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1.2 Creating a Requisition in STRIPES

Purpose:

This user guide will show you how to create a Requisition in STRIPES.

Before You Start:

1. In order to create a Requisition you must be a Requisitioner.

?
2. Click Help on the STRIPES toolbar for on-line, context sensitive help. This on-line help may not reflect
some DOE/STRIPES configurations and policies.
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Steps:

© sTRIPES B
Inbox Welcome Sharon Horner
Create Document ou have 0 unread messages inyour Inbox.
HEnlteChmEnt Last Documents Accessed:
G EIENCES APP APP-00018
[AF{ek APP. APPLO001S
Tools APP: APP-00017
Regulation Research APP APP-00016
Log Off
About PRISM
Praduct information.
Compusearch
Online FAR, tachnical support, fraquently asked questions, and maore
Web Favorites:
Federal Business Opportunities
GSA Advantage!
GSA Debarment
"Get Acrobat|
wobe _ Reader | To wigw or print forms from PRISM, you will need the Adobe Acrobat Reader. If you need the Adobe Acrobat Reader|
click hers for a free download
2007 Compusearch Software Systems, Inc. All rights reserved.
Wintertree Spelling Server Copyright @ 2000-2003 Wintertree Software Inc.
Welcome Page
Steps Page User Action Notes
1. STRIPES Log on to STRIPES.
Sign-On
2. Welcome Click the Create Document menu
option.
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Document Create

Document Type

Feqguisition v

Requisition Type
Feqguisition

Create From
APF v

Requisition Numbering Masks
PR (AB) (@AEH) ~

Continue ] [ Cancel ]

Document Create Page

Steps | Page

User Action

Notes

3. Document
Create

The Document Create page displays.

e  Document Type: Select
Requisition.

¢ Requisition Type: Select
Requisition.

e  (Create From: Select APP.

¢ Requisition Numbering Masks:
Select Requisition Numbering
Mask.

e (lick the Continue button.

e Requisitions are to be used for all DOE
awards made.

e Requisitions will also have a Milestone
Plan and an Advanced Procurement Plan
(APP) associated with them.
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© sTrRIPES
Requisition

Ilain

General

Additional Info

Project

Text

Defaults

Summary
[termns

Vendors
Package
Supporting Docs
Validations
Route History
Status History
Motifications
Ownership
Mavigator
Return to Home

Mumber of ltems: 0

Total Amount: $0.00
Commitment. $0.00

Stage Requisition
MNet View: Of

Varsion: |BASE-In Progress +

eral Information

Cwiner: Sharon Horner
Requisition Date: 121212007 | & -
Requisitioner; |[HORNERS (]
Buyer: -
Originating Office: (00113 (]
Primary Product f Service Code: |R703 E]
Received Date: |12/12/2007 &
Security Classification; |For Official Use Only v -

General Information Page

Steps | Page User Action Notes
General The General Information page displays. e STRIPES will pre-fill the following
Information | Fill in the following fields as needed. fields:
® Requisition Date: (Required) Enter - Requisitioner
today’s date.
- Owner
¢  Buyer: (Disabled) This information
will be entered by the Workload
Point of Contact.
¢ Originating Office: (Optional) e [tis not mandatory to enter a
Select originating office code. Product/Service Code here until the
. . . Award. The Primary Product/Service
e P rimary Product/Service Code: Code is mandatory at the Item level.
(Optional) Select a Product/Service
Code.
e Received Date: (Optional) The date
the request was made.
e  Security Classification: (Required)
Select the appropriate security
designation from the drop-down list.
General e  C(lick the Additional Info menu
Information option to continue.
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© sTrRIPES

Select a Technical Point of Contact.

e Issuing Office: Select the code of
the office that is issuing this
Requisition.

e Admin Office: Select the code of
the office that will administer this
Requisition.

¢ Period of Performance: Select the
estimated period of performance.

Requisition Stae: Reguisition Murnber of ltems: 0
Yersion: | BASE-In Progress |« MetView. Off Total Amount. $0.00
Main Cornrmitrment. $0.00
General
I Additional Info I Additional Information
Project Requested By | DFADDFDA
Text
Defaults Ehone
sumrary Technical Point of Contact: |BEGKLE E]
e Issuing Office; |00111 &
Vendars . TTEE: E]
Patkagn Adrmin Office
i BT DO/DPAS Rating
yalidations Site: |DOE &
Route History Perind of Performance $ 1w & =
Status History Iz this an [T-related purchase?: |NO %
Motifications
Cnnership
Approved Financial Exception D
Mavigator
Return to Home SHIRSTIR Awar ]
Safety and Health Clause ile} E] Mo
05Tl Deliverable [
Additional Information Page
Steps | Page User Action Notes
6. Additional | The Additional Info page contains more | o pPQ/DPAS Rating: Not currently being
Information | information that applies to the entire used by DOE
Requisition. Fill in the following
optional fields as needed. e  STRIPES will pre-fill the following field:
¢ Requested By: Enter the name of - Site - Site is based on the Head of
the person who initiated this Contracting Authority (HCA).
Requisition.
- IT-Related Purchase
¢ Phone: Enter the phone number of The Period of Perf: d b
e e . [ )
the person who initiated this E © ,er";) o e; (l)lméancel aFes Zre the
Requisition. Jffective | ate and the Completion Date
of the action.
¢ Technical Point of Contact: .

SBIR-STTR Award, Safety and Health
and OSTI Deliverable all auto-populate
from the APP.
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Is this an IT-related purchase?:
Select Yes or No.

Approved Financial Exception:
Select the exception if applicable.

SBIR-STTR Award: (Optional)
Fill this out to indicate a Small
Business Innovative Research
Program or Small Business
Technology Transfer Program
award.

Safety and Health: (Optional)
Defaults to NO. Change this field
to yes if procuring safety
equipment.

OSTI Deliverable: (Optional)
Enter the 2-character code that
corresponds to the
scientific/technical reporting
deliverables if procuring for the
Office of Scientific and Technical
Information.

