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Pcardholder Desk Aid

Updated: 03/09/12
	URL: http://pots.nci.nih.gov
When prompted, enter your NIH user name and password





Once POTS order is approved, it can be placed with vendor, then updated in POTS and “submitted to NBS” to complete your pcard log entry.


1. In the POTS main menu, select P-card holder menu and then “My Orders”  
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2. New orders appear as CCH Pending (New).  To process, click on the POTS # (example 12-026306).
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3. You now have multiple options.  
A.  If you find a problem with the order and you want to return it to the requester, you will select “Send Back” and provide a reason for the return.
B. You can send a message to the requester and others without sending back by selecting “Send Message”
C. You can review the “POTS Event History” which will provide you with history of the POTS order to date. 
D. You can let the requester know you’ve started processing their POTS order by selecting “Upgrade to In-Progress”.
E. You can start processing the order by selecting “Edit/Place Order.
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4.  To start processing, Click on the “Edit/Place Order” button to process the order. The status is now[image: ]. You will need to verify that all fields are properly filled.  Any area that contains this symbol  [image: ] next to it indicates it is an NBS required field.  
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[image: ]**A new Order Summary Panel is introduced to summarize the order being placed for all users.

5.  Select NBS Type P-Card; select your PCARD Account#. 
If you have more than one item within your POTS order, instead of creating one pcard log entry, you can choose to click the “Send Every Line Item to NBS”; however if vendor doesn’t charge for all items at once, you will not be able to reconcile as is.  You will need to “cancel” your pcard log in ORACLE, and create separate logs to accommodate vendor’s charges.

[image: ]
**Deliver to Location….  You can ask your requester to enter their “Deliver To Location” within their personal profile to save you from having to fill in this information for each POTS order.  You may have to help them choose the correct one since this is NBS information and isn’t always intuitive.

6. You now need to ensure the 1861 Justification is complete.
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7. Fill in Requested for and ensure there is a justification is order is over $3000.
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8.  You have the ability to Delete“X”, Edit or View individual line Item Detail.  When clicking on [image: ](Edit), you will expand the line item detail so you can edit or add the required NBS fields if you haven’t chosen to use the [image: ] for each at the Order Level.  You can click on the “View” radio button to view your individual line item detail.  You can also click on the radio button “Open Complete Item List” to expand all line items to view detail.  
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9. 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, click on the flashlight [image: ] and it will display the entire list that you can search.  (Example Expenditure Type/OC, see below) Please note that *denotes the POTS Required field before updating and saving the order. 
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10. If you need to attach supporting documentation (i.e., Sole Source/JOFOC’s; Competitive Quotes, Supporting Files such as clearances/waivers and delete documents click on appropriate radio button(s)
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11. When you’ve completed filling out the NBS required information, you must click on “Order All Items”.


12. Once the order is shown “Ordering Completed”, you shall see three radio buttons; “Save”, “Send to NBS” or “Cancel”  To send the order to NBS, press “Send to NBS” button to continue.
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13. The order will be displayed in an edit mode, make sure you have completed all required NBS fields indicated by [image: nbs_r] symbol, then press [Send to NBS] button. If any error occurs, the system will display the error message in RED and prompt for correction.  If successfully sent, the process may up to a minute, please be patient until the next screen appears.  If there is more than one line item in the order, POTS will ask you to combine all non-equipment items into one line item and send to NBS 

14. If the P-card order contains more than one line item or if there are any property items; POTS will separate them into individual line items and prompt for one single text entry for the remaining lump-sum items as shown below.  Once entered and select appropriate Unit, Object Code and Category from the drop down list then click “Send to NBS” to submit and log the order into NBS.
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15. If the order is successfully sent to NBS, the following screen will appear.  Press [NBS Event History] to see the NBS messages.  All errors or correspondences from NBS, will also be displayed here similar to POTS event history.
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16. After the order is successfully created in NBS, you should also see the response messages back to POTS as indicated below.  
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It is recommended that you select “Print Worksheet” as part of your pcard documentation to present to your CAO.  If there were attachments, they should be printed as well.





17.  RECEIVING for POTS order.  If requester doesn’t enter receiving but provides you with the packing slip, you can add the receiving within POTS.  Select your POTS order, Click on “Add Receiving” radio button.

[image: ]

Fill in the appropriate information.  “Date Received” defaults to the current days date.  Be sure to change it to the “actual” date the item(s) or service(s) were received.  If possible, attach a copy of the packing slip or invoice.  If you ar providing “PARTIAL” receiving and you don’t have a packing slip, you MUST identify which item(s)/service(s) were received on the order.  
 
**Once receiving has been entered by requester or yourself, you should PRINT the receiving for your files for audit purposes.  Click on the radio button “Print All Receiving”
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	URL: http://pots.nci.nih.gov

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