(=% USAID

GLAAS 101 USER GUIDE:

CREATING A REQUISITION

PURPOSE:

This user guide will show you how to create a Requisition from an Advance Procurement Plan
(APP) in GLAAS and will define all required fields. All supporting documents are finalized
primarily outside of GLAAS and can be included in GLAAS as attachments or supporting
documents. The end result of this user guide will be a Requisition that has been validated and is
ready to route for approval.

BEFORE STARTING:

1. An APP must be created, approved and released in GLAAS before you create the
Requisition.

2. Inorder to create a Requisition you must be a Requestor.

STEPS:

= ARG Help | My Prafile | Sign Out
'elcome Sample Requestor [m]
1 There are 5 unread messages in your inbos. Document Go
inbox §  Click here toview
Documents 2
=
Tipen Recent Documents Culek Links
Synopsi
Synopeis Requistion. REQ-617.08-00003 Central Contractor Registration
Repors Non-Competive Cooperative Agreement 1o the Green Delt Movemeant for Fadaral Business Oppontunities
Standard E1000,000 in the first year . §
GLAAS Informational Wishsde
APP. APP-357-09-000001 GLAAS Reports
Requisition: REQ-CAADON0052 GEA Advantagi
(GOA Eroguinn Yo peovide Barss: iducational sonaces in Nortborn Ngivie and GSA Debarment
Niger ks, OF AL Tomorist List
Requisition: REQ-656-09-000004 Compusearch
Requisition: REQ-LPA-D.000054
f gRecompete of Perormance - Contract

Requistion. REQ-527-08-001241
WATER TREATMENT PLANT

Requisition: REQ-ANE-09-000006
G0A Program to provide basic educational serdces in Nothern Nigens and the
Miger Dee.

Requistion. REQ-617-08-00002
WATER TREATMENT PLANT

Requisition: REQM-TRN-09.000709
Add $15,000 funding to CLIN 2 of Pedformance Management Cantract

Requisition: AID-526-22
MIGRATED LINE ITEM

Requistion: RECN-TRN-0S000708
De-cbiligate $5000 from CLIN 1 for Parfomance Management Contract

Figure 1: Welcome Screen

Steps | Section User Action Guidance

1. GLAAS Sign On | Log on to GLAAS (not shown).

2. Welcome Click the Create link on the Access
Panel.
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Document Create
Document Type

[Requisition =l
Requisition Type
|[Requisition |
Create From
|aPP =
Requisition Numbering Masks
[MIOAADCHA - REQUISITION (REQ-OAA-@-#) =l
Continue || Cancel
Figure 2: Document Create Screen
Steps | Section User Action Guidance
3. Document Complete the following fields: Requisitions for all actions—including
Create ) modifications to add funding, make
* Pocur_ng_nt 'I;ype. Select administrative modifications, and de-
Requisition. obligate funds—should be created
« Requisition Type: Select from an APP or linked to an APP.
“Requisition.”
e Create From: Select “APP.”
e Requisition Numbering Masks:
Select the numbering mask that
corresponds with your site.
4, Document Click the Continue button.
Create
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Search Criteria

Search

Description Status Date  Site
[APP Number =] APP-OAA-08-000002 Performance Management Contract 01/07/2008 USAIDITRAINING
For APP-0AA-08-000003 |QC for Office Supplies 0108/2008 USAIDTRAINIMNG
|%OAAT | APP-OAA-03-000004 Incremental Funding of a Health PSC Contract 01/09/2008 USAIDITRAINING
APP-OAA-08-000005 Defensive Driving School 01/09/2008 USAIDTRAINIMNG
Site 1 APP-OAA-08-000007 Humanitarian Assistance 10/23/2008 USAIDITRAINING
| APP-0AA-08-000012 whk education program in Nigeria 11032008 LUSAIDTRAINING
Include Related Sites: APP-0OAA-08-000014 GDA Educat!on Prgramme |nIN|g.er|a 11042008 LUSAIDTRAINING
LAPP-0AA-05-000016] GDA Education Programin Migeria 11042008 LUSAIDMRAINING
Max Results APP-0AA-08-000018 dga ED 1119/2008 USAIDITRAINING
|100 vl APP-0AA-08-000019 Trainer! GDA education program in Migeria  11/05/2008 USAIDTRAINING
Results per Page
I'IO ,l Ne}ftl Page 1 of 10 (Too many results: Only 100 retrieved. Use Search options to limit results.)
Figure 3: APP Selection Screen
Steps | Section User Action Guidance
5. APP Complete the following fields: When searching, you can use the
Selection . percent sign (%) as a wildcard
¢ Search: Pefaults to "APP character to search for a partial
Number. number or name.
 For: Enter the APP number. Clear the Site field when searching for
a document or a user.
6. APP Click the Display toolbar button.
Selection
7. APP Click the APP Number link.
Selection
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(&kAns

Requisition Information
Requisition Requisition Mumber. REQ-OA4-09-000052 Stage. Requisition Mumber of ltems: 1
Version |BASE-In Progress 7] Met View: Of Total Amount: $1,500,000.00
Main Commitment $1,500,000.00
General Information
Additional Info
Project Cwiner. Sample Requestor
Text [ Requisition Date: [P4/14/2009 | &
Defaults ’Requisitioner: [SREQUESTOR lEI
Summary
lterns Buyer: |
Vendors [Originating Ofiice; [MICAAIGRO [ﬂlJ
0 Package Primary Product / Service Code: |R408 |J
Supporting Docs Received Date: | &
Clrrancy
Figure 4: Main / General Screen
Steps | Section User Action Guidance
8. Main / Complete the following Required (R) The Program Manager (PM) will select
General and/or Optional (O) fields: the Buyer at the approval stage.
Requisition Date: Defaultsto | R J .
updated. This date is to search for the specific code that
date in Phoenix. to use this button if you manually
enter the correct code.
Requisitioner: Defaults to R
your User ID, but can be ] ) Editl
Click the Edit button ( ) next to

updated. L SN .
the Originating Office field to edit the

Originating Office: Select the R address for this action. Any updates
code for the requesting office. will carry forward to the Solicitation,
Funding Opportunity and the Award.

Primary Product/Service R

Code: Selecta Use the left-hand menu to navigate
Product/Service Code to through the document.

identify the items in this

Requisition.

