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AMMS USER’S MANUAL

PART A

1. ORDER MANAGEMENT SCRIPTS ...ccccouveerureeraeeecsaaeecsaneessane
2.  PURCHASING SCRIPTS ....cceeeerueeecraeecsaeecsseaeesassessssssssanees

3.  RECEIVING SCRIPTS ...cccccerueeererecraerecsaasessassessasasssnsasssnnaes
4.,  WAREHOUSE SCRIPTS .....ccoeerrnneeeeeeeeecccssssssnsnssasssasssascasans

5.  INVENTORY SCRIPTS ...ccceereeeereeeersaeecssanesssanesssssessassessanees

6. MISCELLANEOUS SCRIPTS .....ccceereeeerueeccraeeessanecssasecnaes

7. ORDER ENTRY TRAINING SCRIPTS.....cccceeeeeeveeeeeeeeeeenee
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AMMS ORDER MANAGEMENT
TRAINING SCRIPTS
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AMMS TRAINING SCRIPT
Add a line to a Oracle Sales Order

Purpose

The purpose of this training script is to show you how to add a line to an existing open
sales order.

The item that you want to be added to the sales order must be on the Price List. Please
follow adding items to Price List script for this step.

Audience

Material Coordinators and Supply Technician Team Leads

Prepared By | Theresa Coulson

Creation Date: | 01/11/2005

Document Name | Add a line to an Oracle Sales
Order.doc

Version | 5

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Order Management.

Step Description: Sign onto Oracle and select OM User AMMS responsibility

Expected Results: You will be at the OM User AMMS main menu
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Top Ten Ust

ANMS Ordet form 1. Release Sales Orders
+ Shipping 2. Shipping Transactions Form
e Customerns ’

+ Price Lism

+ Repons
Tramsact Move Orders

Step Description: Open Order Returns > Order Organizer

Expected Results: You will be at the Find Orders window
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Functiors | Documants
Oudars, Retuns:Otder Organizor
Oudos Organizet

- Orders, Retwims Top Ten List

1. Release Sales Orders
Sales Onders 2. Shipping Transactions Form
* bmport Orders
AMNS Grdet form :]
+ Shipping
+ Customers
+ Price Lists
+ Reports
Tramsact Meve Orders

-

Step Description: Enter the sales order number that you want to add a line to, click on
the Find button.

Expected Results: Order Organizer window will appear

Page: 6 of 1264



55 Oracte Applications - AMMS NEWTIST 12/19/4

Cirfer Nermibie
Ordee Type |

Created By
Cusstoenss PO
Customer

Sales Parson
Refated PO Number
Ovder Saurce

Ordar Datn

Step Description: Click on the Open button and open the sales order

Expected Results: Sales Order window will appear
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53 Oracte Applications - AMMS NEWTIST 1271944

35 Today's Ordars
%:ﬁ%w.ﬂ Fokders

@IgPublic Folders

§

Order Number Customer Name | Statue
| brwrs [51200051.13.01.53.12FC Baoked

3
=
>

TTTTTTTTE

Step Description: Verify that the Sales Order information is correct, Customer Name,
then click on the Line Item tab

Expected Results: Window view will change, Availability window will appear
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E—"; Oracte Applications  AMMS NIWTIST 1271944

Crda Numbar (39678

Customer Numiser 3143 Order Type [0T0 GSF Ordes

G po [tz nmonend 17NOV.2008 12:45:10
Customes Contact Godilard Price List
Ship To Location [PAGAN, ENEIDA s.n.m [m
PAGAN, ENEIDA States [Beoked
BLOGHO_RMIGT_CODE Cutreey [USD

|WASIINGTON, DC. 20546,
Bl To Location |Pitman, Gwen
Pisman. Gwon

BLDG:HO_RM5049_CODE

Contgurats

20 Mttt Evel - Sts

Step Description: Close the Availability window

Expected Results: Window will go away, you will be at the Line Items tab
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Order Totsd

752001317 642 :
752001207 42 Rnyu Datz Oty |

752001207422 oz | ‘On Hand Oty |

752000603 Cny Reserabis

smemons oz | RequestDste
7520 00 904 44 13 ; Avatlabla Date |

7645 00.G00 221 Evor Message

L Substzute tam

Lme Total
Descrigton

Step Description: Go to the last line on the sales order, hit your Down Arrow on your
keyboard, and a blank line will appear.

Expected Results: A blank line will appear
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o Appiications  AMMS NIWTIST 1271944
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Step Description: In the Ordered Item field enter the stock number for the item that you
want to add.

Expected Results: Field will be populated
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25 Oracte Applications - AMMS MEWTIST 12/19/4

A e s e

| Ordared nem |Gty UOM || Unit Sellieng Pricel Requast Date i&ﬂﬁ"éiibirgii
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Step Description: Tab to the quantity field and enter the quantity

Expected Results: Field will be populated
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Order Totsd

Lre  (Otdaredtem |Gty (UM || Unit Selleg Price Raquest Date *‘_wmmﬁa_ﬁéiib:-“ s
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Descrgtaon  PAPER.COPYING XERO

- TN AS 3 w10 i O¥d

Step Description: Hit the Tab button. The price should default. If you need to change the
cost now is the time to do so.

