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Background:

This simulation is part of the NIH iProcurement Internal functionality which is utilized
by multiple NBS Roles. This Navigation Guide provides step by step instructions on
how to create a new Standing Order within iProcurement. Additionally, the steps for
modifying an existing Standing Order are illustrated.

Additional Information:

User Starting Point: Most NBS step by step process instructions (computer-based
training or Navigations) begin with the presumption that the user has first located the
appropriate NBS Portal page and has then accessed the NBS Production link for the
appropriate business area. For assistance with this process see the NBS Log On
Instructions portlets within the NBS Share Point Portal pages.

Mouse Orientation: All references to “clicking” or other mouse actions are written with
the presumption that the user’s mouse has a right hand configuration.

For supportive information on how to view recorded simulations of this process using
User Productivity Kit (UPK) go to the NBS Portal pages, NBS Support Resources portlet,
Simulations and Computer Based Training link. Open the Introduction to UPK link.
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Procedure

Sample Scenario: You need to create a Standing Order. All of the required data is
provided during the applicable steps of these step by step instructions.

Upon completion of this process, you will be able to:

- Create a new Standing Order within iProcurement.
- Modify an existing Standing Order within iProcurement.

Note: There can only be one Item on a Standing Order. Separate Standing Orders will
need to be set up if additional Items are need on a recurring basis.

s of Health E-Business Suite Diagnostics  Logout  Preferences  Help W—?&ES&”Q?H o

D

Enterprise Search All j o Search Results Display Preference Standard j
Home
Navigator Worklist
Personalize Full List
T NIH iProcurement Internal ?Um Type | Subjec | Sent |Due

There are no notifications in this view.
@ TIP Vacation Rules - Redirect or auto-respond to notifications.

@ TIP Worklist Access - Specify which users can view and act upon your notifications.

-
[ [ | || [FuiLocalintranet | Protected Mode: On o - [Hwow -~ |

Step

1. Begin this process by selecting the NIH iProcurement Internal responsibility
in the Navigator section of the NBS Home page.

Click the NIH iProcurement Internal link.
| » ] NIH iProcurement Internal |
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Navigation

Enterprise Search Al =l

Home

Navigator
Fersonalize

[N Procurement Internal
PProcurement Home Page

titutes of Health E-Business Suite Diagnostics  Logout  Preferences  Help INTPROC NIH

Go Search Results Display Preference Standard j
Worklist
Full List
i)
From Type  Subject Sent Due

There are no notifications in this view.
# TIP Vacation Rules - Redirect or auto-respond to notifications.
@ TIP Worklist Access - Specify which users can view and act upon your notifications.

|»

Logged In As

A

[ [ | | | [FuiLocalintranet | Protected Mode: On

[5 - [®w0% - A

Step

2. The functions associated with the selected responsibility display.

Click the iProcurement Home Page link.

| iProcurement Home Page |
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Navigator -

Shop

Stores

My Requisitions

i)
Requisition
3615000
3614993
3614996
3614005
3614826

My Notifications

i)

Type
Mo results found

onal Ir
L

Favorites -

Requisitions
Stores = Standing Orders = Shopping Lists

Search  Main Store = Go

Description
Tissue Culture Dishes # 191-0081

Tissue Culture Dishes # 191-0081
Tissue Culture Dishes # 191-0081
Tissue Culture Dishes # 191-0081

Tissue Culture Dish

titutes of Health iProcurement
ant

Advanced Search

From

Shopping Cart  Home

Total (USD) Status
0.00 cancelled

655.00 Approved
32750 Approved
65.50 Approved

150.86 Approved

Subject

Logout Preferences Help  Diagnostics INTPROC_NIH

Copy

i il i

Sent

Logged In As

Shopping Cart
Full List Your cartis empty.

Change
Purchasing News
B3 + Check frequently asked questions
= + Review purchasing policies
Bl
=3 This is where the customer puts their own
purchasing news items (this is an HTML
plugin).
Full List

The iProcurement Home page displays.

Click the Standing Orders tab.

Standing Orders
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Logged In As
INTPROC_NIH

Navigator -

itutes of Health iProcurement Shopping Cart  Home Logout Preferences Diagnostics

Favorites -

Shop | Requisitions
Stores  Standing Orders = Shopping Lists

Search Standing Orders
Enter search criteria and press the Go button to find standing orders

Search

MNote that the search is case insensitive

Standing Order Number Q,
Status ﬂ
Item Q,
Go Clear

Create Standing Order | |7

Order Order Description Status Item Item Description Frequency Creation Date Update
Mo search conducted.

- anbsdevl About this Page Privacy Statement J

Done ' T [ [ [ | FulantanctifordedModeon |73 - [Ri00% -

4, The Search Standing Orders page displays.

On this page, users can search for an existing Standing Order or create a
new Standing Order.

For this scenario, the steps for creating a new Standing Order are illustrated
first.

5. Click the Create Standing Order button.
Create Standing Qrder |

Create_or_Modify_a_Standing_Order Page 5
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stitutes . i Logged In As
tes of Healtr
nstitutes of Heaith iProcurement Shopping Cart  Home Logout Preferences  Diagnostics |\ pone

Navigator - Favorites -

Requisitions
Stores | Standing Orders =~ Shopping Lists
Shop: Standing Orders =

Create Standing Orders

* Indicates required field
Orders entered after 1 pm will be processed on the next business day Cancel || Apply

Order Information

ongers
H
Show All Det | Hide All Details

Details Order ltem Item Description Quantity Unit Unit Cost
» 18818 Q
Return to Standing Orders Search Cancel || Apply

NIH Business System - anbsdevl Aboutthis Page Privacy Statement
|Done [ [ 1 ||| |¥NiLocalintranet | Protected Mode: On Va - mwen - )
Step

6. The Create Standing Orders page displays.

Note that an Order Number has been assigned and is displayed in the Order
column (18818 for this scenario).

