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NEW PURCHASE REQUESTS
(Preparing AD700s)

Target Users for this section: Procurement personnel, cardholders, and/or Accounting
Technicians

Purpose of Section: To enter obligations in the form of AD700s or Purchase Requests and allow
for assignment of procurement/credit card personnel to work the transaction from obligation to
final receipt.

e Onthe CATS Main Menu, choose Data Entry, then New Purchase Request.

2 CATS - CRIS Allocation Tracking System - BJDAILEY{2004) =)<

.
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Data Entry Menu

Administration ﬂew Purchass F!equers"tg R eguisition &pprowal Salaries
Mews From T emplate Lredit Card Order Projections
Accounting

Wersion: 07-28-2004 +2. 9111  Database: TestCats

CATS - Account Selector

td anagement it

Select the appropriate 4013602110 »| |CROPPRODUCTION AND PESTCO |
MU, Sub Account, and Frincipal Sub Account
Short Description. See
004 - DR N. MIELSEM -
NOTE below. | =l

Short Dezcription

|Fisc:her Scientific - Chemicals

k. LCancel |

e Thisis a very critical screen. This is the only screen that does not allow changes (with the
exception of the Short Description); therefore, it is very important to enter the initial account
information correctly. The system automatically assigns requisition numbers according to the
"MU and Principal Sub Account” selected. NOTE: There is no way to correct the Requisition
Number, short of voiding the AD700 and starting over; therefore, it is very important the
right selections are made on this ""CATS -Account Selector™ screen.
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Drop Down Options:

Management Unit: Using the drop down list will provide a list of available MU and Soft Fund
accounts (users only see accounts applicable to their assigned access levels).

Principal Sub Account: Using the drop down list will provide a list of available CRIS numbers.

The choices will only be for the CRIS projects assigned to the user.

NOTE: If dividing these charges between two MUs or CRIS accounts, CATS will currently only

allow one Account on account selector screen. (This is described further in the Accounting
Screen.)

Short Description: List the Vendor name and then a short description of the item being ordered.

(When you "Search™ in CATS, this is the only field that helps identify the AD700, unless the
system log number or the dollar amount is known.)

Verify the data entered is correct, and Select OK, otherwise select Cancel.

NOTE: This screen displayed has five tabs across the top. To navigate around this screen, or edit
data, simply select the appropriate tab to enter or modify data in any of the sections.

GENERAL TAB: The SHIP TO Address and Date fields in this screen are automatic. The
Receiving Office Number and SHIP TO address defaults depending on User Account defaults
setup. Others are available by choosing a different Receiving Office Number in Box #2. For
example, a user at the Deep Loess Research Station in Treynor would select "6131" and the
Treynor address would appear.

The Date defaults to the current date.

Use of the "Requesting Office™ Box #1 is optional. This is often used at the discretion of the
research unit or location to handle items such as room number for delivery in a large facility
(NADC warehouse uses this to get items to the end user's office).

Shaded fields on any screen indicate data cannot be entered in them.
Enter the GSA Contract # if applicable.

‘ejﬁr CATS - CRIS Allocation Tracking System - BDAILEY{(2004) - [CATS - AD700 Entry] (=[]
General T Detail T Accounting T Notes T Frocurement
TO: [Procurement Office) 1. REQUESTING OFFICE
5 5 4 5 5 7 5 g | 1A PROCUREMENT
RECEIVING | COMTRACT NUMBER |ORDER UNIT FUND | PURCHASE/DELIVERY | SuB. | AERUESTNO.
OFFICE NO. (IF &pplicable] DATE CODE CODE ORDER NUMBER

1B. DATE Ot 05 2004

|5114 ﬂ |GSxxxxxxxme | |

10. TO: [Seller) 11. SHIP TO: [Consignee and Destination)
USDA, ARS, M, et
1815 N. University nside

Peoria, IL B1604 r ge\ivew
equested

~

e~

Clone AD700 Save & Add Save Lloze
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DETAIL TAB: Selecting this screen opens a "CATS — Line Items" Box.

Description: Enter a description for line item #1.
Budget Object Code: Defaults to BOC 2670. If a different BOC is desired, type ahead to select
the BOC or use the drop down box. The Accounting Tech will correct this information if needed.