Expected Results: Price field will be populated

Page: 13 of 1264



o Appiications  AMMS NIWTIST 1271944

A I R A e A R 4
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Step Description: Tab to the Request Date field, this field will already be populated with
the original sales order date, click on the LOV and select the date that you are adding the
sales order line
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Expected Results: Date will change

cations  ANMMS NEWTIST as of VA0 7
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Step Description: Tab to the Scheduled Ship Date field and update this field with the
date that the sales order line is being added.

Expected Results: Field will be populated with date
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Step Description: Use the scroll bar and move to the end of the Main tab. Go to the field
with [ ]. Click in this box.

Expected Results: Additional Line Attribute window will open
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Man | Prici  Stgping Addesses  Returw | Others
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Step Description: Click in the Object Class field and enter the CORRECT Object Class
for the item. The Object Class is determined by the first 2 digits of the item number. See
list provided. Click Ok to the Additional Line Attribute Information window.
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Expected Results: You will return to the Sales Order window

53 Oracte Applications - AMMS NEWTIST 1271944
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Step Description: Move to the Pricing Tab, move to the Calculate Price Flag field and
click on the List of Values and change to Freeze Price

Expected Results: Field will be updated
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F_;- Oracte Applications - AMMS Production

L “Order Totsd
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Step Description: Save Your work

Expected Results: Transactions applied and saved message
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5;;- Oracle Applications  AMMS NIWTIST 1271944
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Step Description: Click on the Main tab at the Sales Order screen, use the scroll bar and
move to see the Line Type and Status. The Line Type should be DTO and the status
should be Booked. Once the order goes through “workflow” the status will change from
Booked to Awaiting Receipt.
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Expected Results: Field will have data

Order Totsd
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Step Description: If a purchasing requisition is needed immediately contact Theresa
Coulson. As soon as Requisition Import runs you will have a requisition for this line on
the sales order.
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AMMS TRAINING SCRIPT
ADDING ITEM TO PRICE LIST

Purpose

The purpose of this training script is to show users how to add new items to the Price
Lists for Goddard and Wallops.

Audience

Material Coordinators and Supply Technician Leads

Prepared By | Theresa Coulson

Creation Date: | 11/09/2004

Document Name | Adding Items to Price Lists.doc

Version | x

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Order Management.
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Step Description: Sign onto Oracle and select the OM User responsibility
Expected Results/Actions: The OM User main menu will appear
Step Description: Select Price Lists > Price Lists from the menu click on Open

Expected Results/Actions: A blank Price List will appear.

Oracte Appiications  AMMS NEWTIST 107072004

Price Listcfrice Ul
Prica Lists
+ Orders, Retuins TopTenlsl

ANMS Order form 1. Release Sales Orders
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Page: 23 of 1264



Step Description: Query up the Price List hit the F11 button on your keyboard, then hold
down the Ctrl button and hit F11 again to end the query.

Expected Results/Actions: The Goddard Price List will appear

Prlu Lim

hame

B ajobide Downlona

Doscripter

Cunwicy

et O m [ —]

Fromre Tonm

e T

Product Adtibute | Product Value | Product Dascrption
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[Isarm Nissiboe WMODIBETIIS  FORM, PRINTED

[Isamm Numbes U7I0.00.693.1039  ELBOW PIPE

[Ivars Nusinbas SO0 GITO6IT  TERMINAL LUG

[Iverm Numnibes 510808100139 |SPLICE CONDUCTOR 1 1

Bricing Altites |
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Step Description: At the bottom of the Goddard Price List, in the List Line section, click
on an occupied line then click on the green plus sign (+) on the tool bar to add a new
line, make sure you are at the bottom of the screen.

Expected Results/Actions: A blank line will appear and the Item field will be yellow

pes Orache Applications  AMMS NEWTIST 10772004
ZO0 O WS € Hd AT 5P

Prics Lim

U Gaddard Price List B hjotide Downlons
W Gaddard Price List
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—_—
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e Number 5133908685701 DRILL, TWAST |
130013687778 ’iORH. PRINTED
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Step Description: In the Item field click on the LOV and select Item from the list, tab to
the Product Attribute field and click on the LOV and select Item Number from the list. In
the Product Value field enter the Item number you just loaded.

Expected Results/ Actions: All fields will be populated

Iracte Applications  AMMS NEWTIST 107372004

bs SGLoS@ e 0wl L2Te %1
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Step Description: Tab over to the value field and enter the cost for the item. Example:
1.55

Expected Results/ Actions: Field will be populated with cost.

Pricw Lim
(U Gaddard Price List W iobide Downlona
WL Gaddard Price List
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List Lines

| Static Fomuls | Stan Dte &0 Ot

T 000 %.0CT2008 |
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Q]

31 ADOIE PUROHES
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Step Description: Save your work and close all forms, Repeat the same process for the
Wallops Price List.

Expected Results/Actions: Transactions Complete and Applies message at the bottom of

screen, and will return to OM USER main menu.