7. Click the Show All Details link to display the Order, Billing, and Delivery

sections.
| Show All Details |

Page 6 Create_or_Modify_a_Standing_Order



National Institutes of Health Navigation

Office of Managemaentd

Logged In As

s of Health iProcurement Shopping Cart  Home Logout Preferences  Diagnostics |urpeoe w

[NiH 4

Navigator -

Favorites

Shop | Requisitions

Stores  Standing Orders = Shopping Lists
Shop: Standing Orders =
Create Standing Orders
* Indicates required field
Orders entered after 1 pm will be processed on the next business day cancel || Agply
Order Information
Ongars
o
Show All Details | Hide Al Details
Details Order ltem Item Description Quantity Unit Unit Cost
18818 Q
Delivery
Order Billing
* Frequency -
Description * Project Q, =
] ) Day Of Delivery =
= Status  Active & = Task Q, - ;
* StatDate  30-Ju-2015 [y * Expenditure Type Q Deliver On Holigay  Next =]
End Date &y * Expenditure Org Q, Deliver-To Location Q,
* Delivery:FIriWing/Rm
Return to Standing Orders Search Cancel | Apply

tem - anbsdevl Aboutthis Page Privacy Statement

|ttp: ffauincy 1. at.nih.gov:24040/0A_HTML/OA.sp2page =/nihjorade/apps/oo/webuiiinpostordsrche | | | [ | [Fi Local intranet | Protected Mode: On Va - [t - )

Step

8. The Order, Billing, and Delivery sections display.

First, enter or search for and select the applicable Item.

9. For this scenario, click the Search for Item icon (magnifying glass to the
right of the Item field).

Note: If the Item Number is known, the user can enter it directly into the
Item field.

Q
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r Logged In As
iProcurement Shopping Cart  Home Logout Preferences  Diagnostics INTPROC_NIH

Navigator - Favorite~

/2 Search and Select List of Values - Windows Internet Explorer

Shop
Stores - Standing OrYl- search and Select: Item

Shop: Standing Orde Cancal || Select

Create Standing Search

neel || Apply
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go™ button
Order Information Search By Item =l Go
ok Results
a
Show All Details | Hifll | Select Quick Select Item Item Description Unit Of Issue Item Cost
Details Qi No search conducted. it Cost
120fll  Aboutthis Page
Orer
Cance| Select
Return to Standing O neel || Apply
[Done [ [T [ [ | |6 Localintranet | Protected Mode: On PRIESTIRS |
Done. [ 00 | [ |6 Local intranet | Protected Mode: On a - [m00% -
Step
10. The Search and Select: Item page displays in a new window.

Users have the option to search for the Item by Item Number or Item
Description. For this scenario, the steps for searching by Item Description
are illustrated.

Click the Search By dropdown button.

Page 8 Create_or_Modify_a_Standing_Order
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g . Logged In As
iProcurement Shopping Cart Home Logout Preferences  Diagnostics INTPROC._NIH

Mavigator .- Favorite:

/2 search and Select List of Values - Windows Internet Explorer = [O] =]
Shop
Slores - Standing Ol search and Select: Item
Shop: Standing Order Cancel | Select
Create standing {| search
neel || Apply
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go” button
Order Information Search By __ Go
Resuts
Show All Details | Hid] | Select Quick Select Item Item Description Unit OfIssue Item Cost
Details Ord Mo search conducted. it Cost
188 Aboutthis Page
Order
Cance| Select
Return to Standing Or neel || Apply
[pone [ 1 [ | |6 Localintranet | Protected Mode: On [a - [®w0% -~ 4
Dane. [ [ZT[ [ [ [ Local intranet | Pratected Mode: On [Fa - [®wo% -
Step
11. Click the Item Description list item.
[tem Description |
12. Click in the Search By field.
13. Enter the applicable information into the Search By field.
For this scenario, enter "Tissue Culture Dish".
14. Click the Go button to initiate the search.

Create_or_Modify_a_Standing_Order Page 9
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r Logged In As
iProcurement Shopping Cart  Home Logout Preferences  Diagnostics INTPROC_NIH

Mavigator -~ Favorite:

earch and Select List of Values - Windows Internet Explorer

Shop
Stores - Standing Orl- search and Select: Item
Shop: Standing Qrder Cancel || Select
Create standing {| search
neel || Apply
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go™ button
Order Information Search By Item Description j Tissue Culture Dish Go
ok Results
=l
Show &1l Details | Hid| Select  Quick Select | Item Item Diescription Unit Of Issue Item Cost
Details ordf 3 654000L013477 Tissue Culture Dishes # 191-0081 CASE 65.5 it Cost
183
s 3 664000L014237 Tissue Culture Dish CASE 229
Order s 2 654000L014238 Tissue Culture Dish CASE 129 21
s 3 664000L014239 Tissue Culture Dish CASE 155
Aboutthis Page -
Cance] | Belect
Return to Standing Or neel | Aply
[one [ [T [ [ [FuLocalintranet | Protected Mode: On v mi0% - 4
Done. [ (LT[ [ || €k Local intranet | Protected Mode: On q v w00 -
Step
15. The search results display.
For this scenario, click the Quick Select icon for Iltem Number
664000L013477 (Tissue Culture Dishes # 191-0081).
*
-