8. Additional
Information

Click the Project menu option to
continue.
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© sTRIPES
Requisition

Ilain
General
Additional Info

Text

Defaults

Summary
[termns

Yendors
Package
Supporting Docs
Yalidations
Route History
Status History
MNotifications
Cwnership
Mavigator
Feturn to Home

Requisition Mumber: 07AB000005 Stage: Requisition Mumber of ltems: 0
Version; | BASE-In Progress MNet View: OfF Total Amount. $0.00

Project Information

APP- {None) |___Associate to APF_ |
Milestone Plan: (None) |___Associate to M5 Plan.. | '

Froject ID: E]
Froject Title:

Commitment §0.00

Project Information Page

Steps | Page

User Action

Notes

9. Project

The Project Information page displays. Fill in

Information the following optional fields as needed:

e Project ID: A work plan can be
labeled in STRIPES.

e  Project Title: Enter a brief
description to be used for the ID
labeling.

e APPs and Milestone Plans can
be associated to the Requisition
from this page.

e See STRIPES user guide
sections Creating an APP in
STRIPES and Creating a
Milestone Plan in STRIPES for
more information.

10. Project

Information

e  C(lick the Text menu option to continue.
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@ sTrIPES

Re

Requisition Requisition Number: 07AB000005 Stage: Recquisttion Murnber of tems: 0
Version: | BASE-InProgress + Met View Of Total Amount £0.00
Mhair Commitment $0.00
General
Additional nfo I i
Project Description: |
! (Does not print on Form)
Text
L
Summary
ftems Header Text
Yendors
Package
Supporting Docs
Validations Footer Text
Route History
Status History
Motifications
Cwinershi
" MNotes:
Mavigator
Return to Home:
Motes To Buyer:
Text Page

Steps Page User Action Notes
11. Text The Text page displays. Use the Text page to e  The Description and Notes will
enter text that applies to all line items in the not print on the Requisition.
Requisition. Fill in the following fields as
needed: ®  You can cut and paste text from
other documents into the STRIPES
e Description: (Required) At least 5 text fields.
characters must be added to this field. .
e  Each text fields hold 32,000
e Header Text: Will print out at the top of characters. This is the equivalent to
each page. 7 - 8 single-spaced typed pages.
¢ Footer Text: Will print out at the bottom e Header and footer text entered on
of each page. the Main page will appear on each
e Notes: Will not print on the Requisition. page of the Requls} tion, and is the
same for all items in the document.
*  Notes to Buyer: No'tes' from the Reqqestor e Header and footer text entered on
to the Contract Specialist, or Contracting . .
Officer. the It'em page will appear with
each item, and can be different for
e  Click the Statements buttons to insert each item in the Requisition.
standard text into your Requisition.
12. Text e  Click the Defaults menu option to
continue.
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Requisition Mumber: 07AB000005 Stage: Requisition Mumber of ltems: 0

an Ir i

Requisition
yersion: | BASE-In Progress (v Met View: Off Total Amount: $0.00
Main Commitment; $0.00
General
Additional Info
Project UNSPSC: ()
thc Ship To: (00113 B
:
CEETE . 0
Summary -
Tt Payment Office; |05010 E]
Yendors Qualifier: |By Dollars |+
Package Delivery Date: & or Days After Award:
Supporting Docs
Validations Accounting Code: E]
Route Histony Fund E]
Status Hist
a.gs .lS o Appr Year E]
Motifications E]
Chwmership Alotee
Mavigator Reporting Entity E]
Return to Home Object Class E]
o |
Defaults for New Items Page
Steps | Page User Action Notes
13. Defaults for | The Defaults for New Items page displays. Use | ¢  You can skip this page, but not
New Items this page to enter information that will be the using defaults will force you to
same for every line item in the Requisition. enter in this information for

e UNSPSC: United Nations Standard and each line item.

Service Product Codes. Select a Product
Code.

e  Ship To: Select a delivery office.

® Mark For: Select the office that will
actually receive the items or service, if it
differs from the Ship To location.

e The Mark For address is the
location where the items will be
sent after they are delivered to

e Payment Office: Select the office that the Ship To location.

will make payments for this action. e  Only select a Qualifier if all line

¢ Qualifier: Select By Dollar to enter the items will be purchased by
total dollar amount of each of your line quantity or dollar.
items; select By Quantity to specify the
number of things you want to buy in each
line item.

¢ Delivery Date: Choose a default delivery
date, or specify delivery for a certain
number of days after the award.
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STARS control segments:

Accounting Code: preloaded templates
that will automatically fill in other
accounting fields.

Fund identifies the fund type and
appropriation for funds control and
statutory reporting.

Appr (Appropriation) Year identifies
the four-digit year in which funding is
appropriated.

Allottee represents the allottee to which
funds are distributed by the headquarters
budget. The ranges for this segment are
established by cluster.

Reporting Entity uses roll-up groups and
groups allottee-specific information.
Security rules will control the values
available per allottee. The ranges for this
segment are established by allotee to
differentiate between integrated contractor
and DOE direct activity.

Object Class uses roll-up groups that
represent the three-digit object class and
the two-digit DOE sub-object class.
Program uses roll-up groups to represent
the current Budgeting and Reporting
(B&R) code structure and has numerous
parent/child relationships, which include
Hierarchical, Program Goals, Department
Goals, Congressional Control Level,
Targets, and Assistant Secretary.

Project Provides a project structure that is
independent of the other classification
structures to allow multiple organizations,
programs, and funding sources to be
associated with a specific project.

WFO (Work for Others) identifies the
Reimbursable Work Orders, Intra-Office
Work Orders, and Inter-Office Work
Orders. The ranges for this segment are
established by allottee.

Local Use uses roll-up groups and
represents the Local Project, Local B&Rs,
and Cost Center breakdowns for
project/program activity. It includes actual
General Plant Project (GPP)/General Plant
Equipment (GPE) numbers, captures
WAPA Fund, and has the flexibility to
provide lower level information.