Received Date: Enter the date 0]
you received the request (if

any).
9. Main / Click the Additional Info link on the left-
General hand menu.
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Requisition Requisition Mumber: REQ-OAA-03-000052 Stage: Requisition MNumber of ltems: 1

Version. |BASE-h Progress [z Met View Off Total Amount. $1,500,000.00
Main Commitrent. $1,500,000.00
General
Additional Information
Project [Requested By |ANDREWY SMITH |
Text [Phone: [202-564-8956 |
DesaLlis [Technical Point of Cortact |CONTRACTINGOFFICER20 |5
Summary - - i
i [Is5ting Office. MIGROIEGAS ] [EsiE] 2
Yendors [Admin Office; [MIGROEGAS ] ﬂlJ
0 Package Site: |USAIDFI'RAINING J
Supporting Docs Period of Performance: | ¢ 1ol GE
LU |5];h'5 an [T-related purchase?: [MNo =]
Walidations
Figure 5: Main / Additional Info Screen
Steps | Section User Action Guidance
10. Main / Complete the following Required (R) and/or | The Additional Information screen
Additional | Optional (O) fields: contains more information that
Info applies to the entire Requisition.
Requested By: Enter the name R
of the person who initiated this The Period of Performance field
Requisition if different from your should NOT be populated at the
own. Requisition stage.
Phone: Enter the phone R Editl
number of the person who Click the Edit button ( ) next
initiated this Requisition if to the Issuing Office or Admin
different from your own. Office fields to edit the address for
: : this action. Any updates will carry
Technical Point of Contact: R forward to the Solicitation, Funding
Select a COTR/AOTR. Opportunity and the Award.
Issuing Office: Select the R A default value will appear in the
code for the contracting office. Site field and should not be
- - changed.
Admin Office: Select the code R 9
for the COTR’s/AOTR’s office.
Is this an IT-related purchase: R
Defaults to “No,” but can be
changed to “Yes.”
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Supporting Docs

Currency GDAFlzg [VES 2|
Validations
Route History Environmental Determination Document Mame [DCN-EGAS-05-02
Status History Chjective I
Notifications 22 CFR 216 Compliance Status |AF’PROVED BY BEOQ J Approved by BEO
Crwmership Benefiting Country Code |620 J Federal Republic of Nigeria
Navigator Acctg Period f
Returm to Home Reporting Acctg Period [
Action Type [cat J Cooperative Agreement (Competition)
Awiard TEC [2500000
Award/Order Number | J
Competition (YesMNo) = | vEs
EarmarkiDirective/Other |NIA J Mot Applicable

Earmark/Directive/Other Description

Figure 6: Main / Additional Info Screen

Steps | Section User Action Guidance
10. Main / Complete the following Required (R) and/or | The lower portion of the Additional
cont. | Additional | Optional (O) fields: Info screen contains USAID-specific
Info S— “flex fields.”
GDA Flag: Select “YES” if this R
action is for the Global If you are manually entering values
Development Alliance initiative. instead of using the lookup button
Environmental Determination R (J). you must type the value
Document Name: Enter a exactly as it appears in the system
document title (if applicable), and in all uppercase letters.
otherwise enter "N/A. USAID is not currently using the
22 CFR 216 Compliance R Objective field.
Status: Select an
environmental compliance status
code from the dropdown list.
Benefiting Country Code: R
Select the code of the one
country, or region (if applicable),
that will benefit most from this
action.
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Supporting Docs

Currency GDA Flag |YES J
Yalidations . .
Routs History Ermvironmental Determination Document Name [DCN-EGAS-05-02
Status History Objective I
Netifications 22 CFR 216 Compliance Status |APPROVED BY BED 12 Aporoved by BEO
Cwnership Benefiting Country Code [620 I Federal Repubiic of Nigeria
Navigator Acctg Period [
Retur to Home Reporting Acctg Period f
Action Type [CA1 J Cooperative Agreement (Competition)
Award TEC [2500000
RwardfOrder Mumber | J
Competition {Yes/Mo) |YES | vES
EarmarkiDirective/Other |NIA J Net Applicable

Figure 7:

EarmarkiDirective/Other Description |

Main / Additional Info Screen

Steps

Section

User Action

Guidance

10.
cont.

Main /
Additional
Info

Complete the following Required (R) and/or

Optional (O) fields:

Acctg Period: If blank, the
financial interface will default to
the current accounting period. If
the Requisition Date is outside
the current accounting period,
enter the two-digit fiscal month
and four-digit fiscal year in
MM/YYYY format.

0

Reporting Acctg Period: If
blank, the financial interface will
default to the current accounting
period. If the Requisition Date is
outside the current accounting
period, enter the two-digit fiscal

month and four-digit fiscal year in

MM/YYYY format.

Action Type: Select a code
identifying the type of
procurement action.

The lower portion of the Additional
Info screen contains USAID-specific
“flex fields.”

If you are manually entering values
instead of using the lookup button

(J), you must type the value exactly
as it appears in the system and in all
uppercase letters.
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FOUE Sy
Status History
Motifications
Ownership
Mavigator
Return to Home

Objective |

23 CFR 216 Compliance Status [APPROVED BY BEO J Approved by BEO

Benefiting Country Code [620 J Federal Republic of Migeria

Acctg Period |

Reporting Acctg Period |

Action Type [cat J Cooperative Agresment {Competition)
fiard TEC [2500000

Award/Order Number | J

Competition {YesMo) [vES | YES

Earmark/Directive/Other [rua J Mot Applicable

Earmark/Directive/Other Description |

Figure 8: Main / Additional Info Screen

Steps | Section User Action Guidance
10. Main / Complete the following Required (R) The Award/Order Number field is
cont. | Additional | and/or Optional (O) fields: only required when creating a
Info requisition that will modify an existing
Award TEC: Enter the Total R award.
Estimated Cost for the award,
not just what is being If searching for an award or order by
committed right now. the Code, it is important to always
leave off the first four characters of the
Award/Order Number: Select R/O document number. For example, if
the relevant Award/Order searching for contract “AID-OAA-C-08-
Number if this requisition is 00598,” you would only enter “OAA-C-
being used to modify an 08-00598" in the For field after clicking
existing award. on the Award/Order Number lookup
Competition: Enter “YES” or R button (J) (not shown).
“NO” if this action will be
competed or not.
Earmark/Directive/Other: R
Select a value to indicate if this
award action is based on
Congressional Earmark,
Presidential Directive, or other
mandate. Select “N/A” if not
applicable.
Earmark/Directive/Other R
Description: Enter a short
description of the Earmark,
Directive or other mandate for
the award when applicable.
11. Main / Click the Project link on the left-hand
Additional | menu (not shown).
Info
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Requisition Infa rmation