Page 10 Create_or_Modify_a_Standing_Order
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DI riztionat instiutos of Heann  iProcurement Shopping Cart  Home Logout Preferences  Diagnostics H’ngﬁeodc'”ﬂf“

Navigator .-  Favorites -

Shop | Requisitions
Stores  Standing Orders = Shopping Lists
Shop: Standing Orders =

Create Standing Orders
* Indicates required field
Orders entered after 1 pm will be processed on the next business day ancel || Appy

Order Information

‘Orgers
o
Show All Details | Hide All Details
Details Order Item Item Description Quantity Unit Unit Cost
Tissue Culture Dishes #
18818 B64000L012477 Q, 181-0081 CASE 65.5
Delivery
Order Billing
* Frequen -
Description * Project Q auens = B
Day Of Delivei -
* Status  Adive ¥ * Task Q, . Y ; Y
* StatDate  30-Juk2015 | [ * Expenditure Type Q Dellver On Holloay ~ Next 7]
- - )
End Date By * Expenditure Org Q Deliver-To Location
* Delivery:Flr\Wing/Rm
Return to Standing Orders Search Cancel | Apply

About t

[T [ [ [ [fsLocalintranet | Protected Mode: on

16. The Create Standing Orders page redisplays with the selected Item.

Click in the Quantity field.

17. Enter the desired quantity into the Quantity field.

For this scenario, enter "'2".

Create_or_Modify_a_Standing_Order Page 11



Navigation National Institutes of Health

Office of Managameandt

Logged In As

iProcurement Shopping Cart  Home Logout Preferences  Diagnostics INTPROC_NIH

Navigator - Favorites -

Requisitions

Stores | Standing Orders = Shopping Lists

Shop: Standing Orders =

Create Standing Orders

* Indicates required field

Orders entered after 1 pm will be processed on the next business day Gancel | Apply

Order Information

Ongers

=

Show All Details | Hide All Details

Details Order Item Item Description Quantity Unit Unit Cost

Tissue Culture Dishes #
18818 6640000013477 ., Q 191-0081 2 CASE 65.5
Delivery
Order Billing
* Freguency -
Description * Project CL _I
] ) Day Of Delivery =
* Status  Active =] * Task Q,
* StartDate  30-Jul-2015 [y * Expenditure Type Q, © DellverOnHoliozy [ Nem =
End Date [y * Expenditure Org Q, Deliver-To Location Q,
* Delivery:FIr'iWing/Rm
Return to Standing Orders Search Cancel | Apply

stem - anbsdevl About this Page Privacy Statement

|Done. [ [ [ [ | |6 Localintranet | Protected Mode: On A= [=mom -

18. Within the Order section, the following fields are available:

- Description: User can optionally enter a description of the Item.

- Status: This is arequired field and it defaults to "Active". The other
two status options are "Cancelled" and "Hold". Users can change the status
as needed.

- Start Date: This is a required field and it defaults to the current date.
Users can change the Start Date as needed. It is recommended that users do
not change this date as this date does not reflect the date your first Items will
be delivered.

- End Date: Users can optionally set a date when the Standing Order is
to be discontinued. If an End Date is not entered, the Standing Order will
remain valid indefinitely until it is cancelled.

19. For this scenario, click in the Description field.

Page 12 Create_or_Modify_a_Standing_Order
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Step

20. Enter the desired information into the Description field.
For this scenario, enter "Tissue Culture Dish".
For this scenario, no additional Order information is needed. The default

status of "Active" and the default Start Date will be utilized. Additionally,
no End Date will be entered.

Logged In As

t
INTPROC_NIH

Htutes of Health iProcurement Shopping Cart Home Logout Preferences Diagnostics

Navigator - Favorites -

Shop | Requisitions
Stores | Standing Orders =~ Shopping Lists
Shop: Standing Orders =

Create Standing Orders

* Indicates required field
Orders entered after 1 pm will be processed on the next business day Cancel || Apply

Order Information

ongers

=
Show All Details | Hide All Details
Details Order Item Item Description Quantity Unit Unit Cost
Tissue Culture Dishes #
18818 6640000013477 ., Q 191-0081 2 CASE 65.5
Delivery
Order Billing
* Freguency -
Description  Tissue Culture Dish| * Project Q, =
] ) Day Of Delivery =
* Status  Active =] * Task Q,
* StartDate  30-Jul-2015 [ * Expenditure Type Q, © DellverOnHoliozy [ Nem =
End Date [y * Expenditure Org Q, Deliver-To Location Q,
* Delivery:FIr'iWing/Rm
Return to Standing Orders Search Cancel | Apply

- anbsdevl About this Page Privacy Statement

|Done. [ [0[ [ [ | |6 Localintranet | Protected Mode: On A= [=mom -

21. Within the Billing section, the following fields must be populated:

- Project: Enter or search for and select the applicable Project Number
(CAN).

- Task: The Task Number is always 1.

- Expenditure Type: Enter or search for and select the applicable
Expenditure Type (OC Code).

- Expenditure Org: Enter or search for and select the applicable
Expenditure Organization (sometimes referred to as the SAC Code).

Create_or_Modify_a_Standing_Order Page 13
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Step
22. Click in the Project field.
23. Enter the applicable Project Number into the Project field.

For this scenario, enter "100081".

Note: Users can also utilize the Search and Select icon (magnifying glass to
the right of the Project field) provided to search for and select the
applicable Project Number.

