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       NEW RELEASE of NCI POTS 

What’s New for me?

Purchase Card Holder
1.[image: image2.png]1 2825

Ordering in
Progress
Requestor: ROBBINS, PAMELA
Needed Date:  1/31/2012

CAN: 8011266
Project# 131997
Vendor Test
ltem in Cart 1

Total Order: $1.00
Shipped To: ~ ROBBINS, PAMELA



** A new Order Summary Panel is introduced to summarize the order being placed for all users. 
 2. You will notice the format of your information has changed.  After a couple of orders, you will get used to the new format.  

3.  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.
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RESHVESREN P-Card Vendor Contact Name:

PCARD Aooolmt‘:‘:i E
Contact Info:
Send Every Line ltem To NBS (Phone, Email, Fax, URL)

PO/Contract No.:

Vendor Ref. No.:
BPA Call/TODO No.:
* NBS Requisition No.: Credit Card Ref. No.:
BPA Contract No.: .
NAICS Code: + ¥ (Onlyif total price > $3,000.)

‘GSAJ/FSS Contract
No.:

Order Description: Test [12-022825] e

Deliver To Location”: pB|pG 31, B3, BETHMC





**Deliver to Location is now located under NBS Info.   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.

4.  Ability to Delete, Edit or View individual line Item Detail.  When clicking on [image: image4.png]


(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: image5.png]Apply To All items




 for each at the Order Level.  Once completed, click “update”.  
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[image: image7.png]Line Type: GOODS |~ |
Select CAN: 8010002 (HNC7206) [~ |
Custodial Code'¥: 21702 ¥
Category No.: 6505  , Clear
Expenditure Type/OC: 2613 ¥
Standard Property ¥ ¥ (onlyifoC =31%)
“Item Description”: DNA Oligo, 25 nmole (30D) Desalted -
(500 characters max.)
Shipping ltem:
aty.” Unit * Size of Unit Catalog # * GSA Schedule#
60 EACH [+« 1 25 nmole DNA
List Price Discount Price
e $0.35 $0.35




5.  POTS Vendor name is now displayed on your Receiving printouts!  
Additional training materials/videos can be found: https://ccrod.cancer.gov/confluence/x/7SChB
  If you have any questions, please feel free to contact the NCI POTS SUPPORT TEAM at ncipotssupport@mail.nih.gov  
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