Requisition Requisition Mumber. REQ-CAL-09-000052 Stage Requisiion Mumber of ltems: 0
Version [BASE-I Progress o Met View Of Total Amount $0.00
hain Commitment. $0.00
General m—
Additional Info Project Informatian
’APP: APP-OAA-UB-UOUU]6| Disassaciate fram APP. .
Text Milestone Plan: (None) Associate to M3 Plan..
Defaults Project D | A
summery Project Title: |GDA Education Pragram in Migeria
ltems
Figure 9: Main / Project Screen
Steps | Section User Action Guidance
12. Main / Complete the following Required (R) Requisitions for Purchase Card
Project and/or Optional (O) fields: Orders, micro-purchases, and (for
— — missions only) purchase orders funded
APP: Will auto fill if created R/O by purchase cards, do not require an
from an APP. APP.
Milestone Plan: This field is N/A | | Requisitions for all other actions
not used by the Requestor. should be linked to an APP document.
Project ID: This field is not N/A || The A&A Specialist or CO/AO will link
used by the Requestor. the Requisition to a Milestone Plan.
Project Title: Will auto fill if O If the incorrect APP was used to create
created from an APP. the Requisition, use the Disassociate
from APP button to unlink the
incorrect APP, and then use the
Associate to APP to link to the correct
APP in order to avoid having to delete
the Requisition.
13. Main / Click the Text link on the left-hand menu.
Project
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Gl EEEEEREE
Requisition o Murmiber. BEEQ-0AA-08-000052 Slage. Requisition {
Varsion IB!\SE-InPrcngrcs: -l Met View OF Tatal Amaunt $0.00
Main Commitment $0.00
General st
Additional infio
Project = LDescnption. [0na Program to provide basic educational services in
Ton (Digers not pnnton Form) [Merthern Nigeria and the Niger Delta.
fams Haadar Text H
Vendors
.SZFI:;I‘:IEJI:"@E'IJ-:: =i [ Stetements...
Figure 10: Main / Text Screen
Steps | Section | User Action Guidance
14, Main / Complete the following Required (R) | Use the Main / Text screen to enter text that
Text and/or Optional (O) fields: applies to all line items in the Requisition.
Description: Enter a short R WARNING! Do not enter sensitive
description of the item or procurement information in the Description
services that are going to be field.
purchased with this
Requisition. The Description You can cut_ and paste text from pther
does not print on the docume_nts into the GLAAS text fields, and
Requisition. then edit the text as necessary.
Header Text: This will print R _You (t:a? aljo gsle the Statttre]nlentstt;uttog to
out once at the top of m;_(tards an arOI gnguage at can then be
Section 9B on the edited as needed.
Requisition. Each text field will hold up to seven typed
Footer Text: This will print 0] pages.
out once at the bottom of Only the Description and the Header Text
Section 9B on the will carry forward to the Solicitation, Funding
Requisition (not shown). Opportunity or the Award.
Notes: Enter any additional | O || The first 255 characters of the Description
information you want to carry over to the description field in Phoenix.
send along with the form
(not shown). This will not The first 50 characters of the Header Text
print on the Requisition. carry over to the Title field in Phoenix.
Notes to Buyer: Enter o The recommended Header Text for a:
information about this e Contract or Assistance Award is program
document that you want to .
name (acronym) and vendor (if known).
send to the buyer (not .
2 . Example: PIET, AAl.
shown). This will not print on
the Requisition, but it will e Purchase Order is the purpose (without
appear in the Buyer’s any lead in). Example: Newspaper
Notifications folder within subscription.
the GLAAS Inbox.
e PSC Contract is position and office.
Example: EG Specialist, EGAT.
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@AAS R oute Load PPT

Regquisition Infarmation

Requisition Requisition Number. FEQ-OAA-09-000052 Stage. Requisition Mumber of ltems: 0
Version |BASE-In Progress x| Met View: OfF Total Amount. §0.00
Main Comritrment. §0.00
General
Additional Info Defaults for Wew ltems
Froject User Product Code: | EI
ICE Stip To: [PASHINGTON SHIPTO | [Edit| 1
t]
S_ MarkFor:I Edit J
urmmary :
o Payment Office; [MICFOICMP Edit| .|

Yendors Qualifier: |BV Dollars 7]
Package Delivery Date: | & orDays After Award:l

Figure | 1: Main / Defaults Screen

Steps | Section User Action Guidance
15. Main / Click the Defaults link on the left-hand
Text menu (not shown).
16. Main / Complete the following Required (R) and/or | The Defaults screen lets you enter
Defaults Optional (O) fields: information that will be the same for
. _ every line item in the Requisition.
Ship To: Select the office code @]
for your site or mission. You can leave these fields blank on
i this screen, but some of them will be
Mark For: Select the office that @] required when you create your line
will actually receive the items or items.
service.
The Mark For address is the location
Payment Office: Select the O where the items will be sent after they
office that will make payments are delivered to the Ship To location.

for this action.

— Edit
Qualifier: Select “By Dollars” to @] Click the Edit button (_l) next to

enter the total dollar amount of the Ship To or Mark For fields to edit
each of your line items; select the address for this action. Any

“By Quantity” to specify the updates will carry forward to the
number of things you want to Solicitation, Funding Opportunity and
buy in each line item. the Award.

Delivery Date or Days After o) In general, the Qualifier should be
Award: Choose a default “By Dollars” unless you are buying a
delivery date, or specify delivery fixed number of easily defined items
for a certain number of days (e.g., “Five HP4360 Laser Printers”).

after the award.

USAID is not currently using the User
Product Code field.
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Project[glumbe
Accounting Code: |
Select Accounting Code:
Accounting Template |
Start BFY |
End BFY |
Fund|
Operating Unit (OP) |
Frogram Area |
Distribution Code |
Program Element |

Frogram Sub-Element |

Eenefiting Geo Area |
Operating Unit Def. |
Sub-Cbject Code SOC |

Frogram Target |

r:|

Team/Division |

Alias...