Navigator -

Favorites -

Shop | Requisitions
Stores | Standing Orders = Shopping Lists

Shop: Standing Orders =

Create Standing Orders

* Indicates required field

Orders entered after 1 pm will be processed on the next business day Gancel | Apply

Order Information

Ongers

=

Show All Details | Hide All Details

Details Order Item Item Description Quantity Unit Unit Cost

Tissue Culture Dishes #
18818 6640000013477 ., Q 191-0081 2 CASE 65.5
Delivery
Order Billing
* Freguency -
Description  Tissue Culture Dish * Project 100081 Q, o 4F Pl _I _I
* Status Active [=| ¥ Task  Project Mumber Project Name StartDate  Completion Date
* Start Date 30-Jul-2015 @9 * Expenditure Type 100081 8320345 01-Jan-1951 et LI
End Date @9 * Expenditure Org Ck 1-1
Return to Standing Orders Search Cancel | Apply

Logged In As
INTPROC_NIH

Htutes of Health iProcurement Shopping Cart Home Logout Preferences Diagnostics

NIH Business System - anbsdevl About this Page Privacy Statement

|Done. [ [ [ [ | |6 Localintranet | Protected Mode: On [ - [=wom -
Step
24, A list of values matching the Project Number entered displays and the user
can select the applicable Project Number.
For this scenario, click the 100081 list item.
25. Click in the Task field.

Page 14
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Step

26. Enter the Task Number into the Task field.

Enter "1".

27. Click in the Expenditure Type field.

28. Enter the applicable Expenditure Type into the Expenditure Type field.
For this scenario, enter "268B".
Note: Users can also utilize the Search and Select icon (magnifying glass to

the right of the Expenditure Type field) provided to search for and select
the applicable Expenditure Type.

Logged In As

t
INTPROC_NIH

itutes of Health iProcurement Shopping Cart Home Logout Preferences Diagnostics

Favorites -

Navigator -

Shop | Requisitions
Stores | Standing Orders | Shopping Lists
Shop: Standing Orders =

Create Standing Orders

* Indicates required field
Orders entered after 1 pm will be processed on the next business day Cancel || Apply

Order Information

ongers

=
Show All Details | Hide All Details
Details Order Item Item Description Quantity Unit Unit Cost
Tissue Culture Dishes #
18818 664000L013477 ., G 191-0081 2 CASE 65.5
Delivery
Order Billing
* Freguency -
Description  Tissue Culture Dish * Project 100081 Q =
] ) Day Of Delivery =
* Status  Active =] * Task 1 Q,
* Start Date 30-Jul-2015 Gy * Expenditure Type 268b Q, ) DE_INEF on Holu.jay ST LI
End Date &y * Expenditure Org  Expenditure Type ?“‘"er'TU L.Uca“‘]” Q,
2688 SSF-LABORATORY SUPPLIES-D VeN-FIWing/Rm
Q, 1-1
Return to Standing Orders Search Cance| || Apply

NIH Business System - anbsdevl About this Page Privacy Statement

|Done. [ [0 ||| |¥8iLocal intranet | Protected Mode: On [Va ~ %0 ~
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Step

29. A list of values matching the Expenditure Type entered displays and the
user can select the applicable Expenditure Type.

For this scenario, click the 268B SSF-LABORATORY SUPPLIES list
item.
|2ESBE SSF-LABORATORY SUF‘F‘LIES—D]

30. Click in the Expenditure Org field.

31 Enter the Expenditure Organization or known portion of the Expenditure
Organization into the Expenditure Org field.

For this scenario, enter "HN21".
Note: Users can also utilize the Search and Select icon (magnifying glass to

the right of the Expenditure Org field) provided to search for and select the
applicable Expenditure Organization.

al Institutes of Health iProcurement Shopping Cart  Home Logout Preferences Diagnostics :":]ng;génﬁls“

Mavigator .-  Favorites -

Requisitions
Stores | Standing Orders = Shopping Lists
Shop: Standing Orders =

Create Standing Orders
* Indicates required field
Orders entered after 1 pm will be processed on the next business day (]| E-IE7

Order Information

Onders
m o
Show All Details | Hide All Details
Details Order Item [tem Description Quantity Unit Unit Cost
Tissue Culture Dishes #
18818 664000L013477 Q 191.0081 2 CASE 655
Delivery
Order Billing
* Frequency -
Description  Tissue Culture Dish * Project 100081 Q, =
] ) Day Of Delivery =
= Status  Active & = Task 1 Q, - :
* StartDate  30-Ju-2015 [y = Expenditure Type  268B SSF-LABORATOR Q) Deliver On Holiday ~ Next [
End Date .Y * Expenditure Org  HN21 Q, Deliver-To Location
Expenditure Org Mame -

HN21 NINR OD OFFICE OF THE DIRECTOR

HN212 NINR OD DMS DIVISION OF MANAGEMENT SERVICES

N2122 NINR OD DMS OAS OFFICE OF ADMINISTRATIVE SERVICES Cancel || Apply

12123 NINR OD DMS OFS OFFICE OF FINANCIAL SERVICES

HN2124 NINR OD DMS OIT OFFICE OF INFORMATION TECHNOLOGY

25 NINR OD DMS OMPA OFFICE OF MANAGEMENT POLICY AND AN

2 NINR OD DSPPL DIVISION OF SCIENCE POLICY AND PUBLIC L

32 NINR OD DSPPL OSPL OFFICE OF SCIENCE POLICY AND LEGI

322 NINR OD DSPPL OSPL PEB PLANNING AND EVALUATION BRA

323 NINR OD DSPPL OSFL SIE SCIENCE IMPLEMENTATION BRAN v |
A2

Return to Standing Orders Search

=

=

=
=
[
ey

=

N2

=

=
=
[
=

=

N2
N2

=

=
=

d

iness System - anbsdevl A S rdue  Privacy Statement

|Done. [ LT[ [ [ [ |Fa Localintranet | Protected Mode: On [Fa - [Hwow -
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Step

32. A list of values matching the Expenditure Organization entered displays and
the user can select the applicable Expenditure Organization.