Unit Issue: Unit defaults to "EA" (each). This field will allow three digits. Enter the appropriate
unit.

Quantity: A quantity is required, "1" is automatic. Enter the appropriate number.

Unit Price: Enter the price of the unit.

If there is only one item for this AD700, Select Close. If you have more than one item, select New
Item.

Repeat these steps until all items have been entered, then Select Close.

Change the "Required Delivery" date if desired. The system defaults to 2 weeks. Enter an
estimated freight amount if known.

Change information in the "For Additional Information™ and "Phone" fields as appropriate. The
system defaults to the users’ name and phone number (typically there would only be a change if
the order is being written for another party).

CATS - Line tems

Lirne ltem

ﬁ“ﬁr CATS - CRIS Allocation Tracking System - BDAILEY(2004) - [CATS - AD700 Entry] || =1 <
General T D etail T Accounting T MHotes T Frocurement
Budget Object 12 | 13 14 15 16 17 18 19 20
Line | Act Diescription Budget Object | Acc Gl uantitiy Uit U nit Amounk
2670: Supplies and m Item | Code Line lszue Price
Unit Issue  Quantity
[} Alcohol 2670 20, ea $15.00 $300.00
=] 02 Chioride 2670 0. ea £18.00 $180.00
Mew ltem ‘
< >
21 FOB Point 22 Discount Tems
[ [ P ueEel |
23 Required D elivery 234 Megotiated Delivery | 24 Ship Via lZB E stimated Freight
[Dect 13 2004 [ [ [$0.00 FoTaL
For additional information, please contact:  Phone
|BJ Dailey |(209)681 -6E30%
Clone AD700 | savessdd | Save | Closs |
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ACCOUNTING TAB (accounts): The MU number selected will automatically be pulled
into this screen (4013602110). The additional last three digits will be the CRIS number
being charged the expenditure. If distributing the cost of the order between two MUs or
CRIS projects, enter this information at the accounting screen. Double click the accounting
code which is now listed and is showing 100% distribution.

%/ CATS - CRIS Allocation Tracking System - BDAILEY(2004) - [CATS - AD700 Entry] (=[]
General T Dretail T T Mates T Procurement

78 |29 ACCOUNTING CLASSIFICATION

ACC . 0 b : a0 a

LINE 5 10 5 4 14 1 2 Distribution Amount

I | |
ETES 02110 o4 100, 0003 $480.00
< | 3 |
RECOMMENDED SOLIRCES:
Wendors

FtM
(* Mone ¢ Partial
e Ful

Clone ADFO0 Save & Add Save LCloze

The following screen will appear:
CATS - Accounts
Ace Line |EI'I - .i'-‘«D?EIEI Tatal:
| | Procurement Tatal
Unallozated amount
b anagement Uit Select New
| 4013602110 - CROP PRODUCTIOM | Mew Account | Account.

Sub Acocount
|4-DR. N. NIELSEN ~|

Aot
| i+

Delete Acount

=
_ g |

LCloze
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The #2 will appear in the "Acc Line" Box. Pick the MU (if a different one is desired) and Sub
Account to which the charges are to be split. In the "Amount” Box, fill in the dollar amount to

be charged to this account.

CATS - Accounts

7 ADFO0 T otal:

Procurement T otal

Ao Line 12

Use Validated MU ‘ Use Unvalidated ML ‘

IUnallocated amount

b anagement Ll nit

|4IZI1 JB02115 - NATIOMAL SOIL EFHIILJ Mew Account
Sub Account

Delete Acount
|*P50-5TOTT 50450 |
Amount Cloze
|$1 a0.00 (+ Distribute by daollar armount

" Distiibute by percentage

Continue adding more accounts if distributing the costs to several accounts.

