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Business Process Description

A user may set up requisition preferences and defaults as needed in DAIL. Once the defaults are
established, certain fields throughout DAI will populate automatically with values based on the user’'s
preferences.

% Throughout this document, there are data fields which can be populated via a List of Values
(LOV); either by clicking on the magnifying glass icon, a drop-down arrow, or a 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.

Prerequisites
» There are no prerequisites.

Responsibility
» iProcurement Requisitions DoDEA

Menu Path
Use the following menu path(s) to begin this task.

» iProcurement Home Page
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Setting up Requisition Preferences

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

WI E-Business Suite f o I Logged In As WADE.KRISTIN.RHOADS
=

Home

Navigator ~

Personalize

» B 53R 6L Inquiry DoDEA

»im Cost Management DoDEA

¥ B popEA Notfications

B9 Feq agmin Budget Manager DoDEA
» Em Fed Admin System AP DoDEA

» B 1R csR DoDEA

4 B9 iprocurement Requisition

DoDEA

I £ iDrocurement Home Page I

|J Requisition Summary

» BB Reports
P B3 imiteq Timekeeper DoDEA
» Em Limited Timekeeper DoDEA Ungraded
» B9 g2 AR Inquiry DoDEA
¥ BB g2c cA Project Manager DoDEA
» B 0z maintenance DoDEA

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

Shop | Requisitions Preferences
Stores °

Search DoDEA Requeslﬂ Go
Stores
Amendment Cart
BC P
GRC PR DoDEA Request Your cart contains 1 line.
Select this for all Government Procurement Card Select this for all Contract PRs and MIPRs
PR's Recently Added Lines
My Requisitions View Cart and Checkout

Fulllist  pyrchasing News
Requisition Description Total (USD) Status Copy Change + Check frequently asked guestions
+ Review purchasing policies

HE1260626288 GPC- Banners for Cafeteria 0.00 Cancelled |FE]
. . ) = This is where the customer puts their own
HE1260623534 GPC- World History Textbooks 0.00 Cancelled |FE] purchasing news ftems (this is an HTML
plugin)
HE1260623583 GPC- AP Environmental Science Books 0.00 Cancelled L‘|j
HE1260623446 GPC- Rory Story Cubes and Books 0.00 Cancelled l-|j
HE1260623438 GPC - HN Culture DVDs - Maeyamada 0.00 Cancelled Lrj

The iProcurement Home Page displays.

2. |Click the drop-down list on the Settings icon and select the Preferences link. The General
Preferences screen displays.

M iProcurement © , £, | LogedInAsWADEKRISTNRHOADS @ %

Shop  Reguisitions

General General Preferences Cancel Resetto Default Apply

Display Preferences
Languages

Access Requests
Current Session Language American Englishﬂ ;_T;

Manage Proxies Default Application Language American Englishﬂ (6]

Accessibility

Application

tures  None v| @
IProcurement Preference M®

Requisifions CLM Defaults Visual

Page Header Display Style Icons Only [~]
Top-level Menu Display Style Links Only ~ @

Access Keys

[] Disable Access Keys
@ TIP Select this check box o disable access keys in all accessibility modes.

3. |Under the Application section, click the iProcurement Preferences link. The iProcurement
Preferences page displays.
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% iProcurement ( ®© % . |  Looged In As WADEKRISTIN.RHOADS (@)
o

Shop Requisitions

£

Genaral iProcurement Preferences Cancel | Apply
* Indicates required field
Display Preferences
Arcess Reguests Shopping
Manage Proxies * My Favorite Store No Preference ﬂ Shopping Search Resulis Layout
@ Search Results Per Page 10 O Grid View
For best perfformance, enter a number between 1 a =
Application * Shopping Search Results Per Page 7 @ ® Faragraph View
. For best performance, enter a number between 1 and 25 [0 Hide Thumbnail Images
iProcurement Preferences Sort Shopping Search Results By No Preference Ascending ﬂ
Reguisitions CLM Defaulis Favorite Lists
Use the Select column to set your primary favorite list.
Select Favorite List: ~ Set as Primary \:"‘
Select “Favorite List Name Primary Delete
Personal Favorites 23]
One Time Address
Add Address Delete Address |
Select Alias “One Time Address Delete
No results found.
4. |Complete the following in the Shopping region:
a. Select a preference for the My Favorite Store from the drop-down menu.
b. Enter the preference for the Search Results Per Page field.
c. Enter the preference for the Shopping Search Results Per Page field.
d. Optionally, select a preference for the Sort Shopping Search Results By field.
Optionally, add or delete entries in the Favorite Lists region.
When you are viewing your favorites, you can move items from one favorite list to another by
selecting the item in your search results and clicking Move.
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Personal Favarites 9

One Time Address

Add Address Delete Address |

Select Alias “ One Time Address Delete

Mo results found.