AC Combo...

Figure 12: Main / Defaults Screen

L e e e

Steps | Section | User Action Guidance

16. Main / You may set some or all of these fields to be If the Accounting Code

cont. | Defaults | the default for a new line item. The following information is entered here it will

fields are optional (O) on this Defaults screen: | auto-fill for each new item added to
) this Requisition.

Accounting Code ......cccccceeveeeennns @]
Accounting Template................... @] USAID is not currently using the
Start BFY oo, 0] Alias field.
ENd BFY .o, 0]
FUN oot o AIC Combo populates the
Operating Unit (OP)......ccccccvevnenne O accounting fi_elds with a fund that
Program Area .............c.cococeeeeennn. o} was created in Phoenix and
Distribution Code.........cccceeveenneen. 0] transferred over to GLAAS.
Program Element ............ccccoeene o Only enter funding information
Program _Sgb-EIement ................. o here if using one funding source.
Team/DiViSioN ......ccccoeveveeeeineennn, O
Benefiting Geo Area........ccccee...... @]
Operating Unit Def ..o, 0]
Sub-Object Code (SOC)............... @]
Program Target .........ccccccveveverenn... ®)
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Requisition Information

Requisition Number. REQ-OAAL-09-000052

Requisition
Version |BASE-In Progress 7]

hdain

General =

Additional Info RekEEIECE

Project General

Text Owmer;

Defaults Requisition Date:

Reqguisitioner:

Mumber of ltems: 0

Total Amount. $0.00
Commitment $0.00

Stage: Requisttion
MNet Wiew: Of

Sample Requestor
04/14£2009

Sample Requestor

Buyer.
VEnsers Source PPT Mame: (Mong)
Package Primary Product/ Service Code. R408
) Frimary Product / Senvice Code Description: PROGEAM MANAGEMENT/STUFPORT SERVICES
Supporting Docs ) )
Received Date:
Currency
Validations Originating Office Code. M/OAAGRD
Route History Mame M/OP/REG Team? (ANE, LPA, PPC, SDE,
Status History Address1: 00001
Notifications AddressZ: REE 7th Floor
) Address3:; (None)
Ownership Addressd: (None)
Mawigator City. Washington
Return to Home State: DC
Zip: 20523-7101
Country. TSA
Figure 13: Main / Summary Screen
Steps | Section User Action Guidance
17. Main / Click the Summary link on the left-
Defaults hand menu (not shown).
18. Main / Review the information on this screen | Atthe Summary screen you are not
Summary | for accuracy. required to enter any information. It is
just a helpful checkpoint for you to review
the information that you have entered on
your document thus far.
. . . Edit
Click the various Edit buttons ( ) to
make any changes.
19. Main / Click the Items link on the left-hand
Summary | menu.
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Add | Impart l

Requisifion Information
Requisition Requisition Number. REQ-OAA-09-000052 Status: InProgress  Mumber of ltiems: O
— Version BASE Stage. Requisition Total Amount. $0.00
Wain Met Wiew: Off Commitment $0.00
e ——
Items
Yendors
0 Package Option
Supporting Docs Item Description Item  Status Quantity Amount Version Action
Currency
Yalidations

Figure 14: Items Screen

Steps | Section User Action Guidance

20. Iltems Click the Add toolbar button to add a line
item to this Requisition.
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Previous | Mes

(Shans

Requisition

General
‘ Ship Ta f Acct
Text fterm Nurmber; {1
Summary Sub termn Number:
Sequence for Sub Mumber:

Retun
User Product Cade | J

Requisition Number: REQ-OAA-03-000052 [tem Mumber 0001 of 1

tem Number: Sub ke Number GoTo |

Itern General

Yalidations

Drescription: [Education Improverment Services

Calculate By Percentage. [
[cualfier [By Dolars =
Unit of Issue: I—J
Quantity: l—
Unit Price: l—

[Amaunt [1500000.00 |

Figure 15: Items / General Screen

Steps | Section User Action Guidance
21. ltems / Complete the following Required (R) and/or Use the Items / General screen
General Optional (O) fields: to add information about this line
item.
Description: Enter the Item R
description. The qualifier may auto-populate
— based on what was entered in
Qualifier: Select “By Dollars” to R Main / Defaults.
enter the total dollar amount of each
of your line items; select “By All the options on the left-hand
Quantity” to specify the number of menu only pertain to the current
things you want to buy in each line item.
item. , .
The Item Number field will
Unit of Issue: If “By Quantity” is R/O default in sequential order.
sele(_:ted as the Qualifier, this is a USAID is not currently using
required field. !
these fields:
Quantity: If “By Quantity” is R/O
selected as the Qualifier, thisis a * Sub item Number
required field. e Sequence for Sub Number
Unit Price: If “By Quantity” is R/O ° User Product Code
selected as the Qualifier, this is a
required field. e Calculate By Percentage
Amount: This field is read/write if R
the Qualifier is set to “By Dollars.”
This field will auto-populate if the
Qualifier is set to “By Quantity.”
22. Items / Click the Additional Info link on the left-hand
General menu.
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(Shans

Requisition

General

| Additional Info

Ship To f Acct

ltern Information

Fequisition Mumber: REQ-QAA-02-000052

ftem Mumber 0001 of 1

ltern Nurmber: I Sub Itern Mumber: | Go To |

Additional Infao

Accountable Property. [

Text Product / Service Code: [R408 EI
Summary Special Handling: | 4
ecial Handling:
Yalidations P g B
Retum Period of Performance: | G To | &=
Expected Renewal Date: | =
IUnfunded Ling tem: [
GFF. O
Dption Line ltem: T
Anticipated Exercise Date: | & =
Days After Award: |
FCOE: |Destination vl
Crigin City |
Origin State: |
CLIN Estimated Amount [1500000]
Figure 16: Items / Additional Info Screen
Steps | Section User Action Guidance
23. ltems / Complete the following Required (R) The Expected Renewal Date field is
Additional | and/or Optional (O) fields: used for services that are expected
Info : . to be renewed, e.g., Janitorial
Product / Service Code: This service.
will default from the Main /
General screen, but it can be USAID is not currently using the
changed on the line item or left Accountable Property field.
blank.
The Period of Performance field
Special Handling: Select a code should NOT be populated at the
if this item requires special Requisition stage.
handling.
Expected Renewal Date: Enter
the date you expect to renew this
action.
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A
(Shans -
Itern Infarmation