Steps | Page User Action Notes
14. Defaults for | Complete the Accounting Information e If you do not know the correct
New Items section by selecting an entry for the following accounting codes for this

Requisition, contact your
financial management office for
the funding information.

e [f accounting codes are not
correct, any documents created
from this Requisition will not be
posted in STARS.
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15.

Defaults for | o
New Items

Click the Summary menu option to
continue.

© sTRIPES
Requisition

Ilain
General
Additional Info
Project
Text
Defaults

[termns

Yendors

i Package

0 Supporting Docs
Validations
Route History
Status History
MNotifications
Ownership
Mavigator
Retumn to Home

requisition Information
Requisition Number: 07ABO0000S
BASE-In Frogress v

MNumber of tems: 1

Total Amount. $500,000.00
Commitment. $500,000.00

Stage: Requisition
Met View:, Of

Yersion:

General Sume.any

General

Sharon Horner
lainaionr

Sharon Horner

Chaner:

Requisition Date:

Requisitioner:

Buyer:

Source PPT Mame:

Primary Product f Servce Code:

Primary Product / Service Code Description:
Received Date:

Security Classification:

{Mone)

R703

ACCOUNTING OF. FINANCIAL SERVICES
121272007

For Official Use Only

00113

Office of HQ PS (Germantown)
U.3. Department of Energy
Attention: (first & last & route)
19901 Gemmantown Road
{None)

Germantown

Originating Office Code:
Mame:
Address 1.
Address 2:
Address 3
Address 4
City:
State: MD
Fostal Code: 20874-1220

C)uﬂig\(r\lone)

. Tina Brown
- (Mone)
Site: DOE
|5 this an [T-related purchase?: Mo
Period of Performance. 12/12/2007 to 12/12/2008

General Summary Page

Steps Page User Action Notes
16. General The General Summary displays all the
Summary | header level information on this
Requisition.
e The Edit buttons allow you to navigate
directly to the corresponding portion of
the document to make changes.
17. General e  (Click the Items menu option to
Summary continue.
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© sTrRIPES

Requisition Requisition Mumber. 07 ABO0000S Status: InProgress  MNumber of ltems: 0
Version BASE Stage. Requisition Total Amount: $0.00
Main et View: Off Commitment. $0.00
Yendors
Package Option
Supporting Docs Item Description ltem  Status Ouantity Amount Version Action
Yalldations

Route Histary
Status History
Motifications
Owmership
MNavigator
Return to Home:

R

Items Page

Page Features

The Items page displays.

Item: Displays the system generated number.
Description: Displays a description for each line item in the list.
Option Item: Displays Y if the line item is an option line item that can be exercised in future fiscal years.
Otherwise, this column is blank. The Option Item column corresponds to the setting in the Option Line
Item field on the Additional Information page at the item-level. If you check the box in the Option Line
Item field on the Additional Information page, Y displays in the Option Item column on this page.
Status: Indicates the document's place in the creation and approval process.
Quantity: Displays the quantity on order for each line item.
Amount: Displays the total dollar amount for each line item.
Version: Displays Base if this line item is part of the original document. If this is a modification, the
modification number is displayed.
Action: Displays a message to indicate whether the version of the document that displays in the Version
column has been added, edited, modified, or deleted. The Action column is especially useful when Net
View is turned off and you are looking at amendments or modifications.

- Displays Add if the line item was added to the current version.

- Displays Edit if the line item was added on a prior version but was modified on this version.

- Displays Cancel if the line item was canceled on this version.

Steps | Page User Action Notes

18.

Items e (Click the Add button to add a line item to
this Requisition.
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Requisition

General

Additional Info
Ship To / Acct
Text

ltem Infarmation
Requisition Mumber, 07AB000005

[tem Mumber:

ltern General

ltern Number: |1

Itermn Mumber 00001

of 1

Summary UNSP_SO LJ -
Vieliekions Description:
Return
Qualifier; |By Dollars v
Unit of I55ue:
Quantity; -
Unit Price:
Amount: 50000
Calculate By Percent [
Item General Page
Steps | Page User Action Notes
19. Item General The Item General page displays. e STRIPES will fill in the Item
. Number field automatically. Auto-
*  UNSPSC: Select a product code. numbering is the default. While the
e Description: Enter a brief number can be changed, it is not
description of the item or service. recommended.
¢ Qualifier: Select By Dollar toenter | ® The Product/Service Code defaults
the total dollar amount; select By from the General Information page.
Quantity to specify particular items. | If you select Qualifier: By Dollar:
¢ Quantity: Enter the quantity Enter the total dollar amount of the
requested in the field. line item in the Amount field.
e Unit Price: Enter the price foreach | ®  Selecting By Dollar will render the
unit in the field. Unit of Issue, Quantity, and Unit
) Price read-only.
e (Calculate By Percent: Select this
checkbox if this line item will be ¢ If you select Qualifier: By Quantity:
funded by more than one funding You must select a Unit of Issue.
source.
NOTE: When entering dollar amounts in
STRIPES, do not include commas or
decimal points where cents equals 0. For
example, $50,000.00 would be entered as
50000.
20. Item General e (lick the Additional Info menu
option to continue.
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fields are all Optional.

e Accountable Property: Select this checkbox
if this item is accountable property.

e  Product/Service Code: This will default from
the header.

e Special Handling: Select a code if this item
requires special handling.

e Period of Performance: This will default from
the header page.

Delete
© sTrRIPES
Requisition Regquisition Mumber: 07 ABOD3268 [tern Murmber 00001 of 1
ltern Mumber:
General
| ~dditional Info
SR O & ot Accountable Property:
Text .
Product / Service Code: E]
Summary _ .
walidations Special Handling: E]
Return Period of Performance: G To G =
Expected Renewal Date: ¢ &=
Option Line tem: [
Anticipated Exercise Date: &=
Days After Aweard:
FoOB: | Destination %
Orrigin City:
Origin State:
Security Classification: | For Official Use Only v
Swstem tam Code ﬂ
Additional Info Page
Steps | Page User Action Notes
21. | Additional | The Additional Info page contains basic STRIPES will pre-fill the
Info information about this line item. The following following fields:

e  Product/ Service Code

e Period of Performance

All fields on the Additional Info
page are optional on Requisitions.
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Steps

Page

User Action

Notes

22.

