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Requester Desk Aid

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




1. In the POTS main menu, select the Requester menu. Click on New Order
[image: ]

[image: ] **An Order Summary Panel is introduced to summarize the order being placed for all users.

2. Select a Requestor (defaults to you).  If you are a non-FTE, you must select an FTE.

3. Select CAN if different from default.

4. Search for a Vendor.   

If the vendor you need is not listed:
a) Click on “Update Vendors” in the left column under Requester. 
b) Click on “Add New Vendor” button
c) Enter company name, address, and telephone number.
d) Click on the Submit button.

5. Fill out order request by entering all of the information that you can provide.   

A. Verify the address and phone number for both YOU (at the top of the screen) and the vendor.

B. If order exceeds $3,000, provide justification, quotes, etc.





C. 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) [image: ]

6. When adding or updating items in your orders, you MUST click “Add to Cart” after each item.  
A. If you only have one item, you will need to click[image: ], then either [image: ] or [image: ]
B. If you have multiple items, you MUST click “Add to Cart” after each item, then click [image: ] if you have no further items to put in your POTS order.
C.  If you have entered multiple items and forget to click[image: ] you will have to click [image: ]before you can [image: ] or [image: ].
The [image: ] button indicates you have entered all of your items and you are ready to submit the order to the approver.

7. If you need to Delete “X” or Edit [image: ]an item, click on the appropriate radio button.  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.


[image: ]











8. Is your order ready to submit for Approval?

    Yes - Check the box next to “Ready for Approval?” 
No - Do NOT check the box next to “Ready for Approval?” if you would like to save your order without submitting it to the Approver.  This will allow you to edit/update your order later.  Your pots order will be saved as a DRAFT ORDER identified with a “T”.  If your ready to submit your DRAFT order, you can locate it under “Requester – My Orders”.  Once you select your DRAFT order, complete and submit to your approver. It will be given a new POTS order number starting with the FY followed by a “-“ and six digits, example 12-000001.  To “Delete” a draft order, by clicking on the X under Action.


[image: ]



9. You can “Cancel” a DRAFT pots order that has been submitted to the approver and has an “Approver Pending Status” by clicking on the “X”.  Email notification will be sent to the approver.

[image: ]



10. Select the Approver for your order from the drop-down menu.

11. Click on Submit.








12. RECEIVING for your POTS order.  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.
[image: ]

	URL: http://pots.nci.nih.gov

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