Requisition Mumber, BEEQ-OAA-05-000052 Itern Mumber 0001 of 1

Requisition
ttem Murnber | Sub tterm Murnber; GoTo
General
Additional Infa
Ship To £ Acct Accountable Property. 11
Text Product f Service Code: [R408 J
Summary Special Handling: | o
Validations peca g
R Period of Performance: | ¢ To | G =
Expected Renewal Date; G =
nfunded Ling tsm: T
GFP: [
Option Line ltem:.
Anticipated Exercise Date: G @&
Days After Award:
FOB: |Destination =
Origin City: |
Qrigin State:
CLIN Estimated Amount [1500000
Figure 17: Items / Additional Info Screen
Steps | Section User Action Guidance
23. ltems / Complete the following Required (R) and/or Use the Unfunded Line Item box
cont. Additional | Optional (O) fields: when it is an unfunded request.
Info
Unfunded Line Item: Check this box (0] If checked, Unfunded Line Item
if this line item will be unfunded at does not require Ship To or
this time and to zero out the Accounting Information. Once
committed value of the item. funding becomes available, the
. . : i box can be unchecked and the
GFP: Check this pox if the item is (0] Ship To and Accounting
Government Furnlshe_d Property and information added.
to zero out the committed value of
this item. The CLIN Estimated Amount

can be higher than the amount
Option Line ltem: CheCk th|S bOX if O entered on the Items / General

this is an option line item and to zero screen.

out the committed value of the item.
USAID is not currently using
Anticipated Exercise Date: If the R/O || these fields:

Option Line Item is selected, you are
required to enter the date you think e FOB
you will exercise this option, or enter
the number of Days After Award
you expect to exercise this option.

e Origin City/State

CLIN Estimated Amount: Enter R
the estimated total value for this
contract line item.
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Requisition

General

Requisition Mumber EEQ-OAA-0%-000052

[tem Mumber 0001 of 1

[tern Mumber: | Sub tern Mumber: | Go To |

Additional Info
| shipTo/Acct | @

Text Ship To f Accounting

Summary Select Ship To I  Ship To  Mark For
Validations

Return

Figure 18: Items / Ship To / Acct Screen

CGuantity Amount Deliver By

Steps | Section User Action Guidance
24, ltems / Click the Ship To / Acct link on the left-
Additional | hand menu (not shown).
Info
25. ltems / Click the lower Add button. Each Requisition line item can have
Ship To/ multiple Ship To addresses.
Acct

If you use the Add button on the top
toolbar, you will add a brand new item.

If this Item is marked as Unfunded
Line Item, you are not required to
enter either the Ship To or
Accounting information.
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1

Click S5ubmit

to save
vour data.

Ship To
Ship To: W ASHINGTON SHIP-TO

Amount 1500000 .00

Delivery Date:| & & PIDESFS Aftor |Award

igition Informatian

Requisition Mumber BEEQ-0AA-0%-000052

Yersion. BASE
[tem Mumber 0001

Delivery Location / Accounting Detail

Description’ Edurcation Tmprovement Services

Amount: $1,500,000.00

EIJMark For |

=] j2d

Accounting | Add

Figure 19: Delivery Location / Accounting Detail Screen

Subimit Cancel |

Steps

Section

User Action

Guidance

26.

Delivery
Location /
Accounting
Detail

Complete the following Required (R) and/or

Optional (O) fields:

Each Ship To address can
have multiple funding lines.

Ship To: The Ship To address will
default from the header-level if
entered earlier or from your
Preferences.

R

Mark For: The Mark For address
will default from the header-level if
entered earlier or from your
Preferences.

Amount: If the Amount was
populated on the Items / General
screen, the system will auto-fill this
field.

Delivery Date or Days After: One
of these dates (the start date of
services) is required.

27.

Delivery
Location /
Accounting
Detail

Click the Add button next to Accounting.
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A ::.:: ounti r-'u' Infarmation Detail

Accounting Code: |
Select Accounting Code;  Alias... A/C Combo...
Accounting Template [CE Funds OE Funds
Start BFY [2009 2009
End BFY |
Fund [CE OE (FundCurrency: 001)

Operating Unit (OP) |AAELPA

Office of the Assistant Administrator

Program Area |

Distribution Code |

Frogram Element |

Program Sub-Element |

Team/Division [LPAPIPOS

ESES g (EE (5SS

J LPA - Public Information, Praduction &

| Benefiting Geo Area 000

---||United States

Cperating Unit Def. N J
ISub-ObJect Code SOC [2400300 ;”News Production and Media Support 1
Program Target | J
Figure 20: Accounting Information Detail Screen
Steps | Section User Action Guidance
28. Accounting | The Accounting Information section must | These are the fields required by
Information | have complete Phoenix funding information | the system. Based on your office
Detail in order for this Requisition to be released. or mission, additional codes may
. _ . _ be required.
This funding information contains the
following Required (R) and/or Optional (O) The Accounting Information can
fields: be entered at the Main / Defaults
) screen. You can change this
Account!ng Code...coovveviiieen, o information if necessary.
Accounting Template................... R
Start BFY e R Refer to the Adding Bilateral
ENd BFY . R/O Funding user guide for more
FUNd ..o, R information on the Funding
Operating Unit (OP) .....cccccvvveveennn. R Type.
Program Area........ccccccvvvveeeeeninnnnns R/O .
Distribution Code ........cccccecvvveneen, R/O The ACCO“W'”Q Codg popula}es
Program Element..........ccccceu....... R/O the accounting fields with funding
Program Sub-Element.................. o} templates from My Profile.
Team/_D_|V|S|on ............................... R/O The AC Combo button pulls
Beneflt_lng Gep Area...cccceveeeiiinnnns R templates from the financial
Operatmg Unit Def...oveeveeeeiiis @) interface, Phoenix, correctly
SUb-Ob]eCt Code (SOC) ............... R populating most fields.
Program Target............cccceeeeeeeen. @]
USAID is not currently using the
Alias button.
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Benefiting Geo Area [0000]