Additional
Info

Fill out the following fields if you know this
will be an Option Line Item:

Expected Renewal Date: Enter the date
you expect to renew this action.

Option Line Item: Do not select this
checkbox. The option line items will be
recorded on the award by the Contracting
Officer or Contract Specialist.

Anticipated Exercise Date: Will be filled
in by the Contracting Officer or Contract
Specialist when exercising an option line
item.

Days After Award: Will be filled in by
Contracting Officer or Contract Specialist
when exercising an option line item.

23.

Additional
Info

Enter shipping information in the lower section
of the Additional Info page.

FOB: Select an option if this item has Free
On Board shipping.

Origin City and Origin State: If the FOB
is Origin, state where the item is coming
from.

Security Classification: Select the
appropriate security classification.

System Item Code: Enter if applicable to
task, subtask, and activity values for NETL
major site support contracts and Permanent
Change of Station (PCS) expense codes
used department-wide.

24,

Additional
Info

Click the Ship To / Acct menu option to
continue.
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Itern Infarmation
Fequisition Mumber: 07AB000005 [tern Mumber 00001 of 1

Requisition
[tem MNumber:
Zeneral

Additional Info
| ShipTo/Aca |

Text Ship To [ Accaunting

Summary Select Ship To ID  Ship To Mark For Quantity Amount Deliver By

Validations a 1 00113 $500,000.00 (NONE)
2 00103 $70,000.00 (NONE])

Return

Ship To/Accounting Page

Page Features

The Ship To/Accounting page displays. Use this page to view and add Ship To addresses for line items.

o  Select: Click the box to select a line item for further action.

e  Ship To ID: Displays a number that indicates the line item’s place in the list. For example, it
displays 1 for the first line item in the list, and 7 for the seventh, etc.

e  Ship To: Displays the ship to code that was set up for the line item on the Delivery
Location/Accounting Detail page.

NOTE: The Ship To is usually the office location to which the line item should be sent.

Quantity: Displays the quantity on order for each line item.
Mark For: Displays the final destination code for each line item in the list, provided there is a Mark
For address related to the Ship To address.

e Amount: Displays the total dollar amount for each line item.

¢  Deliver By: Displays the date each line item must be delivered to each Ship To in the list provided a
date was set up in the Delivery Date field in the Delivery Location/Accounting Detail page.

Steps Page User Action Notes
25. Ship To/ e  Click the Add button to add a Ship To
Accounting address to this line item.
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Requisition Information
Requisition Mumber, 07ABOQOOOS Description; one)
1 Version: BASE
Amount. $500,000.00
Click Submit
to save
your data. Delivery Location / Accounting Detail
Ship To
Ship To: (00113 ark For; E] >
Armount: |200000.00
Delivery Date: & =1 OR Days After; | Award 3
Accounting
Delivery Location/Accounting Detail Page
Steps Page User Action Notes
26. Delivery The Delivery Location / Accounting Detail e Each line item can have multiple
Location/ | page displays. Ship To addresses.
A ti
Dot 8 |'e The Ship To and Mark For addresses e Each line item Ship To address
will default from the header-level can have multiple accounting
information. You can click the Edit lines.
buttons to change them. . . L .
e  Ship To information is required.
e Enter a dollar amount for this Ship To
address in the Amount field (Required).
27. Delivery ¢ Delivery Date or Days After (Award At least one of these fields is required.
Location / Notice to Proceed, or Reciept of Order)
Accounting When product or service will be
Detail delivered. This field will default from
the header level.
28. Delivery e  (Click the Add button to add accounting
Location / information to this line item.
Accounting
Detail
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i

Click Submit
to save
your data

Requisition Mumber: 07AB0000035 Ship To Code: 00113
Wersion BASE [term: 00001 Ship To Valus: $500,000.00

Calculate Submit Cancel

Accounting Information
AccountID: (MNone)
Accounting Code: [
Fund
Appr Year
Allottee
Reporting Entity
Chiject Class
Program
Project
WFO

Local Use

Percent (100
Amount [200000.00

Committed Amount Unobligated:
Subject to Availability of Funy
Project Mumber:

Task Number:
Payment Office: 05010 (]

E e e E e e E

[ Calculate ][ Submit ][ Cancel ]

Accounting Information Detail Page

In order to process a Requisition, you must
enter a complete set of STARS codes for
each fund site.

Steps | Page User Action Notes

29. Accounting The Accounting Information Detail page ¢  Your Budget Office is responsible
Information displays. Information will default from the for providing the STARS fund
Detail header. site.

e If you do not know the correct
accounting codes for this request,
you can leave these fields blank
and let your Budget Office fill
them out when you route this
Requisition for review.
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Steps | Page User Action Notes
30. Accounting e If you checked the Calculate By Percent See Step 13 for the definition of
Information box earlier (Step 18), you need to enter a preceding fields.
Detail value in the Percent field. STRIPES will .
. ¢ Committed Amount and
calculate the dollar value based on the line .
s Unobligated are read-only
item’s overall dollar value. . 1t ey s
fields that will fill in
e If you did not check the Calculate By automatically when you
Percent box earlier, the line amount defaults click the Calculate button.
in the Amount field.
e Subject to Availability of Funds: STRIPES
will not commit funds if you check this box.
e  Project Number and Task Number:
(Optional) Use these fields to label and
identify certain policy criteria.
e The Payment Office (Required) defaults
from the header.
31. Accounting e (Click the Calculate button to have STRIPES
Information calculate what percent of the entire Ship To
Detail address amount is funded by this site.
32. Accounting e  (Click the Submit button to save this
Information accounting information for this Ship To
Detail address.