Go back to the "Acc Line" Box; choose #1 to revise the first accounting line.
Go to the "Amount™” Box and adjust the dollar amount for this accounting code. Unallocated

amount should always be zero.
Select Close after adding accounts.
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ﬁg‘f CATS - CRIS Allocation Tracking System - BDAILEY(2004) - [CATS - AD700 Entry]

M=%

General T

D etail

I

Accounting T Motes

T Procurement

28 (28 ACCOUNTING CLASSIFICATION

LINE A B
D o

Digtribution

30 il
Amovnt

0 436 0211
2 40136 U

_g—
N

-

004
“Pa0
nn4
ans

62.500%
375003
18.750%
18.750%

$300.00
$180.00
$90.000
$90.000

RECOMMEMDED SOURCES:

W R

R &

* Mone

" Full

" Partial

—

Clone AD700

Save & Add

Save LClose

If there is more
than one
accounting line,
the screen will
display where the
amounts are
distributed and
will equal the
amounts entered
for each account
as displayed on
the previous
screens.

e ACCOUNTING TAB (vendor): To choose a vendor, select the Vendor button. A vendor list
will pop up for the MU selected. If the vendor is not listed, select the Add New button.

CATS - Vendors

b anagement L nit
| 40136021 15-NATIONAL SOIL ERO |

Mame

A

Contact

|

Address

|

City

|

State Zip Code

FPhore #

[1- =

Fax #

[1-

FIM # oK |
|

Date Last Used

’7 LCancel

The new vendor window will be displayed. Enter the appropriate information. After the vendor
information has been entered, select OK. The new vendor has now been added to the vendor list.

To select the vendor, highlight it on the right side of the screen and select the << button to move
the highlighted vendor to the "Selected VVendors" side of the screen.
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e Select several vendors if desired, but only the first vendor selected will print on the AD700

CATS - Vendor Selection

[MATIONAL SOIL EROSION HESEAHEHEJ

Selected Yendors Ayvalable Yendors
R

W/

ﬂ Add New
Edit Yendor
ﬂ

Cancel

T fifif

e NOTES TAB: There are several sections to the notes screen. The User Notes button is selected
by default. User notes print on the AD700. There are also Receiving Notes and Procurement
Notes. Receiving and procurement users can use these areas to update status or make any notes
desired to be stored with the AD700. These notes do not print on the AD700.

¢ Inthe User Notes, type in any specific instructions that may be needed for Procurement. For
example, a sole source justification including certain specs that must be met; a statement
explaining to Procurement that the equipment needing repairs is already at the Vendor; something
that would be for the user’s information, or for record keeping. These "User Notes" print on the
AD700.

e There are three User Field boxes that can contain anything desired by the user. They are intended
to be used with the User Field Report to enable a search for common groups of information.

e Short Description: The short description entered in the first screen automatically displays in this
field. This may be edited.

e Request Status: Select the radio button applicable to set the status of the requisition.
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=8 3 -
liJL:q! CATS - CRIS Allocation Tracking System - BDAILEY{2004) - [CATS - AD700 Entry]

M=%

General T Detail T

Accounting

Request Notes:

T Notes

Cortact Dr. Mielsen as soon as these are delivered.

Uszer Field 1 User Field 2

User Field 3

Procurernent

Wigw...

& User Notes

" Procurement Motes
" Receiving Notes
-

Fequest Status
* working

T Projected
" Approval Requested
" Other

" Approved
" Credit Card
" Disapproved
~

~

~

" Voided

[RD2 |

Shart Description

Receiving Date

|Ehem|cals

Notes Beport

Clone AD700

‘ SavetAdd

Save | Llose

PROCUREMENT TAB: Selecting this tab allows status of order checking. As the order is

processed by the Procurement staff, parts of this screen will be filled in, i.e. the "worked by" field,
PO# field, procurement total, received date, etc.

ﬁsz CATS - CRIS Allocation Tracking System - BDAILEY(2004) - [CATS - AD700 Entry]

General T Detail T Accounting T MNotes T
Worked By | Status
Obligation kethods
Motify Receiving [~ Date Obligated Other Obligating Document
Purchase Order Obligated
Credit Card MFC Rel. Date
BPAdS - BPA Date [~
Sl CE Procuremnent Tatal
Check Mumber
Reconciliation
MU | Subécct | Amaurt | Date Reconciled
4013602110 004 $300.00
4013602115 004 $30.00
4013602115 0os $30.00
< ]
Clone D700 FErrint Save & Add Save Close
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SAVING: This completes the data entry of the AD700. To move around the body of this form,
select the tabs at the top of the screen. This will allow editing entries. After completion of the
AD700, select Save. The following confirmation window provides the requisition number the

system assigns to the AD700. Make note of the Request # for future reference.