Operating Unit Def. |
Sub-Object Code 5&@ [2400300

Committed Amount |1500000.00

Frogram Target |

[Percent [100 |

[Armount [1500000.00 ]

Subject to Availability of Funds: [

NN

Unobligated: [1500000 00

Froject Mumber: |

|Payment Office” [MICFO/CMP

| JEsiE]

Calculate |[ Submit | Cancel

Figure 21: Accounting Information Detail Screen

Steps | Section User Action Guidance
29. Accounting | Complete the following Required (R) and/or | The Amount field will auto-fill from
Information | Optional (O) fields: the Ship To Amount, but can be
Detall . changed if you are splitting the
Percent: Defaults to 100, but will funding lines.
automatically change if you are
splitting the funding lines.
Amount: The Amount field will
auto-fill from the Ship To value, but
can be changed if you are splitting
the funding lines.
Subject to Availability of Funds:
Check this box if the Requisition
will be unfunded. If checked, the
system will zero out the committed
value of this line, but will validate
the funding information in Phoenix.
Payment Office: Enter in the
payment office.
30. Accounting | Click the Submit button. Repeat Steps 27-30 if you plan to
Information fund this line item with multiple
Detail sources.
12/2009 GLAAS 101 USER GUIDE: CREATING A REQUISITION 21 OF 36



(Shkans

Requisition Information
Requisition Numbér REQ-OAA-09-000052 Description: Education Improvement Services
i Wersion. BASE
) 3 [tern Mumber 0001 Amount §1,500,000.00
Click Submit
to save
your data ting Detail
ShipTe-1
Ship To' W ASHINGTON SHIP-TO Edie] [ ark For | Edit| |
Amount[§1,500,000.00
Delivery Date: ¢ EI0R Days After: | Award =l 20

Accounting M ﬂl Delste

Account Accounting Code Accounting Template Start BFY End BFY Fund Operating Unit (OP) Program Area Distribution Code Program Element Program Sub-Element TeamDivision
I

i (MNone) QE Funds 2009 (Mone) OE  AALPA ({MNone) (Mone) (Mone) (MNone) LPARIPOS
Sancel

Figure 22: Delivery Location / Accounting Detail Screen

Steps | Section User Action Guidance

31. Delivery Click the Submit button to save the
Location / changes made to the Ship To and
Accounting | Accounting screens.

Detail

@
Requisition Requisition Number: EEQ-0OA4-09-000052 [tern Mumber 0001 of 1

ftern Murmber: I Sub Item Mumber: I GoTo |

Itern Information

General
Additional Info

Ship Tof Acct I

Text Ship To unting

I Surnmary Select  Ship To ID  Ship Te Mark For Quantity Amount Deliver By
Validations [ )] 1 WASHINGTON SHIP-TO $1,500,000.00 30 Days After Award
Return

Figure 23: Items / Ship To / Acct Screen

Steps | Section User Action Guidance
32. Items / When you have entered all of the Ship To
Ship To/ addresses with funding information for this
Acct line, click the Text link on the left-hand
menu.
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It&rmn on

(Shans

Requisition
tern Nurmber | Sub Itern Nurnber | GoTo |
General

Additional Info

Itern Text [ vEC
Ship To / Acct -

Requisition Mumber, REQ-OAA-09-000052 [termn Mumber 0001 of 1

Header [ex’ [Education Improvement Services Line [tem 1 for $1,500,000. [£
Text
Validations - Statements. .
Retum Footer Text: =
-|  Statements.. |
MNotes: =
-|  Statements.. |
Inspection Text =
=l Statements. . |

Figure 24: Items / Text Screen

Steps | Section User Action Guidance
33. Items / Complete the following Required (R) Use the Items / Text screen to enter
Text and/or Optional (O) fields: text that only applies to this particular
S— line item.
Header Text: Will print out (0]

once above the current item in
Section 9B on the Requisition.

Footer Text: Will print out once 0]
below the current item in
Section 9B on the Requisition.

You can cut and paste text from other
documents into the GLAAS text
fields.

You can also use the Statements
button to insert standard language
that can then be edited as needed.

Notes: Will not print on the @)

Requisition. Each text field will hold up to
seven typed pages.
Both the Header and the Footer Text
will carry forward to the Solicitation,
Funding Opportunity or the Award.
USAID is not currently using the
Inspection Text field.

34. Items / Click the Summary link on the left-hand
Text menu.
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Itern Infarmation

(Shans

Requisition Requisition Mumber, REQ-OAA-09-000052 [term Mumber 0001 of 1
ftern Nurmber: | Sub fterm Nurmber: | GoTo |
General
Additional Info
Ship To  Acct ltern Summary
Editl
Toxt General
i [tern Mumber: 1
m Sub ftem Number:
Validations Sequence for Sub Mumber;
Return User Product Code: (Mone)
Description: [Education Improvernent Services for Nigeria 1=
=
Calculate By Percentage: Mo
Qualifier; By Deollars
Unit of Issue:
Quantity:
Lnit Price:
Amount 150000000
Additional Information Euit |
Accountable Property: Mo
Froduct/ Service Code: R408- PROGEAN MANAGEMENT/STUPPORT SERVICES
Figure 25: Items / Summary Screen
Steps | Section User Action Guidance
35. ltems / Review the information on this screen for At the Summary screen you are not
Summary accuracy. required to enter any information. It

is just a helpful checkpoint for you
to review the information that you
have entered on your item thus far.

Click the various Edit buttons

Edit
(—l) to make any changes.

36. Iltems / Click the Validations link on the left-hand
Summary menu.
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Requisition

General

Additional Info

Ship To

Walidation

Error Messages

fAcct

Requisition Information
Requisition Mumber. REQ-0AA-09-000052
Version: BASE

Status: InProgress  MNumber of items: 1
Stage: Requisition
Met Wiew: Off

Total Armount: $1,500,000.00
Commitment. $1,500,000.00

Text
Summary Location Message. : : . . Extended Text
ftern: 0001 Sub-Chject Code S0OC is required for Acct ID 1 located in Ship To 1D 1
Validations
Warning Messages

Location

Message Extended Text

ftermn; 0001 Item Description is Required.