For this scenario, click the HN21 NINR OD OFFICE OF THE
DIRECTOR list item.

m National Insti
O of M

.

tutes of Health iProcurement Shopping Cart  Home Logged In As

Logout  Preferences  Diagnostics urppac iy

Navigator -

Favorites -

Shop | Requisitions
Stores | Standing Orders =~ Shopping Lists
Shop: Standing Orders =

Create Standing Orders
* Indicates required field
Orders entered after 1 pm will be processed on the next business day Gancel | Apply

Order Information

Ongers
=
Show All Details | Hide All Details
Details Order Item Item Description Quantity Unit Unit Cost
18813 £64000L013477 ., Q Tissue Culture Dishes # 5 CASE 655
191-0081
Delivery
Order Billing
* Freguency -
Description  Tissue Culture Dish * Project 100081 Q =
Day Of Delivery =
* Status  Active =] * Task 1 Q, .
* StatDate  30-ul-2015 [ * Expenditure Type 2588 S3F-LABORATOR @, Defiver On Holigay ~ Next [
: = Dalivers ;
End Date [ES * Expenditure Org  HN21 NINR OD OFFICIEY) Deliver-To Location
* Delivery:FlWing/Rm

Return to Standing Orders Search Cancel | Apply

NIH Busine

Statement

|Done. [ 00 ||| |¥8Local intranet | Protected Mode: On W|&gmn% |
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Step

33. Within the Delivery section, the following fields are available:

- Erequency: Required Field. Utilize the dropdown button and select
the desired frequency of delivery. The frequency options are Daily, Weekly,
Bi-Weekly, and Monthly.

- Day of Delivery: The user can optionally select the day of delivery.
The values include dates of the month (1,2,3...) and days of the week
(Monday, Tuesday...).

- Deliver On Holiday: Required field that defaults to "Next". This
indicates that the delivery will be made the next day when a delivery date
falls on a holiday. Users can change this as needed. The other two options
are "Bypass" and "Previous".

- Deliver-To Location: Enter the NIH building location that the Items
will be delivered to.

- Delivery: FIr/Wing/Rm: Enter the applicable floor, wing, and/or
room information for delivery.

34. Click the Frequency dropdown button.

Logged In As

s of Health iProcurement Shopping Cart  Home Logout Preferences  Diagnostics |yrpeoe w

MNavigator .-  Favorites -

Requisitions
Stores  Standing Orders = Shopping Lists
Shop: Standing Orders =

Create Standing Orders
* Indicates required field
Orders entered after 1 pm will be processed on the next business day

Cancel | Apply

Order Information

ongers

o o

Show All Details | Hide All Details
Details Order Item Item Description Quantity Unit Unit Cost

18818 564000L013477 | Q Tisue Sulure Dishes # |2 CASE 655

Delivery
Order Billing

* Frequency
Day Of Delivery
* Deliver On Holiday

* Deliver-To Location

Description  Tissue Culture Dish * Project 100081 Q,
* Status  Adive ¥ * Task 1 Q,

* Start Date 30-Jul-2015 By * Expenditure Type 2628 SSF-LABORATOR G},
End Date &y * Expenditure Org  HN21 NINR OD OFFICIQ,

* Delivery:Fir'Wing/Rm

Return to Standing Orders Search Cancel | Apply

stem - anbsdevl Aboutthis Page Privacy Statement

|pone. [T [ [ [ |Fw Localintranet | Protected Mode: on e - [Hwow -~ |
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Step

35. For this scenario, click the Weekly list item.

36. Click the Day Of Delivery dropdown button.

iProcurement Shopping Cart  Home Logout Preferences

Navigator .  Favorites .

Shop | Requisitions
Stores | Standing Orders | Shopping Lists 14
Shop: Standing Orders = ::g
Greate Standing Orders o
* Indicates required field 19 Appl
Orders entered after 1 pm will be processed on the next business day 2 oply
20
Order Information S;
e 23
] :+ 25
Show All Details | Hide All Details 26
Details Order ltem ltemn Description Quantity 27
28
Tissue Culture Dishes #
18818 664000L013477 q 191-0081 2 39 |
Delivery 30
Order Billing H
4
* Freguency
Description Tissue Culture Dish * Project 100081 Q, Z
Day Of Delivery |
* Status  Active 7] * Task 1 Q, i } -
= StatDate  30-Ju-2015 [y * Expenditure Type 2688 SSF-LABORATOR QY Deliver On Holiday | Wexr
EndDate 3 * Expenditure Org HN21 NINR OD OFFICIQ, Deliver-To Locafion Q
* Delivery:FIri\Wing/Rm
Return to Standing Qrders Search Cance| || Apply

m - anbsdevl Aboutthis Page Privacy Statement

|Done. [ LT[ [ [ [ |fu Localintranet | Protected Mode: On [ - [Hw0 ~

37. For this scenario, click the vertical scrollbar to scroll down and view the
remaining values.
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Office of Managameandt