1.2 Creating a Requisition in STRIPES 22 of 42

3/6/2008




© sTRIPES
Requisition Information
Requisition Mumber, 07AB00000S Description: one)
i Version: BASE
) Amount $500,000 00
Click Submit
Pt
ShipTo-1
Ship To: 00113 (Edt) () wark For B
Amount: |$500,000.00
Delivery Date: $ 51 OR Days After | Award v
Accounting
Select AccountlD Accounting Code Fund  ApprYear Allottee Reporting Entity Object Class  Program  Project  WFO Local Use Project Number Ta
® 1 {Nore) 00100 2005 00 100202 00000 1004157 0000001 0490861 0000000 (None) i
Subrmit Cancel
Delivery Location/Accounting Detail Page
Steps Page User Action Notes
33. Delivery The new accounting information displays in the
Location/ | Accounting section of the Delivery Location /
Accounting | Accounting Detail page.
Detail . . .
¢ To add more accounting lines to this Ship To
address, click the Add button and repeat the
steps shown above. You can add multiple
accounting lines to a single Ship To address.
¢ Click Submit to save your data.
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Requisition

General
Additional Info

Item Infarmation

Requisition Mumber, 07AB0O000S

[term Mumber:

| Ship To/ Acct

[tem MNumber 00001 of 1

Text Ship To ! Accounting
Summary Si;Iect Ship To ID  Ship Te Mark For Quantity Amount Deliver By
Velldeians 1 00113 $500,000.00 {(NONE)
Return
Ship To/Accounting Page
Steps | Page User Action Notes
34. Ship To/ STRIPES returns to the Ship To/Accounting See Step 27 for instructions on adding
Accounting page. an another Ship To address.
¢  Click the Add button to add another Ship
To address for this Requisition line item.
35. Ship To/ e  After entering the Ship To addresses
Accounting with accounting information for this line,
click the Text menu option to continue.
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Item Infarmation
Requisition Requisition Mumber: 07 ABO0000S [tem Mumber 00001 of 1
[term Mumber:
General
Additional Info e
) B | ex] -VABC
Shpfosicd Header Text:
Text
Summary
Validations
it Footer Text:
Motes:
Inspection Text
/
Item Text Page
Steps | Page User Action Notes
36. Item Text The Item Text page displays. Use this page to e  Use the Go To feature to go
enter text that only applies to this particular line directly to a specific line Item
item. General page.
e Header Text: Will print out at the top of the
line item.
®*  You can cut and paste text
¢ Footer Text: Will print out at the bottom of from other documents into
the line item. the STRIPES text fields.
e Notes: Will not print on the Requisition and | ®  Click the Statements buttons
can only be viewed by STRIPES users. to view lists of standard
. . content that you can insert in
e Inspection Text: Will not print on the e
. . your Requisition.
Requisition and can only be viewed by
STRIPES users.
37. Item Text ¢  Click the Summary menu option to
continue.
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Additional I

Text

Validations
Retun

© sTRIPES

Requisition

Ship To f Acct

Itern Mumber:

nfo

Item Summar,

UNSPSC (None)

Requisition MNumber: 07AB000005

Itern Mumber 00001 of 1

Description

Amount. $500,000.00

Additional Information
Accountable Property:
Product/ Service Code
Special Handling
Priority

Period of Perfarmance:
Expected Renewal Date:
Option Line ftem:

FOB:

Security Classification

Tes

E703- ACCOUNTING OF. FINANCIAL SERVICES
(Mone)

(None)

12012/2007 to 121262008 (=1

12r13/2008 &

Mo

Destination

For Official Use Orly

Ship To / Accounting

Ship To
Select  Ship To
o 00113

Select  Account ID  Accounting Code
(Mone)

O 1

Mark For
{Mone)

Amount
$500,000.00

Quantity
(Mone)

Deliver by

(None)
Fund  ApprYear Allottee

00100 2008 00

Reporting Entity  Object Class  Program
100202 00000

Project  WFO Local Use
1004157 00000071 0490861 0000000

Project Numbher
(None)

Item Summary Page

Steps

Page

User Action Notes

38.

Item Summary

The Item Summary page displays. Review the Item
Summary page to see if the information about this
line item is accurate.

Click the Add or Edit buttons to add or change
the item information.

Click the Add Accounting button to add
accounting information to a selected item.

39.

Item Summary

Click the Validations menu option to continue.
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Requisition Information
Requisition Requisition Number: 07 ABOODOOS Status: InProgress  Mumber of lterms: 1
Yersion. BASE Stage: Requisition Total Amount: $500,000.00
Cememzl Met View: Off Commitment. $500,000.00
Additional Info
) Validations
Ship To / Acct Warning Messages
Text
Summary Location Message - . Extended Text
[term: 00001 ftem Description is Required.
| Validations
Feturn Tatal Warnings: 1
Validations Page Warning Messages
© sTRIPES
Requisition Information
Requisition Requisition Mumber: 07 ABO0000S Status: InProgress  MNumber of ltems: 1
Yersion, BASE Stage: Requisition Total Amount. $500,000.00
General Met Wiew: Off Cammitment. $500,000.00
Additional Infa
. Validations
Ship To f Acct No Errors Found
Text
Summary
| validations
Return
Validations Page No Errors Found
Steps | Page User Action Notes
40. Validations STRIPES validates the Requisition line e  Error Messages must be corrected
item. to continue.
The Validation page displays with alist | e  Warning Messages do not have to
of Error Messages and/or Warning be corrected to continue.
Messages for this particular line item. ) o
e If you did not fill in the STARS
e  Click the links under the Location fund site in the Accounting
column to go to the location of the Information section, you will
error or warning. Correct the errors receive several Error Messages
or warnings and click the Validate about these missing values. You
menu option again to re-validate the can still route this Requisition to
line item. your Program Manager with these
STARS fund site errors.
41. Validations | e  Click the Return menu option to
continue.
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Rer
R

