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C.REQUEST INSTRUCTION
CREATING A NON-FUNDED FUTURE YEAR REQUISITION

Requisitions can now be submitted for FY 14 procurement actions. All funded requisitions
submitted to procurement must contain an FY 14 accounting code.
The instructions below will provide you guidance in the process.

1. Create the Requisition®

A.
B.

Leave “Enter Existing Requisition PIIN” blank (unchecked).

Select the Requisition “Document Number” prefix assigned to your Office from the
“PICKLIST” drop-down menu in the first field. “PICKLIST” is not a valid choice for a
document number.

Move to the drop-down menu in the middle field. This is for the Fiscal Year.

Select “14” for Fiscal Year 2014.

Leave the third field set at “??????”. The system will generate the value for this field
making the Requisition number unique.

Enter a name or value in the Document Name that you will remember or can use to tie
related Requisitions together in a query. The system will default to the Requisition
number as the Document Name if you do not enter any new information in the field.
After saving the system will move to the Administration screen.

This instruction does not describe in detail the full creation process for a requisition which includes (Administration,
Accounting, Line Item(s), Forms, Notes); development of supporting documents; review and routing; and submission to
procurement. It also does not include those items which are a required as part of the Acquisition Package and any planning
documents.
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Example: FY14 Requisition
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Once the document is initially created the user is left in the Requisition Administration Screen
and must complete the required fields in the “Administration”, “Funding”, and “Addresses”
tabs. Be sure to note in the NOTES section that this requisition is for 2014.

Select “Save” on the lower portion of the screen. The “Requisition Successfully Updated”
message will appear in the C.Request system message block at the bottom of the screen. You
will be returned to the “Summary” view of the Requisition.

2. Create the Line Item(s):

A. Select “Line Items” under “Sections” from the menu on the left side of the screen.
Select “Create” under “Actions” from the menu on the left side of the screen.
Enter the quantity(ies) for the individual Line Item.

Search and select the desired Unit of Issue (Ul).
Enter $0.00 in the “Cost” field.
In the “Description” field, enter:

a. the description of the Line ltem,

b. the “estimated cost <Svalue>”, and

c. the words “This Line Item is subject to availability of funds.”

G. Leave the remaining fields blank unless they are auto-populated with default
information.
H. Select “Save” on the lower portion of the screen. You will be returned to the

“Requisition Line Item” menu.

I. Do not put accounting on the line item.

J.  Repeat steps to add more Line Items. Do not mix multiple Fiscal Year ACCS codes in a
single Requisition. The system will not process it.

K. Select “Summary” under “Options” from the menu on the left side of the screen to
return to the Summary view of the Requisition

mmooo
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Example: Line Item screen showing Description with subject to availability of funds notation.

[administration) Address Option

* = Required Field

= Line Item No: 0001

= Qty: 1 * UL EA yel * Cost:
Total Cost: 0.00
Header:
You havel characters remaining for your input.
SAF test value for this line item is £160.00
* Description:
You have |?955 characters remaining for your input.
Example: The Actual Line Item when printed from the Requisition appears as follows:
ITEM NO. . SUPPLIES/SERVICES QUANTITY UNIT . UNIT PRICE . AMOUNT
ooo1 SAF Test value for this line item is $160.00. 1.00| EA 0.00 0.00
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3. Create Default Accounting Classification Code Structures (ACCS)
B. Select “Accounting” from the “Sections” menu on the left side of the screen.
C. Select “Create” from the menu on the left side of the screen to create your default
ACCS. Use your Bureau code (14 for NOAA), 14 in the Fiscal Year block, the appropriate
Object Class code for your acquisition, and fill the remainder with 0’s as shown below:

Example: Default Accounting code

Bureau Code (2): IFpImD{:rt Entire Account Code
Fiscal Year (2): IT.L’

Project (7): Imp

Task {3): IWP

Fund (4): IW};'

Program {9): Imp

Qrganization (18): |DBDEGDD1D2DDDD[]EP
Object Class (8): [22130000 F

User Defined (6): [oooooo &

Set as Default:

* Default Percent: |1Dﬂ 04

D. Select “Save” on the lower portion of the screen. You will be returned to the “Account
Summary” screen of the Requisition.

E. Select “Summary” under “Options” from the menu on the left side of the screen to
return to the Summary view of the Requisition.

4. Complete the Requisition:
Continue completing the Requisition process as a normal Requisition. Submit to your servicing
Acquisition Division.

For C.Request/C.Award help, contact Client Services:

Phone: 301-444-3400 (Choose Option 1 for password resets or Option 3 for all other CSuite issues.)
Hours: 7:00 a.m. - 5:00 p.m. ET, Monday — Friday

e-mail: clientservices@noaa.gov
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