


Purchasing Agent Desk Aid

Updated: 01/06/10
	URL: http://pots.nci.nih.gov
(When prompted, enter your NIH user name (you may be required to use nih\userid) and password)

Questions? Contact your POTS Division Lead, Sr.Purchasing Agent
or
ncipotssupport@mail.nih.gov




POTS allows Purchasing Agents to submit Requisitions for BPA’s, TO/DO’s, COAC and P-card’s into NBS from within POTS.   Internal NIH stock, Convenience checks (1099), 402’s and currently requisitions which contain CAN’s from other NCI divisions or IC’s MUST be manually entered into NBS.
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View Orders

From the Purchasing Agent menu select My Orders. It will list the new orders with the status of PA Pending. It is important to note that PA will only be able to see those orders which have already been approved. To display all the orders that you have worked on, select “All Others” from the Status dropdown list.  Notice the default view mode is set to “Page Mode”, which will list 20 orders per page. If you change the view mode to “All pages”, it will list all the orders on one page.  

In addition to view mode, you can sort the orders using some of the columns on the page. The columns which are available for sorting includes: POTS #, Requester, CAN, Vendor, Total, Apprv. Date, Apprv By and Status. Click on the column header to toggle between the ascending and descending mode for sorting.  The column of Recv indicates who submitted the receiving information for this order.  RP means the receiving information is submitted by PA. RR means receiving information is submitted by the requester. Once you find the order, you can click on its POTS # link to bring up the detailed order information on the requisition worksheet.



From the Purchasing Agent menu select My Orders, and click the POTS # link to display the worksheet.
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When you are working on placing the order you should change the order status to In-Progress by clicking on the Upgrade to In-Progress button. 
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Update Order

Once the order is in the In-Progress mode, you can take many actions on the order including update order, send back order, add receiving information or change the order status etc. To update the order, click Update Order button to bring up the edit screen. 
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The edit form is divided into 4 parts. The first part is NBS Information section. You must select the appropriate NBS Type, pcard, BPA,TO/DO/PO(micro).  If this is an order that will be placed by NCI/OA, you must select COAC.  If this is a pcard order you have the ability to enter additional info such as Vendor Reference No., Credit Card Reference # ,Order #,Vendor Contact Name and Contact information if available.
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In the next section, you will enter the information about the company from which the order is purchased. You can add your notes to the order. Then complete all the fields that are required such as “the required sources”.














Additional information can be entered such as company contact info.  Must indicate required sources checked, clearances, etc.
[image: ]
Move on to the order section, where you can edit the original order sent by the requester. You will need to fill in the required fields such as Expenditure Type/OC, and if you want to apply the change to all the items in this order, click [image: ] button. If an Expenditure Type is not available from the dropdown list, you can click the [image: ] button to add it to the list. Ship to fields can only be FTEs (fulltime federal employee) for regulation compliance purpose. If you request an order and would like to deliver it to a non-FTE / contractor, then you should check the Requested for box and enter the non-FTE /contractor’s first name, last name, bldg, room and phone in the corresponding fields.

As a PA, you can modify the order information except for the requester name, date needed and prepared by fields.  However, you will not be able to delete any existing orders nor items. On the last part of the edit form, you can edit each existing order items.  For those orders over $3000 (as one shown below), you will expect to see three competitive quotes listed under the order items. As a PA you can edit these competitive quotes as well. Remember to specify the order type and order status. If you have already placed the order, then you should check ordered otherwise, select not ordered.  


[image: ]
Since NBS requires valid vendor name and ID, before the order can be accepted and processed by NBS the appropriate vendor with correct ID must be selected within POTS.  Enter first few characters of the vendor name in the search field box, a list of vendors will appear (indicated by red circle below), select the vendor from the list with correct vendor ID (Open market or Federal Supply Schedule is indicated by vendor-OM and –FSS).  
[image: ]