Requisition Status: InProgress  MNumber of ltems: 1
Yersion: BASE Stage: Requisition Total Amount. $500,000.00
hain Net View: Off Commitment: $500,000.00
tems
Vendors
Fackage Option
Supporting Dacs Item Description Item  Status Guantity Amount Version Action
00001 Services Iterm Active $500,000.00 BASE  Add
Validations
Route History
Status History
Motifications
Owinership
Mavigator
Return to Home
Items Page
Steps | Page User Action Notes
42, Items You are returned to the Items page. To cancel an
item on an In Progress Requisition:
e  Select the item and click the Change St.atus e  Suspending an item will
bqtton. The Change It.em Status page will open prevent any access to its
with the Suspend option selected. funding. Click Change Status
e To cancel an item, change the again to bring the Item Status
default selection from back to Active.
Suspended to Cancel. . . .
) . P ) ¢ Cancelling an item will de-
*  Click Submit to continue. commit all funds associated
with the item. You may
e STRIPES will confirm your action and then uncancel an item, but all
return to the Irems page where the status of the financial information will have
item will now be Suspended or Canceled. to be re-entered.
43. Items e (Click the Vendors menu option to continue.
p
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Requisition Requisition Number: 07ABO0000S Status: InProgress  Mumber of ltems: 1

Wersion. BASE Stage: Requisition Total Amount. $500,000.00
M MNet View: Off Commitment. $500,000.00
fterns

Vendars

Select Code Name Phone
Package a 130698921 COMPUSEARCH SOFTWARE SYSTEMS, INC. 7034813699
Supporting Docs
Validations

Route History
Status History
Motifications
Owinership
Mawigator
Return to Home

Vendors Page

Steps | Page User Action Notes

44. Vendors The Vendors page displays. e  Vendors are not required on Requisition
documents. If the Requisition is for sole
source procurement, select the vendor.
For competitive procurements, the

e  (Click the Add button. vendor ultimately selected will be
entered by the Contract Specialist.

To add a Permanent Vendor to a
Requisition:

e Search for a vendor and click a

vendor code to select it. e  Permanent Vendors come from the CCR

database and are updated real time and
To ad.d.a. Temporary Vendor to a can be used on all STRIPES
Requisition: transactions.

e (Click the Add Temporary button.

e Type in the requested vendor
information in the available fields.

45. Vendors e (Click Submit to return to the
Vendors page.

46. Vendors e  (Click the Package menu option to
continue.
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Requisition

hdain
[tems
Vendors
Fackage

Attachments
Supporting Docs

Validations
Route History
Status History
Motifications
Owinership
Iawi gator
Return to Home

Status: InFrogress
Stage: Requisition
Met View: Off

Mumber of ltems: 1
Total Amount. $500,000.00
Commitment. $500,000.00

Yersion: BASE

Cover Page
REQGEN
6. Consignee and Destination: Systern Calculate

Frint Ship To: With Each Line (for multi only)

Cover Page
Steps | Page User Action Notes
47. Cover Page The Cover Page page displays with the default | e  The cover page contains a
Requisition cover page. Consignee and Destination
¢  C(Click the Edit button to make changes to gddress (cal.cgl.ated from the f1§1ds
the standard Requisiti in the Requisition), and will print
¢ standard Kequisttion cover page. a Ship To address on each line.
e See STRIPES user guide section
Selecting a Cover Page in
STRIPES for more information.
Cover Page ¢  Click the Setup button.
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Redquisition: Printing Options
General
3, Print Postal Format for All Other Addresses: Yes
o ) Print Instruction Page: [
Click Submit
Lo save Lo 3
your data. Schedule Printing Before Line [tems
Frint Admin Office: Mo
Frint Header Period of Performance: Yes
Frint Suggested Awardee: Yes
General Schedule
Print Line ltems: Yes
Walue for Total Block: Total Amount
Total Block Amount. (Mone)
Iltem { Rolled Up Value Printing
Frint Delivery Date f Days After. As Entered
Print Mark For Address. Yes
Frint Payment / Invoice Office; Mo
Print FOE Information: Mo
Frint Payment Terms (Discount Terms): Mo
Printing Options Page
Steps | Page User Action Notes
49. Attachments e The Printing Options page opens in a T.he Requisition Printing Options page
Selection new window. displays to view the print switches set up
for each document type, and to refresh the
print switches settings.
e The Refresh button updates to the
latest print switch settings.
e Read only fields have been set up by
your Site Administrator.
®  You may modify all read-write
fields.
50. Requisition e  (Click the Submit button to return to
Printing the Cover Page.
Options
51. Cover Page e C(Click the Attachments menu option
to continue.
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Requisition

Iain

ftems

Vendors

Fackage
Cover Page

Supporting Docs o

Validations

Route History

Status History

Matifications

Ownership

Mawvigator

Return to Home

Requisition Mumber: 07 ABOOOOOS

Select  Subject

Wersion BASE Stage: Requisition

Met View: Off

Daocuments listed here will be included as part of the package sent to wendors

Required Approved Attachment Number Locked File Name / Exception Version Security Classification
1.01 - Statement of Wark Mo Mo sow PB sample.doc BASE  For Official Use Only

Status: In Progress  Mumber of tems: 1
Total Amount. $500,000.00
Commitment $500,000.00

Attachments Selection Page

¢ Click the Add button to select a
document stored locally on your
computer to the Requisition Package.

AND/OR

¢  Click the Library button to add
supporting documents maintained in
the STRIPES database to the
Requisition Package.

In each case then

e Select the document(s) to be included
as attachment(s).

e Select the Security Classification.
¢  Click the Submit button.

e Repeat until all the required
attachments have been added.

Steps | Page User Action Notes
52. Attachments The Attachments Selection page displays. | e The Attachments folder contains
Selection documents that are for the Vendor,

and will go out to FedConnect for
them to view. They can also be
viewed by STRIPES users with the
appropriate access rights (see below).

e The Supporting Docs folder
contains documents that can be
viewed only by STRIPES users that
have been given access (read-only or
full access) to the STRIPES
documents.