Delivery Rilling
* Need By Date Offset e Project a
@ * Need By Time  g-gg Task Q

(Exampie: 17:20) Expenditure Type Q
x
Requester | yapE, KRISTIN Q Expenditure Org
2 - - -
Deliver-To Location - 510040510 Q nditure Item Date Offset
@ [] Deliver to subinventory

Subinventory

Q

Favorite Charge Accounts

Use the Select column to set your primary faverite charge account.
[] overide Employee Charge Account

@ TIP iProcurement uses a series of rules to generate charge accounts during checkout. Under certain circumstances, iProcurement gets the charge account from your

Employee record in HR. If you select this checkbox and specify a primary favorite charge account, iProcurement will use your Primary Favorite Charge Account
instead of the Employee Charge Account

i 4

Select ~Nickname DODEA Accounting Flexfield Primary Delete

Mo results found.

5. |Complete the following in the Delivery region:

a. Need By Date Offset — sets the number of days after the current date which is used for the
Need By Date.

b. Need By Time — Sets the time by which the goods or service should be delivered or
performed on the Need By Date.

c. Requester — Defaults to the user’'s DAl user name.

d. Deliver-To Location — Enter the code for the delivery location.

£ Values entered in these fields will automatically default when completing a purchase request.
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Personal Favorites B

One Time Address

Add Address = Delete Address

Select Alias " One Time Address Delete
No results found.

Delivery |_Biting_|

* Need By Date Offset 5 Project
* Need By Time g0 Task
(Example: 17:30) Expenditure Type

.
Requester ywane KRISTIN Q

Deliver-To Location 510040510 Q Expenditure Item Date Offset

[ Deliver to subinventory
Subinventory Q

Favorite Charge Accounts

Expenditure Org

Use the Select column to set your primary favorite charge account.
[0 ©Override Employee Charge Account

@ TIP iProcurement uses a series of rules to generate charge accounts during checkout. Under certain circumstances, iProcurement gets the charge account from your

Employee record in HR. If you select this checkbox and specify a primary favorite charge account, iProcurement will use your Primary Favorite Charge Account
instead of the Employee Charge Account

=+

Select ~ Nickname DODEA Accounting Flexfield Primary Delete

No results found.

6. |Optionally, complete the following in the Billing region:
Enter the POET Project code.

Enter the POET Task code.

Enter the POET Expenditure Type code.
Enter the POET Expenditure Org code.

Values entered in these fields will automatically default when completing a purchase request.

zeoTe
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NI iProcurement ® w L. | Logged In As WADEKRISTIN.RHOADS @

Shop Requisitions

General iProcurement Preferences Cancel || Apply

* Indicates required field
Display Preferences

Access Regquests Shopping
Manage Proxies ” My Favorite Store  No Preference [v| Shopping Search Results Layout
* Search Results Per Page 10 ) Grid View
For best performance, enter a number between 1 and 100, o B Vi
. (® Paragraph View
Application * Shopping Search Results Per Page 7 - grap
For best performance, enter a number between 1 and 25. [] Hide Thumbnail Images
iProcurement Preferences Sort Shopping Search Results By No Preference ﬂ Ascending ﬂ
Requisitions CLM Defaults Eavorite Lists
Use the Select column to set your primary favorite list
Select Favorite List: Setas Primary | =%
Select " Favorite List Name Primary Delete
Personal Favorites Eq
One Time Address
Add Address  Delete Address |
Select Alias * One Time Address Delete

Mo results found.

Delivery Billing

7. |Click the Apply button to save the selected preferences.

” iProcurement ® * 'a' - | Logged In As WADE.KRISTIN.RHOADS

8hop Requisitions

Ey Confirmation

The selected preferences will be applied next time you log

General

Display Preferences

iProcurement Preferences Cancel | Apply
Access Reguests * Indicates required field
Ianage Proxies .
Shopping
Application " My Favorite Store  No Preference  [v| Shopping Search Results Layout

* Search Results Per Page 10

For best performance, enter a number betwesn 1 and 100.
psults Per Page 7

For best performance, enter & number betwesn 1 and 25 [ Hide Thumbnail Images
earch Results By No Preference [v] Ascending [¥]

Grid View
iProcurement Preferences

Paragraph View
Regquisitions CLM Defaults

8. |The system displays a Confirmation message.