For each line item, complete the Expenditure Type (also known as Object Class (OC) code) and Category Number that corresponding to each line item ordered.  If the OC code = 31*( i.e. equipment), then additional Standard  Property code is also required. Click into the field will display the short and commonly used list (as shown on the right panel below); if not found, then click on the flashlight will display the entire list that you can search.  Please note that *denotes 
the POTS Required field before updating and saving the order.  
    [image: ]
To add a new item, click [image: ] button (top right of box shown above). Then the entry form appears. Select the Expenditure type from the dropdown list, enter the category, item description, quantity, units (i.e., “each”, ”box”, ”grams”), catalog #, GSA schedule # , and List and Discount Prices, if any. If the item does not cost money, check the No cost item box, it will automatically put a “0” into the List Price and Discount Price fields. You can also specify the order status by selecting from these 3 options: Ordered, Not ordered and Shipping and Handling. Click Add Item button to save your new item.
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You can add some competitive quotes for the orders, click [image: ] button. Then enter the Company Name, Contact Name, Price, Availability and Date Called information on the popup window shown below.
And if there is only one quote exist for the order, check No Bid.

If you want to add attachment for the quote, click the Browse button to bring up the directory browsing window. Find the document and click Open to attach it. Once you finish adding the quote, click Add Quote button. 

[image: ]
Supporting documents are entered similarly as quote. Click [image: ] button, type a description, and then click Browse button to find and attach the supporting files. Each supporting file size cannot exceeds 11MB.
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****Currently, attachments DO NOT flow over into ORACLE, so you PRINT and MUST send them to the COAC directly………….either via email or fax.


Send Back Order

When a PA finds some problem with the original POTS order, PA can send it back to the requester for modification. However, you should avoid doing that.  Instead you could try to resolve the problem by calling or emailing the requester. If you must send the order back, from the Purchasing Agent menu select My Orders and click the POTS # link to display the worksheet. Then click the Send Back button and enter your comments in the box explaining why the order is sent back. Upon Submit, POTS will send an email notice to the requester or preparer (if they are different). 
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After the award is released successfully in PRISM, you shall see the corresponding NBS messages in POTS NBS Event history including Requisition number, Award PO and any Goods receipt IDs as indicated below. 
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Receiving

Receiving Information  ****Currently, receiving entered into POTS does NOT automatically go over into ORACLE/NBS.  PA MUST enter into ORACLE directly.  If requestor enters receiving into POTS, the info can be used to enter into ORACLE.

After the ordered item(s) have been received by the lab/program, the requestor or PA can add the receiving information in POTS. From the Purchasing Agent menu select My Orders and click the POTS # link to display the worksheet. Click Add Receiving button and then enter the receiver’s name, title, Bldg, room, phone and date received information. If the receiver has not received all the items for this order, then check partial; otherwise, select Complete Receiving. Select the person whom you received the package for in the Received For drop-down menu. This is incase a non-FTE accepted the package. If you have a scanned packing slip or invoice, you can click Browse button to find the image and add it to the receiving information. Click Submit when finish.
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Change Order Status

To change the order status, from the Purchasing Agent menu select My Orders, and click the POTS # link to display the worksheet. Click Change Status button and select the proper status then click Submit. There are three status options: In-Progress, Ordering Completed and Closed. Select In-Progress if PA is working on ordering the items; select Ordering Completed when PA has finished placing the order.
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Close Order

When the receiver has received all the order items, and both the receiving information and NBS information have been completed, PA can close the order in POTS.  From the Purchasing Agent menu select My Orders and click the POTS # link to display the worksheet. Click the Close Order button and then click Yes. 

 [image: ]

POTS will change the order status to Closed.








View Event History

From the Purchasing Agent menu select My Orders, and click the POTS # link to display the order worksheet. Then click Event History button to display the event history for the selected order.
[image: ]



Print Worksheet

From the Purchasing Agent menu select My Orders and click the POTS # link to display the order worksheet. Click Print Worksheet button. For PC user, the File Download dialog will appear. Click Save to save the order worksheet to a PDF file on your local machine to print. 
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	URL: http://pots.nci.nih.gov

Questions? Contact your POTS Division Lead, Sr.Purchasing Agent
or
ncipotssupport@mail.nih.gov



NCI POTS LEADS

Jackie Robinson – DCTD		301-594-5964
Michelle Palmer - OD 31		301-435-2515
Cathy Ng - OD 6116			301-435-2961
Alan Peigh – CCR			301-594-2101
Denise Haller - DCB/DEA		301-496-2871
Christina Curington – DCCPS	301-435-6150
Roberto Minutillo – DCEG		301-594-7510
Lee McPhatter -  DCP			301-435-2743
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