Note: If the Supporting Document is
marked Confidential, only STRIPES
users with full access will be able to view
the Supporting Document. See STRIPES
user guide section Adding Attachments
and Supporting Documentation for more
details.
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Add | Librany | ¢

Attachments Selection Page — STRIPES Toolbar

Steps | Page User Action Notes
53. Attachments To open and display a copy of the e When checking out a document, be
Selection selected supporting document or sure to save it to your computer in a
attachment: location you can find when it is time
e Click the Check Out button. to check it back in.
¢  Only one person at a time can check
® Once any changes are made to the d ¢ When a document is
checked out version, you will be outa ocument. .
checked out, it is put into a locked
prompted to Save As... Enter the state
location and / or file name where the .
document should be saved on your * Thefile “an?e can be ghanged, but
computer. STRIPES will change it back to the
original before checking it back in..
34, Attachments To overwrite a previously stored copy of | e  Users can add comments to display
Selection the supporting document in the STRIPES in the document history.
database:
e STRIPES does not allow changes to
e  Click the Check In button. be made directly to the attachments
or supporting documents stored in
¢ Enter the location and file name the database. If a change is required,
where the changed document is the document must first be checked
stored on your computer. out.
55. Attachments To launch the application that created the | The document can also be printed at this
Selection attachment or supporting document so time. If the associated application is not
that it can be viewed or printed: available on your computer, you will not
be able to view it.
e  Click the View button.
56. Attachments To open the Document Detail page where
Selection information such as the document
description, whether it's required or not,
exceptions, etc., can be viewed or edited:
e  Click the Detail button.
57. Attachments To open the Approve Document page
Selection where the selected document can be
marked as approved:
e  (lick the Approval button.
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Steps | Page User Action Notes
58. Attachments To open the Document Re-sequence page
Selection where you can edit or review the

sequencing of attachments:
e  Click the Sequence button.
59. Attachments To unlock a document that is checked out
Selection and make it available to other users for
editing:
e  (Click the Unlock button (not shown).
60. Attachments To move supporting documents to the
Selection attachments folder, or attachments to the
supporting documents folder:
®  Click the Convert button.
61. Attachments To delete a selected file and remove all
Selection records of it from the database:
e  (lick the Delete button.
62. Attachments e  Click the Supporting Docs menu
Selection option to continue.
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Requisition Information

Foute History
Status History
MNotifications
Ownership

I &l gator
Return to Home

Requisition Requisition Mumber, 07 ABOOO00S Status: In Progress  Mumber of ltems: 1
Wersion, BASE Stage: Requisition Total Amount $500,000.00
Main Met View: Off Commitment $500,000.00
lterns
Yendors Supporting Docum
i Package ) ) ) .
Documents listed here are for internal use only and will not be distributed as part of the package sent to vendors.
Validations Select Subject Required Approved Locked File Name Version Security Classification
a 1.07 - Small Business Review Mo o 4220-2 pdf BASE  For Official Use Only

Supporting Documents Selection Page

Steps | Page User Action Notes
63. Supporting The Supporting Documents Selection e The Supporting Docs folder
Documents page displays. contains documents that can be
Selecti i
erection ¢ Click the Add button to attach a viewed only by STRIPES users that
document stored locallv on vour have been given access (read-only or
u Ly onyou full access) to the STRIPES
computer to the Requisition Package. d
ocument.
e Click th.e Ll(})rary button to add di Note: If the Supporting Document is
SEPE(BFE?EE SO Zumi:)nts mantlltame | marked Confidential, only STRIPES
;e R *Lta ase to the users with full rights will be able to view
equisition Fackage. the Supporting Document
e Select tl}lle document(s) to be included | o The same STRIPES toolbar buttons
as aftachment(s). are available as described in the
e Select the Security Classification. previous Artachments Selection page.
) . However, Supporting Documents are
* Click the Submit button. not sequenced. There is no Sequence
e Repeat until all the required button on the Supp-ortlng
attachments have been added. Documents Selection STRIPES
toolbar.
64. Supporting ¢  Click the Validations menu option to
Documents continue.
Selection
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Page User Action Notes
65. Validations | STRIPES validates the Requisition. e An Error Message must be
The Validation page displays with a list of corrected to continue.
Error Messages and/or a list of Warning e  Warning Messages do not have to
Messages be corrected to continue.
¢ Click the links under the location ®  You can still route this Requisition
column to go to the location of the to your Program Manager with
€error or warning. STRIPES fund site errors.
¢  C(Click the Validations menu option
again to re-validate the Requisition.
66. Validations | e  Once all errors are corrected, the
STRIPES Validations menu option
displays.
© sTRIPES
Requisition Information
Requisition Requisition Number: 07 ABO0000S Status: In Progress  Mumber of ltems: 1
Yersion: BASE Stage: Requisition Total Amaount: $500,000.00
Main et Wiew: Off Commitment $500,000.00
ltermns
Wendors
i Package
8 Supporting Docs
Walidations
|  sTRIPES validat
Route History
Status History
MNotifications
Owinership
Mavigator
Return to Home
STRIPES Validations Page
Steps | Page User Action Notes
67. Validations | e  Click the STRIPES Validations e This validation is for the STARS
menu option. financial data and should pass or
fail with the same conditions as
Validations.
68. Validations | e  When the STRIPES Validation has
completed successfully click the
Route History menu option to
continue.
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Requisition Requisition Mumber: 07 ABOO0ODS Status: InProgress  Mumber of ltems: 1
Wersion BASE Stage: Requisition Total Amount $500,000 00
Iain Met View: Off Commitment $500,000.00
ltems
Vendors
i Package Route Role To In Date  Out Date Comments  Status Version Phone Site Routing Symbol
8 Supporting Docs (Nene) Jim Morgan N Ready to send for Review BASE DOE
(Mone) Sharon Horner 121212007 09:10 Ak M Originatar BASE DOE
Validations
Status History
Motifications
Ownership
MNavigator
Return to Home
Route History Page
Steps | Page User Action Notes
69. Route The Route History page displays. ¢ The Route button lets you forward
Histo . documents to other STRIPES users
o e (lick the Route button to route the .
L . for review and approval.
Requisition for review or approval.
. e See STRIPES user guide section,
e Requisitions are to be routed to the .
. Routing a Document for the full
following Route Roles: . .
explanation of the steps required to
e Budget Approver Route a document for approval or
) review.
e  Program Office (Non-Budget)
e  Contracting Officer (Optional in the
review process.)
70. Route e  (lick the Status History page to
History continue.