Navigation National Institutes of Health

tutes of Health iProcurement Shopping Cart Home Logout Preferences

Navigator - Favorites -

Shop | Requisitions
Stores | Standing Orders = Shopping Lists 21
Shop: Standing Orders = Sg
Create Standing Orders 545'
* Indicates required field 26 App|
Orders entered after 1 pm will be processed on the next business day 27 e
28
Order Information gg
P »
= = 4
Show All Details | Hide All Details 5
Details Order Item Item Description Quantity 6
X " 7
Tissue Culture Dishes #
18818 6640000013477 ., G 1910081 2 S
Delivery Friday
Order Billing Last Day of the Month
“F Monday
requency
Description  Tissue Culture Dish * Project 100081 Q, Thursday
Day Of Delivery | Tuesday |
* Status Active ;[ * Task 1 Q, Wednesday hd
* StatDate  30-ul-2015 [ * Expenditure Type 2588 S3F-LABORATOR @, Deliver On Hollday  WexT ]
End Date 2 * Expenditure Org HN21 NINR OD OFFICIQ, Deliver-To Location Q,
* Delivery:FIr'iWing/Rm
Return to Standing Orders Search Cancel | Apply

Aboutthis Page Priv Statement

|Done. . [0 ||| |¥8iLocal intranet | Protected Mode: On ERE
Step
38. For this scenario, click the Monday list item.
[Monday |
39. For this scenario, the Deliver on Holiday default value of "Next" will be
utilized.

Click the Search for Deliver-To Location icon (magnifying glass to the
right of the Deliver-To Location field).
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Office of Managemaentd

Navigation

salth iProcurement

Shopping Cart  Home Logout Preferences

Mavigator .-  Favorite

Diagnostics

Logged In As
INTPROC_HNIH

Values - Windows Internet Explorer

Shop
Slores - Standing O} search and Select: Deliver-To Location

Shop. Standing Orde
Create standingll search
. ) B
. dIm:llc::ltntas rzqufllred cel |[ Ay

WEIEHES NEIEE EiLET To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go” button

Order Information Search By Location (Organization) =]

orkr Results

= o

T
Shaw All Details | Hiff| | 22weretestmtoy : - ot

Select Quick Select Location (Organization) Address Description B
Details it Cost
Mo search conducted.
About this Page 5
Order
“
Return to Standing O cel | Apply
|[pone [ 7 [ | [€Localintranet | Protected Mode: On Ya v | ®M100% -

[ 00 [ [ [¥ Local intranet | Protected Mode: On

vac [Hwow -

window.

Click the Go button to initiate the search.

The Search and Select: Deliver-To Location page displays in a new
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Navigation National Institutes of Health

Office of Managameandt

Logged In As

iProcurement Shopping Cart  Home Logout Preferences Diagnostics INTPROC_HIH

Mavigator -~ Favorite:

5 Search and Select List of Values - jows Internet Explorer

Shop -
Stores  Standing Orl- search and Select: Deliver-To Location
Shop: Standing Order Cancel |[ Select
Create standing {| search
neel || Apply
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go™ button
Order Information Search By Location [Orgamzatlon}j Go
onks Results
a
Show All Details | Hidl| Seikerio Losta Loy
Details Order Previous  1-10 7] Next10 B it Cost
Quick  Location
U3 Select Select (Organization) Address Description 2
I N 1003 FVC FCRDC Fairview Center, 1003 W. 7th 5t Frederick, MD 21701- 1003 Fairview Center, Frederick
Order = GDC 8512, United States Cancer R&D Ctr
I N 12111 PARKLAWN 12111 Parklawn Drive #1, Bio Medical Research Institute, 12111 Parklawn - Bio Medical
= GDC Rockville, MD 20852, United States Research Institute
r 3 12300, ROCKVL GDC ;12;22 Twinbrook Plwy, Rockville, MD 20852, United Bldg 12300, Rockille =l
r 3 12401, ROCKVL GDC ;12:;2; Washington Ave, Rockville, MD 20852, United Bldg 12401, Rockiille
[ 1 12501, OFFSTO GDC  BLDG 12501, Silver Springs, MD United States Silver Springs, Offsite Storage
r = 2115E Jefferson 5t MSC 8500 Suite 4B 432, Bethesda, MD 20892-8500, MIH Commercial Account
= GDC United States Branch
Return to Standing Cr (& 1 2115, ROCKVL GDC 2115 E Jefferson 5t, Rockville, MD 20852, United States 2115 E Jefferson St, Rockville _I neel || Apply
[one - [ [T [ [ [FuLocalintranet | Protected Mode: On v mi0% - 4
Done. [ 00 | [ [€s Local intranet | Protected Mode: On a - [m00% -
Step
41. The search results display.
For this scenario, click the Quick Select icon for the 12401 Washington
Ave, Rockville, MD 20852, United States location.
&
=
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National Institutes of Health Navigation

Office of Managemaentd

s of Health iProcurement Shopping Cart  Home Logout Preferences Diagnostics h:l?g;g(l:nﬁ?“