SAVE & ADD: If entering multiple AD700s, use the Save & Add button, as opposed to Save.
Save & Add will save the current AD700 and clear the document, except for the accounting tab

CRIS Allocation Tracking System

-,

Fequest has been sawved.
Fequest#: 4-3601-110-01500

information of the previous AD700.

CLONE AD700: This creates an exact duplicate of the current AD700 and allows editing of the

document in order to quickly enter multiple AD700s with similar information. It does not save the
vendor or the BOC in the current version of CATS (2.9.111).

5 . :
©{ CATS - CRIS Allocation Tracking System - BDAILEY(2004) - [CATS - AD700 Entry] =JO&d
T Detail T Accaunting T Mates T Procurement
T0O: [Procurement Office) 1. REQUESTING OFFICE
5 4 5 c 7 5 g | 1A PROCUREMENT
CONTRACT NUMBER |ORDER UNIT FUND |PURCHASE/DELIVERy | sup. | REQUEST NO.
(If Applicable] DATE CODE CODE DRDER NUMBER

|GS#HRHHHHHH

1B. DATE |Oct 05 2004

10. TO: [Seller)

11. SHIP T0O: [Consignee and Destination)

MSERL

USDA, ARS, Mwi

‘wiest Lafayette, M

Inside
[ Delivery
Fiequested

Clone AD700

PROCUREMENT REQUEST
2

RECEIMING

OFFICE MO.

[5114 |

-

-

Frint

Save & Add

Save LCloze
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PRINT: Select Print. This allows the system to collect all the data and display it in the AD700 form.

Scroll down the window to verify entries. If the print preview looks OK, select the Printer icon at the
top of the window.

| =

& o= o] || 4 <[ 1 P ||

Freview I

To - cProcuremenio ey 1.REQUESTING GFFEE
PROCUREMEHNHT REQUEST

BETRUCTIONE  Apencies must povide entries it
umshaded areas. See reverse.

= & ) F] 15 PROCUREMENTREZUESTNG .
Ec EviNG W | Fuwe PURCHASEDELIVERY
FEE DATE cope [GODE RO SR RUM TSN feliE] 4- 3601 - 110 - 01500
St T8 18, Octoberd, 2004
CHECKOME | 10,70 sicelen 11ZHIP TO D Consunes and Des inaton)
USDA, ARS, MWA
NSERL
ezt Lamyete:. 1N [] mewe oeLveny rEvussTED
Il B '
Lne | seT BUDGET |#cc uwrr
mem | copE = BIPT oBIEST [LME| cusumiTy | mouEl  uwmerkE AMOUNT
1 Alcohol 2670 20.00 $15.00 $300.00:
£ Chloride 670 1000 | ea $13.00 $130.00 )
NOTES:

Contct Dr. Mizlsen as soon as deliverad

Close |
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PROCUREMENT PROCEDURES

End User enters AD700
(See AD700 Section)

Will AD700 be

Does AD700 go to
Procurement?
(See "Requisition

worked by
non-Procurement
Credit Card

Set ""Status"' to appropriate
option

Approval™ Section) Holder?

CC-WIP
(See "CC-WIP" Section)

"'Update Worked By"

e Select "Refresh Selected AD700s
List"

e Select appropriate AD700

e Select appropriate PA name from
"Worked By"

e Select ""Update™

Procurement
Screen

Has AD700 been
assignedto PA?

""Update Obligations™
e Select appropriate AD700
e Complete Obligation Methods
Section
e Select Update

Hawe
obligations
been

updated?