1.2 Creating a Requisition in STRIPES

37 of 42

3/6/2008




© sTRIPES
Requisition

Mlain

[terms

Vendors

0 Package

0 Supporting Docs
Validations

Route History

| Status History |
MNotifications

Owinership
Mavigator
Return to Home

n Infarmation

Requisition Mumber. 07 ABOOOOOS Status: InProgress  MNumber of ltems: 1

Yersion: BASE Stage: Requisition

Met Wiew, Off

Status Histony E

Status Version Status Date User ID

InFProgress BASE 12122007 0749 AM HORMERS

Notes

Total Amount: $500,000.00
Commitment. $500 000.00

Page Features

Status History Page

The Status History page provides a complete history of document status changes. The history is presented in a
list format with the most recent event at the top.

Steps | Page

User Action

Notes

71. Status History | ¢  Click the Notifications menu option to

display the Notification History page.
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Requisition

hain

lterms

Yendors

0 Package

0 Supporting Docs
Yalidations

Route Histony
Status History
Motifications

Fending
Owinership

Nawi gator

=1

sition Infarmation

Requisition Mumber: 07ABD0000S

Wersion: BASE

Motification History

From

Te Email Date

Status: InProgress  Mumber of ltems: 1

Stage: Requisition

Met Wiew: Off

Type { Location

Notification Message

Total Amount: $500,000.00
Commitment: $500,000.00

Page Features

Notification History Page

The Notification History page provides a view of the history of each notification set up for your document.
STRIPES will automatically send a notification message each time a significant event happens to a document.
This page provides a complete history of all notifications sent.

Steps | Page User Action Notes
72. Notification e (lick the Notifications Pending menu
History option to continue.
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Requisition Infarmation

Requisition Requisition Number. 07 AB00000S Status: InProgress  MNurmber of ltems: 1

Wersion. BASE Stage: Requisition Total Amount $500,000.00
Mlain Met Wiew: Off Commitment. $500,000.00
lterns
Vendors Main Level
BPackage Date Field Label MNotification Type From To Email MNotification Message

0Supporting Docs  Na pending natifications found at this level.

Walidations
Route History Item Level
Status History

Item Number Date Field Label Notification Type From To Email Notification Message

Motifications Mo pending notifications found at this level.
History
Ship To Level
Ownership

Item Number Ship To Code Date Field Label MNotification Type From To Email MNotification Message
Mawigator Mo pending notifications found at this level.
Return to Horme

Accounting Level

Item Number Ship To Code Date Field Label HNotification Type From To Email Netification Message
Mo pending notifications found at this level.

Notifications Pending Page

Page Features

The Notifications Pending page provides a complete listing of all notifications not yet sent. The Notifications
Pending page is divided into the various levels where Notifications can be set up. The column headings are
determined by the location level of the notification. All information on this page is read-only. To change a
notification setting, you must return to the section where it was created.

Most levels include the following columns:

Date Field Label: This is the date field where the notification is associated.
Notification Type: Displays the type of notification.

From: This is the person who will send the notification.

To: This is the person who will receive the notification.

Email: Displays the email of the person who will receive the notification.
Notification Message: This is the notification message sent.

Steps | Page User Action Notes

73. Notifications ¢  (Click the Ownership menu option to
Pending continue.
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Requisition Informatian

Requisition Requisition Number, 07ABOOO00S Status: InProgress  Mumber of ltems:; 1
Yersion, BASE Stage: Requisition Total Amount: $500,000.00

Ml Met View: Off Commitment. $500,000.00
[terms

Share Document
Wendaors
0 Package Public
0 Supporting Docs Public Document Privilege: Mot Public
Yalidations

User

Route History No shared Users found.

Status History

Motifications Group
Mo shared User Groups found.

| ownership |

Mawigator Site
Return to Home Mo shared Sites found.

Share Document Page

Page Features

Use the Share Document page to change the access to this document.

Depending on your system setup, the stage and status of your document, and your level of access and/or
authority, the page might not display all the features in the list.

Public: Displays Not Public (system default) if no one else in STRIPES can access this document unless you
set them up with document sharing privileges.

Full Access: Is displayed if other users are set up with full access document sharing privileges for this
document.

Read Only: Is displayed if other users are set up with read-only document sharing privileges for this document.

User: Displays a list of user identification codes for users able to view and/or modify the document.
Group: Displays a list of user groups able to view and/or modify this document.

Site: Displays a list of site codes for the sites able to view and/or modify this document.

Steps | Page User Action Notes
74. Share e  Click the Navigator menu option to continue.
Document
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Requisition Infarmation

Reqguisition Mumber: 07 ABOD000S

Requisition Status: Pending Financial Approval
Wersion: BASE Stage: Redquisition
Main Met View, Off
ltems
Mavigator
Wendors APP
U Package
0 Supporting Docs | APP-00023

Walidations :
] Milestone Plan
Foute History

Status History TESTFLAM
Motifications
) Solicitation
Crnenership
| Navigator |  (None

Navigator Page

Page Features

The Navigator displays all documents associated with the Requisition currently open.

Clicking the hyperlink of the associated document in Navigator will take you to that document.

Steps | Page User Action Notes

75. Navigator Congratulations! You have completed your

Requisition document.

¢  C(Click the Return to Home menu option to
return to the STRIPES Welcome page.
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