D

Navigator -

Favorites

Shop | Requisitions
Stores  Standing Orders = Shopping Lists
Shop: Standing Orders =
Create Standing Orders
* Indicates required field
Orgers entered after 1 pm will be processed on the next business day ey ATl
Order Information
‘Orgers
o
Show All Details | Hide All Details
Details Order Item Item Description Quantity Unit Unit Cost
Tissue Culture Dishes #
18818 6640000013477 ., Q) 184-0081 2 CASE 65.5
Delivery
Order Billing
* Fregquen Weekl hd
Description  Tissue Culture Dish * Project 100081 Q auens -
] ) Day Of Delivery  Monday =
* Status  Adive ¥ * Task 1 Q, - }
* StatDate  30-ul-2015 [ * Expenditure Type 2588 S3F-LABORATOR @, © Deller OnHollogy [ Nex |
End Date ) * Expenditure Org HN21 NINR OD OFFICIQ Deliver-To Location 12401, ROCKVL DT, &,
* Delivery:Fir'Wing/Rm
Return to Standing Orders Search Cancel | Apply

tem - anbsdevl Aboutthis Page Privacy Statement

|Dene. [ [T [ [ [ [€sLocalintranet | Protected Mode: on ENE T

42. The Create Standing Orders page redisplays.

Click in the Delivery:Flr/Wing/Rm field.

43. Enter the applicable information into the Delivery:Flr/Wing/Rm field.

For this scenario, enter "10th Floor, Room 1053".

44. Once all of the applicable information for the Standing Order is entered,
click one of the Apply buttons.
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Navigation National Institutes of Health

Office of Managameandt

Logged In As
INTPROC_NIH

iProcurement Shopping Cart  Home Logout Preferences  Diagnostics

Navigator - Favorites -

Requisitions
Stores | Standing Orders =~ Shopping Lists

@ information
The Standing Order has been created in the system.

Search §tanding Orders
Enter search criteria and press the Go button to find standing orders.

Search

Mote that the search is case insensitive

Standing Order Number Q;
Status j
ftem Q,
Go | Clear

Create Standing Order \ﬂ

Order Order Description Status Item Item Description Frequency Creation Date Update
Mo search conducted.

ss System - anbsdevl About this Page P Statement
|Done [ [ 1 ||| |¥8iLocalintranet | Protected Mode: On [Va ~ [ %0 ~
Step
45. The Search Standing Orders page redisplays and the user receives a

message stating that the Standing Order has been created.

Note: The Standing Order just created does not display. To confirm that
the Standing Order was created, users can perform a search using the
Standing Order Number or by changing the Status search criteria to
"Active".

For this scenario, the steps for searching for an existing Standing Order
utilizing the Standing Order Number are illustrated.

46. Click in the Standing Order Number field.

47. Enter the applicable Standing Order Number into the Standing Order
Number field.
Enter "18818".

48. Click the Go button to initiate the search.
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National Institutes of Health Navigation

Office of Managemaentd

. . Logged In As
iProcurement Shopping Cart  Home Logout Preferences  Diagnostics INTPROC. NIH

Shop | Requisitions
Stores  Standing Orders = Shopping Lists

Search Standing Orders
Enter search criteria and press the Go button to find standing orders

Search

Note that the search is case insensitive

Standing Order Number 18818 Q,
Status ﬂ
Item Q,
Go Clear

Create Standing Order | |7
Order Order Description Status Item Item Description Frequency Creation Date Update
18818 Tissue Culture Dish Active B664000L013477 Tissue Culture Dishes # 191-0081 Weekly 30-Jul-2015 _/

55 System - anbsdevl About this Page  Privacy Stz 2
Done [ [ [ [ [ [ |¥sLocalintranet | Protected Mode: on Ch - [Rwew -

Step

49. The search results display. Users can view the full details for a Standing
Order by clicking the Standing Order Number link in the Order column.

Click the Standing Order Number (18818 in this scenario) link.
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Navigation National Institutes of Health

Office of Managameandt

itutes . f Logged In As
tutes of Health
ltutes of Health iProcurement Shopping Cart  Home Logout Preferences  Diagnostics |\ hone

Navigator - Favorites -

Shop | Requisitions
Stores | Standing Orders =~ Shopping Lists
Shop: Standing Orders =

Standing Order:18818

Order

Item Details
Order Number 18818
ltem  664000L013477
Order Description  Tissue Cufture Dish ftern Description  Tissue Culture Dishes # 191-0081
Status  Active Unit  CASE
Start Date Active  30-Jul-2015 Quantity 2
End Date Active
Billing Delivery
Project 100081 Frequency Weekly
Task 1 Day Of Delivery  Monday
Expenditure Type  268B SSF-LABORATORY SUPPLIES-D Holiday Delivery  Next
Expenditure Date  30-Jul-2015 Location 12401, ROCKVL
Expenditure Organization  HW21 NINR OD OFFICE OF THE DIRECTOR Delivery Floor[Wing| Room  10th Floor, Room 1053

Return to Standing Orders Search

3 About this Page Privacy Statement
|Done [ [ 1 ||| |¥Localintranet | Protected Mode: On e~ [#00% -
Step
50. The Standing Order page displays and can be reviewed as needed.

Once the review is complete, click the Return to Standing Orders
Search link.
[Return to Standing Orders Search |
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Office of Managemaentd

itutes of Health iProcurement Shopping Cart  Home Logout Preferences Diagnostics h:l?g;g(l:nﬁ?“

Favorites

Navigator -

Shop | Requisitions
Stores  Standing Orders = Shopping Lists

Search Standing Orders
Enter search criteria and press the Go button to find standing orders

Search

Note that the search is case insensitive

Standing Order Number 18818 Q,
Status ﬂ
Item Q,
Go Clear

Create Standing Order | |7
Order Order Description Status Item Item Description Frequency Creation Date Update

18818 Tissue Culture Dish Active 6640000013477 Tissue Culture Dishes # 191-0081 Weekly 30-Jul-2015 7

ystem - anbsdevl About this Page Privacy St-atemem

= T [ [ [ | FulantanctifordedModeon |73 - [Ri00% -

Step

51. Next, the steps for modifying an existing Standing Order are illustrated.

First, users must search for the applicable Standing Order as previously
illustrated. In this scenario, we will modify the Standing Order that we just
searched for.