Total Errors: 1

Total Warmings: 1

Figure 26: Items / Validations Screen

Steps | Section User Action Guidance
37. Items / Correct the errors or warnings and then The Validations screen appears
Validations | click the Validations link again to re- with a list of Error Messages and/or
validate the Requisition. a list of Warning Messages.
Error Messages must be corrected
to continue.
Warning Messages should be
corrected before continuing, but the
system will not require it.
If you did not fill in the Phoenix
funding information in the
Accounting Information section,
you will receive error messages
about these missing values.
38. Items / Click the Return link on the left-hand
Validations | menu.
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2 n
Requisition Number: REQ-0OAA-0S-000052

Requisition Status: In Progress  Mumber of ltems: 1
— Wersion: BASE Stage: Requisition Total Amount. $1,500,000.00
hain Met View: Off Commitment. $1,500,000.00
s ltems
Yendors
Package Option
Supparting Docs Item Description lem  Status Quantity Amount Version Action
0001 Education Improvement Services Item Active $1,500,000.00 BASE ~ Add
Currency Total lterms: 1
Walidations
Route History
Status History
Motifications
Owinership
Mavigator
Return to Home
Figure 27: Items Screen
Steps | Section User Action Guidance
39. Items Repeat Steps 20-38 if you need to add
more line items.
40. Items Click the Vendors link on the left-hand
menu.
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S

Main
[tems

Vendors |
Package |

Supporting Docs
Currency
Validations
Route History
Status Histony
Motifications

Owinership
Mavigator
Return to Home

Figure 28: Vendors Screen

Requisition Information

Requisition Number. REQ-0AA-09-000052

Yersion: BASE

Select Code Mame Phone

Status: InProgress  MNumber of ltems: 1
Stage: Requisition
Met View: Off

Total Amount: $1,500,000.00
Commitment: $1,500,000.00

Steps | Section

User Action

Guidance

41. Vendors

To add a Permanent Vendor to a
Requisition:

e Click the Add toolbar button.
e Search for a vendor (not shown).

e Click a vendor code to select it
(not shown).

To add a Temporary Vendor to a
Requisition:

e Click the Add Temporary toolbar
button.

e Enter the vendor’'s name and
address information (not shown).

e Click the Submit button to add the
Temporary Vendor (not shown).

e Repeat if you want to choose
more than one vendor.

Vendors are not required on
Requisition documents.

Permanent Vendors are copied
hourly from the Phoenix accounting
system, and can be used on all
GLAAS transactions.

Temporary Vendors do not exist in
Phoenix. They can only be used on
GLAAS Requisitions, Solicitations, and
Funding Opportunities. A vendor must
be created in Phoenix in order to use it
on a GLAAS Award.

Do not enter Vendors for competitive
acquisitions. You can enter Vendors
for sole-sourced acquisitions.

42, Vendors

Click the Package link on the left-hand
menu.
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Requisition equisition Mumber REQ-OAA-09-000052 Status: InFrogress  Number of ltems: 1

Version: BASE Stage: Requisition Total Amount. $1,500,000 00
ain MNet Wiew: Off Commitment. $1,500,000.00

[tems

on Information

C 0 ge
REQGEN
6. Consignee and Destination: System Calculate

Yendors
Package

Caover Page
Attachments Print Ship To: With Each Line (for multi only)

Supporting Docs
Currency

Figure 29: Package / Cover Page Screen

Steps | Section User Action Guidance

43. Package / Click the Edit toolbar button to make All Requisitions use the same standard
Cover Page changes to the standard GLAAS cover | cover page.

page (not shown). . .
The cover page contains a Consignee

and Destination address (calculated
from the fields in the Requisition), and
will print a ship to address on each
line.

Refer to the Filling Out a Form user
guide for more information on how to
work with cover pages in GLAAS.

Click the printer toolbar button () to
open a new browser window and view
a PDF version of the form for your
document in Adobe Acrobat Reader.
This report can be viewed, saved, or
printed from your browser.

44. Package / Click the Attachments link on the left-
Cover Page hand menu.
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(Shans

Fequisition Information
Requisition Requisition Number. REC-OAA-09-000052 Status: InProgress  Mumber of ltems: 1
_ Version: BASE Stage: Requisition Total Amount: $1,500,000.00
hlain MNet Wiew: Off Commitment: $1,500,000.00
[terms
Yendors Attachm ction
Package Select Subject Required Approved Attachment Number Locked File Name / Exception Version
Cover Page
Attachments
Supporting Docs
Figure 30: Package / Attachments Screen
Steps | Section User Action Guidance
45, Package / Click the Add or Library toolbar The Attachments screen contains
Attachments | buttons to add a document to the documents for external use that may
Requisition package (not shown). be sent to the vendor. Example:
. “Statement of Work.”
Select the document to be included as
an attachment (not shown). The Adding Attachments and
. ) Supporting Documentation user guide
Repeat until all the required explains how to add files to your
attachments have been added (not GLAAS documents in more detail.
shown).
46. Package / Click the Supporting Docs link on the
Attachments left-hand menu.
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Requisition Infarmation

Requisition

hlain
[terms

Requisition Mumber: REQ-0OAA-09-000052

Version: BASE

Status: InProgress  Mumber of ltems: 1
Stage: Requisition
Met Wiew: Off

Total Amount. $1,500,000.00
Commitment: $1,500,000.00

Wendors
0 Package

Supporting Docs
Currency

Walidations

Supporing Documents Selection

Figure 31: Supporting Docs Screen

Steps | Section User Action Guidance
47. Supporting Click the Add File or Library toolbar The Supporting Docs screen
Docs buttons to add a supporting document contains documents for internal use

to the Requisition package (not
shown).

Select the document to be included as
a supporting document (not shown).

Repeat until all the required supporting
documents have been added (not
shown).

that will not be sent to the vendor.
Example: “Cost Analysis.”

Supporting Documents can be set to
Confidential which allows only users
with Full Access to view the supporting
document.

The Adding Attachments and
Supporting Documentation user guide
explains how to add files to your
GLAAS documents in more detail.

48. Supporting
Docs

Click the Currency link on the left-hand
menu

The currency of your Requisition
defaults to U.S. Dollars.