Y

\ﬁrocurement Action(s)
'K Complete )
5

A
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PROCUREMENT FUNCTIONS

Target User(s) for this section: Procurement personnel

Purpose of Section: To enter obligations and allow for Procurement personnel to be assigned to

work a transaction from obligation to final receipt.

e Select Procurement from the Main Menu.

s
-
. Agricultural

Research
Service

“ersion: 07-28-2004 +2.9.111  Databasze: TestCats

¥*2 CATS - CRIS Allocation Tracking System - BJDAILEY(2001) N [=1[3<

Data Entry Change ‘rear
Change Passmord

e The Procurement screen is displayed:

'igz CATS - CRIS Allocation Tracking System - BDAILEY({2004) - [CATS - Procurement WIP Orders]

~ o
Hpdate Dblaatens T [ Haticch Salecied AD 700s List

Fizcal vear For Internal House Account |.-’.\LL - “wWorked By |ALL Unaszsigned -
For Management Unit Obligating Tyupe
Update kMode: | J | J
% Update Waorked By For Sub Account | Obligated Status |A|_|_ -

Jurmp to Requisition Mumber [last 8 digits, no dashes]:

Fequesti | Hequestm\rﬁﬂmte | “Yendor Selected D escription | E=t Tatal | “whorked By

Cloze

“whorked By Fields

Lasthame Firstname Loginl L
< >
“whorked By Drate Azzigned Azzigned By Deleted By
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Selecting the Refresh Selected AD700s List will populate the screen with the entries not yet
assigned to a purchasing agent.

CATS - CRIS Allocation Tracking System - BJDAILEY(2004) - [CATS - Procurement WIP Orders]

M=]X]

Update Mode:

Fizcal Year

¢ Update Worked By

" Update Obligations

Far Interal House &ccount |305

‘whorked By

[ |

Far Management L nit

|4013625305: Periparturiert_~ |

Obligating Type

For Sub Account |ALL

Refresh Selected AD 7003 List ‘

[ |

Jump to Requisition Mumber (last 8 digits, no dashes]:

Obligated Status

|ALL Unaszigned j
| [~
[aLL =

Request | Fequestor | Approve Date | endor Selected | Description | Est Total | ‘worked By | A
4-3625-305-01 0839 Bates, Annette /24,2004 Federal Express Express pkg. - Mary Bo... 10,00 Unassigned (Tl
4-3625-305-01110 Bates, Annette ... 01/24/2004 Federal Express Express pka. - Mary Bo... 10,00 Unassighed
4-3625-305-01132 ‘wiaters, Theresa .. 01/12/2004 BioSource Interna..  [C-Fix 85.00 Unassigned
4-3625-305-01133 Wwaters, Theresa ... 01/12/2004 ED Pharmingen STAT-1 antibody 235.00 Unassigned
4-3625-305-01152 Bates, Annette 01./24/2004 Federal Express Express pkg. to M. Bow... 15.00  Unassigned
4-3625-305-01168 Bates, Annette 0240342004 K.aren Piconi Technical writing class [... 30000 Unassigned P
4-3625-305-01275 Bates. &nnette 07/24/2004 lowa State Univer..  Salav & benefits for Ha... 3.937.00  Unassianed =
RetrieveModify this AD 700 Frirt Update Cloze
‘Worked By Fields
Lastname | Firstname | LoginlD ~
Donna dhaws |
Sue zdodd [
< >

‘“Worked By Date Assigned Azzigned By Deleted By

_Delete ssigrmert |

To assign an order to a purchasing agent, perform the following actions:

0 Select the ‘Request #’ to be assigned.
0 Locate the name of the person that will work the order in the “Worked by Fields” box.
0 Select the name of the person being selected and then select Update.

Note the info
populated in
the “Worked
by Fields”

box

CATS - CRIS Allocation Tracking System - BJDAILEY(2004) - [CATS - Procurement WIP Orders]

MEX]

Fizzal Year

Update hode:
f+ Update ‘Worked By

" Update Obligations

Far Intemal House Account

For Management Unit

Refresh Selected AD 700 List |

05 -

A013625305; Periparturient

For Sub &ccount  |ALL -

‘Worked By

Obligating Type

ALL Unassigned

-

Obligated Status ALl -

Jump ta Requisition Mumber (last 8 digits, no dashes]:

Dekte Assigrment |

Request# Requestor Approve Date | Vendaor Selected Description ‘ Est Total | ‘Worked By | ~
4-3625-305-01083 EBates, Annette 01/24/2004 Federal Express Express pkg. - Mary Bo... 10,00 Unassigned [l
4-3625-305-01110 Bates, Annette .. 01/24/2004 Federal Express Express pkg. - Mary Bo... 10,00 Unassigned
4-3625-305-01132 ‘whaters, Theresa ... 01/12/2004 BioSource Interna..  1C-Fix 85.00 Unassigned
4-3625-305-01133 ‘wiaters, Thereza ... 01/412/2004 BD Pharmingen STAT-1 antibody 23500 Unassigned
4-3625-305-01152 EBates, Annette 01/24/2004 Federal Express Express pkg. to M. Bow... 15.00 Unassigned
4-3625-305-01168 EBates, Annette 02/03/2004 K.aren Piconi Technical writing class [... 300,00 Unassigned -
4-3625-305-01 275 Eates. Annette 07/24/2004 lowa State Univer..  Salar & benefits for Ha... 3.937.00  Unassioned =
Retrieve/Modity this AD 700 Print Cloze
‘Worked By Fields
Lasthame Firsthame LoginlD ~
Haws Donna dhaws =
Diodd Sue sododd 1™
\ < >
“Wiorked By Date Assigned |1U,}1 3/2004  Assigned By | Deleted By
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Update the purchase information on an AD700:

% CATS - CRIS Allocation Tracking System - BDAILEY(2004) - [CATS - Procurement WIP Orders] =]
Fiscal Year For Intemal Houss Account 110 =] wioked By |ALL Assigned =]
For b ahagement Linit 4013602110; CROP FROD - Obligating Type
Update Mode: ? | J gaind LB | J
 Update Worked By For Sub Account |ﬁLL j Obligated Status |,&|_|_ j
f» Update Obligations Fefresh Selected ADTO0s List | Jump ta Requigition Mumber [last 8 digits, no dashes]: li
Request | Requestar | Approve D ate | Yendor Selected | D escription | Est Tatal | “orked By |
4-36071-110-01500 Dailey, B.J. .. 10/0B/2004  w/R Chemicals 480.00 Cooley, Danielle ..
4-3602-110-00541 Ramey, Dawn .. 03/25/2004 Federal Express Ship 2/13/04 Gravbozch 525 Owvertan, Janet
4-3602-110-00542 Ramey, Dawn .. 03/25/2004 Federal Express Ship 2/7/04, NRI-Good... 525 Owvertan, Janet
4-3602-110-00543 Ramey, Dawn ... 03/25/2004 Federal Express Ship 2/4,04 BB  Overton, Janet
4-3602-110-00544 Owerton, Janet ... 03/26/2004 DOT Scientific Freezer & Refrig. £.043.50  Owerton, Janet
4-3602-110-00545 Owerton, Janet ... 03/26/2004 Dienharts qrowth chamber ingtallat.. 480000 Owerton, Janet
4-3602-110-00559 Ramew. Dawn ... 03/25/2004 FURDUE UNIVE... REM espenses1 of 2 §... R38.20  Owverton. Janet
RetrieveModify thiz A0 700 | Prirt Update Cloze
Mark one of these
Obligation Methods &« | boxesasappropriate.
Matify Receiving [ RCY Complete I ey Wl Bresreard:
Purchaze Order |40.52K.1-4-1274 Date Obligated (10062004
CC Agy Ref Num Mext Ref # Dbligated |
BReas [ NFCRel Date [ /7
SubAm BFA Date iy Procurenient T otal

Check. Mumber GEL | 480.00

To update the purchase information on an AD700:

e Select Update Obligations, select all assigned or select an individual procurement “User” in
the “Worked By’ field, then select Refresh Selected AD700s List to populate the screen as
shown above.

e Select the ‘Request #’ to be updated.

e The fields on the bottom of the screen in ‘Obligation Methods’ will become active and ready
for data entry.

e Complete the appropriate boxes at the bottom with the obligation info. For Example:

0 Purchase Orders — complete  Purchase Order
Date Obligated
Obligated
Procurement Total

o0 Credit Card Order —complete  CC Agy Ref Num
Date Obligated
Obligated
Procurement Total
NFC Rel Date (after approved in PCMS)

e To complete the record, select Update.
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