (Project, Organization, Expenditure Type and Task)
information directly in the following fields or search using the list of values:
a. Project — Enter the appropriate Project or click the magnifying glass icon and select from the
list of values. (Also known as the ORC Code).
b. Task — Enter the appropriate Task or click the magnifying glass icon and select from the list of
values. (Also known as the P-Code).
c. Expenditure Type — Enter the appropriate Expenditure Type or click the magnifying glass
and select from the list of values. Validation performed for Expenditure Type to Product
Service Code. (Also known as the Object Class).
d. Expenditure Organization — Enter the appropriate Expenditure Organization for the location
benefiting from the goods being purchased.
e. Expenditure Item Date — Enter today’s date or click the calendar icon to select today’s date.
f.  GL Date — Accept today’s date as the default.
e Charge Account field does not require manual updates as it is automatically populate
% The Charge A t field d t req | updat t is automatically populated
based on the POET information provided.
19. |To continue with the checkout process, click the Next button. The Approvals and Notes screen
displays.
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[Navigator - Favorites

Shop | Requisitions
L 0
Requisition Information Approvals Review And Submit

Checkout: Approvals and Notes
Based on your approval authority, this requisition does not require approval by others. Save | [ Submit | [ Back | Step 2013 [Next

Approvals
Manage Approvais
[E—* No Approvals Reauircd e

Justiation Note To Buyer

NewlUpdated Attachments in Amendment

Add Atiachment... | | [
Tyee Desoription Category Last Updated By Last Updaied Usage Update Delete

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

20. |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.

21. |Add Attachments — Select this to attach any documentation that you obtained prior to creating this
requisition in DAI (i.e., approved 8052 form). Include documentation required for the approver to
approve the requisition. If you have any questions regarding the type of documentation needed to
attach in DA, please contact your Budget Office.

Add Attachment

Gancel || Add Another || Apply

Te
Description
Ctegory  Attchment to Pt [v]

Type @ Fiie [ Browse..
OuRL
O Short Text

Add | Desktop Filel Text/ URL [v/]

Define Attachment

Long Text

22. |Onthe 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.

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

24. | Once you have uploaded all necessary attachments, click the Apply button to attach the files and return
to The Checkout: Approvals and Notes screen.
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[Navigator - Favorites
shop | Requistions.
Requisition Information

Checkout: Approvals and Notes
Based on your approval authority, this requisition does not require approval by others.

Approvals

[E—* No Approvals Required

Notes

Justiation

NewlUpdated Attachments in Amendment

Add Atiachment... | | [
Tie Type Descrption
No resuts found

Marked for Deletion

Approvals

Note To Buyer

Lest Updated By Last Updated

Review And Submit
) ) ) oo [ % @

Manage Approvals

Update Celete

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

25. | To continue with the checkout process, click the Next button. The Review and Submit screen displays.

[Navigator . Favorites

shop | Requisitions

Requisition Information

Checkout: Review and Submit Requisition

Requisition HE12545694: Total 50.00 USD : Total Without Option 50.00 USD

Created By  DODEAOD1,

Creation Date  06-Aug-2015 08:46:2
Description  GPC-Closed Captioning for DoDEA Video Products

Justification

Requisition Attachments

i

Titie Type Deseription

No results found_

Lines

i)

Details Line Informational  Option | Description

> = 0001 =] GPC-Closed Captioning for DoDEA Vided Products

Approvals

Funded Amount Total 50
Last Updated By Last Updated

Cost Canter Contract Type Cost Constraint Unit Quantity

MC_FP P EACH 50

]
Review And Submit

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

Update Delete. e

Amount (USD) Pricing Details Attacnments

50.00

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

26. |To forward the purchase request to the Funds Certifier/Authorizing Official for approval click the Submit

button.

following 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.

Action Buttons — The user has the ability to select one of the following actions buttons to complete the
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[Navigator . Favorites -

snop | Requisitions

] N
@ confirmation

Requisition HE12545694 has been submitted

To check on this requisition's stalus, click on the Requisitions tab or lock in My Requisitions on the Shop page.
@—' Continue Shopping

27. |The Confirmation Page displays after you submit the requisition. Click the Continue Shopping button to
return to the iProcurement Stores page.

Results

Congratulations! You have successfully created and submitted a Government Purchase Card (GPC)
Purchase Request (PR) for Approval. You can now close the forms to return to the Navigator.
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