52. Click the Update icon.
'
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Navigation National Institutes of Health

Office of Managameandt

Logged In As
INTPROC_NIH

Nationa
O

Navigator .

al 'f":-'“mrv—“ of Health iProcurement Shopping Cart Home Logout Preferences Diagnostics

Favorites -

Shop | Requisitions

Stores | Standing Orders = Shopping Lists
Update Standing Order:18818
* Indicates required field
Orders entered after 1 pm will be processed an the next business day cancel || Agply
Order
[tem Details
Order Number 18818
Description  Tissue Culture Dish * Item  B64000L013477 Q,
= = Iltem Description  Tissue Culture Dishes # 191-0081
Status Active J Unit  CASE
StartDate  30-Jul-2015 * Quantity 2
End Date
Billing Delivery
* Project 4100081 q * Frequency Weekly j
= Task 1 Q, Day Of Delivery  Monday =l
= Expenditure Type  288B SSF-LABORATOR G, * Holiday Delivery ~ Next =]
Expenditure Date 30-Jul-2015 &y = | pcation 12401, ROCKVL Q,
* Expenditure Organization  HM21 NINR OD OFFIGICY, * Deliver FloorWinglRoom  10th Floor, Room 1053
Return to Standing Orders Search Cancel | Apply
MNIH Busine em - anbsdevl Aboutthis Page Privacy Statement
Done [ [ 1 ||| |¥8Localintranet | Protected Mode: On Va v % 100%
Step

53. The Update Standing Order page displays.

Users can modify any of the editable fields as needed.

For this scenario, the steps for modifying the desired frequency are
illustrated.

54. Click the Frequency dropdown button.

=
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Office of Managemaentd

DI riztionat instiutes of Heann  iProcurement Shopping Cart  Home Logout Preferences  Diagnostics H’ngﬁeodc'”ﬂf“

Navigator .- Favorites -

Shop
Stores  Standing Orders = Shopping Lists

Requisitions

Update Standing Order:18818
* Indicates required field

Orders entered after 1 pm will be processed on the next business day SR T
Order
Item Details
Order Number 18818
Description  Tissue Culture Dish ® ltem  664000L013477 Q
- = Item Description  Tissue Culture Dishes # 191-0081
Status  Active ¥ Uit CASE
StartDate  30-Jul-2015 * Quantty |2
End Date
Billing Delivery
* Project 4100081 Q, * Frequency Weekly =
¥ Task 1 Q, Day Of Delivery g';‘;'l\;%k\v =
* Expenditure Type 2688 SSF—LAEIORATOECL * Holiday Delivery I
Expenditure Date 30-Jul-2015 ) = Location 2 L Q,
* Expenditure Organization HM21 MINR OD OFFICICY, * Deliver Floor[WinglRoom 10th Floor, Room 1053

Return to Standing Orders Search

Cancel | Apply

sm - anbsdev Aboutthis Page Privacy Statement
Done [ [ [ [ [ [ |¥sLocalintranet | Protected Mode: on Ch - [Rew -

Step

55. The list of values display.

For this scenario, click the Bi-Weekly list item.

Bi-Weekly

56. Once all desired edits are made, click one of the Apply buttons.
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Navigation National Institutes of Health

Office of Managameandt

. f Logged In As
s of Healtr
utes of Health iProcurement Shopping Cart  Home Logout Preferences  Diagnostics |\ hone

m) D

Navigator - Favorites -

Shop | Requisitions

Stores | Standing Orders =~ Shopping Lists

-
Ea confirmation
Order 18818 has been updated

Search §tanding Orders
Enter search criteria and press the Go button to find standing orders.

Search

Mote that the search is case insensitive

Standing Order Number 18818 Q
Status j
ftem Q,
Go | Clear
Create Standing Order \ﬂ
Order Order Description Status ltem ltem Description Frequency Creation Date Update
18818 Tissue Culture Dish Active 664000L013477 Tissue Culture Dishes # 191-0081 Weekly 30-Jul-2015 _/

2m - anbsdevl About this Page Privacy Statement
|Done [ [ 1 ||| |¥8iLocalintranet | Protected Mode: On e~ [#00% -
Step
57. The Search Standing Orders page redisplays and the user receives a

message stating that the Standing Order has been updated.

58. Click the Home link at the top of the page to return to the NBS Home page.

Home
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Office of Managemaentd

Mational Institutes of Health

Navigation

|»

Enterprise Search Al =l

Home

Navigator

Fersonalize

[N Procurement Internal
PProcurement Home Page

Diagnostics Logout Preferences

Go Search Results Display Preference

Worklist

Full List
i)
From Type  Subject Sent Due

There are no notifications in this view.
# TIP Vacation Rules - Redirect or auto-respond to notifications.
@ TIP Worklist Access - Specify which users can view and act upon your notifications.

HelP \yTPROC_NIH

Logged In As

Standard x|

A

[ [ | | | [FuiLocalintranet | Protected Mode: On

[5 - [®w0% - A

Step

59. Congratulations! You have successfully created and modified a Standing

Order within iProcurement.
End of Procedure.
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