BThe preferences will be applied the next time the user logs in to DAL

9. |Click the Requisitions CLM Defaults link. The Offices and Contact Defaults screen displays.
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File Edit View Favorites Tools Help

X Find: ‘ prefence | Previous Mext |@ Options + ‘

M iProcurement = 1 @ * 'm' - |  Logged In As WADE.KRISTIN.RHOADS
i

Shop Requisitions

ceneral IOﬂices and Contact Defaults I Cancel | Apply

Display Preferences

Offices and Contact Defaults

Access Reguests

Manage Proxies Office Type Location ontact
Suggested COTR Office HE1254 TAC1
Applicaf;
Invoice Office HQO117 TAC3
iProcurerim wices

Issuing Office HE1254 TAC1
Requisitions CLM Defaults
q Suggested Property Administration Office  HE1254 TAC1

Reguesting Office HE1254 TAC1

Receiving Office
@ Contracting Officer

Contracting Officer

5ok

10. |Optionally, enter the following in the Offices and Contact Defaults region:

a. Suggested COTR Office — Enter the appropriate DoDAAC and contact for the Contracting
Officer Technical Representative.

b. Requesting Office — Enter the appropriate DODAAC and contact for the office which is
procuring the goods or service.

c. Issuing Office — Enter the appropriate DODAAC and contact for the Issuing Office.

d. Suggested Property Admin Office — Enter the appropriate DoDAAC and contact for the
Property Administration Office.

e. Invoice Office — Enter the appropriate DoDAAC and contact for the office which will process
the invoices for the goods or service.

f. Receiving Agency — Enter the appropriate DODAAC and contact for the Receiving Office.
The Receiving Agency is the MIPR receiving agency and as such will change as you create
MIPRs to different agencies. It is best to either leave this field blank and update it manually
on the requisition or default the agency that is most used for MIPRs and make it a practice to
double check it on the requisition and update as necessary.

£3 values entered in these fields will automatically default when completing a purchase
request.
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File Edit View Favorites Tools Help

% Find: ‘ prefence | Previous Mext |@ Options ~ ‘

% iProcurement 1 | Logged In As WADE.KRISTIN.RHOADS
—

Shop  Requisitions

General Offices and Contact Defaults Cancel | Apply

Display Preferences

Offices and Contact Defaults

Access Requests

Manage Proxies Office Type Location Contact
Suggested COTR Office HE1254 TAC1 Q Q
Application
Invoice Office HQO117 TAC3 a Q
iProcurement Preferences )
Issuing Office HE1254 TAC1 Q Q
Requisiti CLM Defauli
equisitions CIaults | o ggested Property Administration Office  HE1254 TAGH a Q
Requesting Office HE1254 TAC1 a Q
Receiving Office Q Q

Contracting Officer

Contracting Officer Q @

11. Q,

Optionally, enter the Contracting Officer or click the magnifying glass icon and select a name

from the list of values.

12. |Click the Apply button.

P2P_Work Instruction_ Set Requisition Preferences 12




Set Requisition Preferences “T
Defense Agencies Initiative ‘

M iProcurement 1 @ * 'E' - | Logged in As WADE.KRISTIN.RHOADS
=

Shop  Requisitions

£z Confirmation

Office Preferences Values Applied

General

Display Preferences

Offices and Contact Defaults Cancel | Apply
Access Reguests
Manage Proxies Offices and Contact Defaults
Application Office Type Location Contact
{Procurement Preferences Suggested COTR Office HE1254 TAC1 Q Q
Requisitions CLM Defaults Invoice Office HQO117 TAC3 Q Q
Issuing Office HE1254 TAC1 Q a
Suggested Property Administration Cffice  HE1254 TAC1 Q Q
Requesting Office HE1254 TAC1 Q a
Receiving Office Q Q

Contracting Officer

Contracting Officer Q

13. |Once again, the system displays a Confirmation message.

Result

Congratulations, you have successfully created iProcurement preferences and CLM requisition
defaults. You can close all forms and return to the Navigator.
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