If you do not want to change the
currency, skip to Step 59.
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@3
Requisition
Main

ltems
Vendors

Package
Supporting Docs
Walidations
Groups

Route History
Status History
Notifications
Ownership
Navigator

Return to Home

EEEnE

Requisition Information
Requisition Number: REQ-527-09-000110 Status: In Progress
Version: 000001

Net View: On

Base Currency: USD-US Dollars
Print Base in Schedule: No
Print Currency: USD-US Dollars

Exchange Rates
Select Code HName Exchange Rate Printin Schedule

Stage: Amended Requisition

Mumber of ltems: 1
Total Amount: $100,000.00
Commitment: $100,000.00

G |

Figure 32: Currency Screen

Steps | Section User Action Guidance
49. Currency Click the Set Currency toolbar button.
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—
CHUA JMDL

to save

vour data. I
— Base Currency: |USD El

Print Base Currency in Schedule?: T
Print Currency: [USD J
Submit Cancel
Figure 33: Currency Screen
Steps Section User Action Guidance
50. Currency Click the Base Currency lookup button | The Base Currency is the
J underlying currency of the
(=) to change the Base Currency. Requisition.

Currency Selection

Search: |Namej For:| Display | Cancel
Max Results: | 100 _~| Results per Page: |10 ~

Code MName

Afghani

Algeria Dinar
Argentia Peso
Australia Dollar
Austria Schilling
Bahamas Dollar
Bahrain Dinar
Baht

Balboa

Balboa

el =
o o
(S I F e

—
f=]
(]

(=~
(=
ey}

Mo
<
(0]

—
j=}
()

.
(=
{ss]

[~
s
(=]

.
(=~
(gl

ws)
L=
=

@

MNext Page 10of 10 ({Too many results: Only 100 retrieved. Use Search options to limit results_)

Figure 34: Currency Selection Screen

Steps Section User Action Guidance
51. Currency Search for and select the Base
Selection Currency for the Requisition.

52. Currency Click the Print Currency lookup button | The Print Currency is the
to change the Print Currency (not currency in which the
shown). Requisition is printed.

53. Currency Click the Submit button (not shown).
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Set Gurrency ( Add | ?

(Reauisionwomator — |
Requisition Requisition Number: REQ-514-10-000001 Status: In Progress  Number of ltems: 0
Version: BASE Stage: Requisition Total Amount: EGP0.00
Mai Met View Off Commitment EGP0.00
Vain
ltems
_— [Gureng ——— |
endors Base Currency: EGP-Egypt Pound
Package Print Base in Schedule: No
Supporting Docs Print Currency: EGP-Egypt Pound
Valdations Exchange Rates
Select Code MHame Exchange Rate Printin Schedule
Groups

Route History
Status History
Notifications
Ownership
Navigator
Return to Home

Figure 35: Currency Screen

Steps Section User Action Guidance

54, Currency If your Base Currency is not US Dollars | If the Base Currency of the
(USD), click the Add toolbar button. Requisition is not US Dollars,

OR you must set an Exchange
Rate between the base

If your Base Currency is US Dollars, go | currency and US Dollars (USD).
to Step 59

12/2009 GLAAS 101 USER GUIDE: CREATING A REQUISITION

33 OF 36



netwe’ﬂ. (i AT T I:L#‘U.UU
Click Submit
o save
Base Currency: P - Egypt Pound
Target Currency ﬁ
| Exchange Rate: ||_ I
Printin Schedule: T
Figure 36: Document Exchange Rate Screen
Steps Section User Action Guidance
55. Document Click the Target Currency lookup
Exchange Rate J
button (=1).
56. Document Search for and select “USD” (not You must set the Target
Exchange Rate | shown). Currency to “USD” if your
Base Currency is not also
“UsD.”
57. Document Edit the Exchange Rate if necessary. GLAAS recommends the
Exchange Rate current rate of exchange.
However, this can be changed
if needed based on discussions
with the CO or FMO.
58. Document Click the Submit button.
Exchange Rate
59. Currency Click the Validations link on the left-
hand menu (not shown)
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Requisition

Ilain
[termns

Vendors

0 Package
Supporting Docs
Currency

Validations I
| Route History |

Status History

Motifications
Owinership
Mawigator
Return to Home

Walidations
No Errors Found

Requisition Infarmation
Requisition Number. REQ-OAA-09-000052
Wersion. BASE

Figure 37: Validations Screen

Status: InProgress  Mumber of ltems: 1
Stage: Requisition
Met View: Off

Total Amount: $1,500,000.00
Commitrment: $1,500,000.00

Steps | Section

User Action

Guidance

60. Validations

Correct the errors or warnings and
then click the Validations link again to
re-validate the Requisition.

The Validations screen appears with a
list of Error Messages and/or a list of
Warning Messages.

Error Messages must be corrected to
continue.

Warning Messages should be
corrected before continuing, but the
system will not require it.

If you did not fill in the Phoenix funding
information in the Accounting
Information sections you will receive
error messages about these missing
values.

If there are no GLAAS error messages,
the system will prompt you to Validate
in Phoenix. If you are not approving the
document and committing funds, click
the No button (not shown.)

61. Validations

Click the Route History link on the
left-hand menu.
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Requisitian Infarmation

Requisition Requisition Mumber: REQ-OAA-02-000052 Status: In Progress  Mumber of ltems: 1

Version: BASE Stage: Requisition Total Amount. $1,500,000.00
Main MNet View: Off Commitment. $1,500,000.00
ftems
Vendors Raute Histary
Qpackage Route Role To InDate OutDate Comments Status Wersion Phone Site Routing Symbol
Supporting Docs
Currency
Validations

Status History
Motifications
Owinership
Mavigator

Return to Home

Figure 38: Route History Screen

Steps | Section User Action Guidance
62. Route Click the Route toolbar button to begin | The Route toolbar button allows the
History the routing process (not shown). user to forward documents to other

GLAAS users for review and approval.

For missions, the minimum required
route list includes the FMO, who
receives the document “For
Review/Review,” and the PM, who
should be the last person on the route
and receives the document “For
Review/Courtesy Copy.” Any additional
users on the route list must receive the
document “For Review/Review.”

You can create routing list templates in
My Profile.

Refer to the Routing a Document user
guide for additional information.

63. Route Click the Return to Home link on the
History left-hand menu.
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