This stock number is now loaded and on the Price List.

Notes: Expense item are not Inventory items, they can not be transacted against like
other item numbers.

All Expense items must be added to both Price Lists. The sales order can not be created
until the items are on the price lists.
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AMMS TRAINING SCRIPT
Approval Hold on Item

Purpose

The purpose of this training script is to show how to process an approval hold on
a specific line item.

Audience

Material Coordinator and Supply Technician Leads

Prepared By | Theresa Coulson

Creation Date: | 04/18/2006

Document Name | Approval Holds on Items.doc

Version | 2

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Order Management.
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This process is for Approval Hold on specific item number. Currently in AMMS there are 2 Approval
Hold Types, Furniture Approval, and Security Approval. To add items to one of these hold types go to
your Order Management Responsibility, go to the Order Organizer screen, with a blank screen, from the
toolbar select Tools, Create Hold Source.

5 - AMMS Production

Frind oS us
Yoriow S2atus
Ericing Engine Request Viewss
1™ dutn Sehsdule
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& Show Line Desatls
Hem Seanh wlds In | Bd i
Quick Customar Entry
Qrder N Cbug Ordar Catagory
Cradit Card Number
Shp To
Status

gehoduing

Custom Change Renscn

—— Customer Number |
Sales Parson vors To

Refated PO Number Requisition Number
Ovder Saurce QOrder Source Reference
Order Do
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In the Hold Name field, click on the List of Values (LOV) and select the hold type that you are adding item
to.

Bcotions  AMMS Production

Ié ] A Taole  Wind(

RZOD D 0SB € @ TS

Hokd Name
Hold Typs 01
Dascription
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In the first Hold Criteria field , select Item from the drop down menu, then in the Criteria VValue, enter the
item number that you want the hold applied to. Click on the Apply Holds button and this item has been
applied for that hold.

Hold Name | FURNITURE APPROVAL
Hold Type Fumiture leorms
Cascriphion [FURNITURE APPROVAL

Crtenin Vakse

Hoad Copana |
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To see what items are assigned to the Hold Type, go to your Order Organizer screen, go to the Hold
Information Tab.

_‘-‘:"‘.'!!' Syempy

B oo

3]
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In the Hold Name field enter the name of the Hold that you want to see. Then click on the Hold Sources
button, this will show all items that are assigned to this hold.
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T Window Hey
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This is the screen with all of the items that are on hold. From this screen you can also, release a hold on an
item number, make sure you are on the line with the item you want to release, then click on the Release
button, you will have to select a reason for the release, and you can also put in comments. You will get a
message that tells you the update was successful.

ppiicotions NEWITIS]

Heleass Holil
Hold Critueis
Hold Name
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1749000 601 0357 (Warphouse
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To be able to see all the sales order that are on hold. Go to your Order Organizer screen, go to the Hold
Information Tab, in the Hold Name select your hold type, then click on the Find button, this will find any
sales order for any items that are on hold for your hold type.
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Hold Name Approval Required
Holé Type [Fumitura ttems
Cescrption Approval Requirad
Held By o

Criteria - [
Valye

Valus 7]

Page: 36 of 1264



To be able to release a particular sales order from a hold, open the sales order, click on the Line Item tab
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The status for all items on hold will be Booked. You can see the item is on hold, just past the status field in
the line is a check mark in the On Hold.

B2 Orocle Applicotions - NEWTIS]

Order Totsd

(Ordered Nem ¢ Seling Price Request Date | Schedde Ship Date  Stahes
100 D4 ALG 2004 08:38.28 Bouked

i L S L v e S

<l e, ¢
Lre Total i 100 Line Oty ll Serece Total I o00

Descrigton D10 RELATED FREIGHT CHARGES

"1 start e SRNO NS § Ytwret Explomy « 72D Dotureret « Moesct

Page: 38 of 1264



To remove a sales order from hold, select the line that you want removed, click on the Actions button,
select Release Hold, click OK
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Another screen will appear, you need to enter the reason for the removal of the hold, then click on the

Release button.
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You will get a message saying the hold has been released.

HZY UG08 0 E Al Aeen R R 4

0

Approval Required  MPRYOR * “Order Totsd 1%

 [ScheddoShipDate | Stahs | OnMad
7% Hooked Moo

1
Passed pricing error hold.

- ﬁ ! -

'-
Roksss Cancel 1 Serece Total i‘l!,

Actions NG e Coptgurator Apwlabény Hom Criizz
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The status on the order still says Booked, you now need to send the sales order through Workflow.

t’»’“"" o Applicotions  NEWITIS]

Order Totsd

Man | Priceg  Sugiing  Addesses  Retums  Cthers

Lme  |Ordaredfem |t Soling Price | Reguest Date | Scheduls Ship Date | Status
[ 00 03 1.00 D4.ALG 2004 18:38.26 Houked

»

ﬂﬂﬂ't‘l’l’t‘!gi

<l e, ¢
Lre Total ' 100 Line Oty l‘ Serece Total I o00

Descrigton D10 RELATED FREIGHT CHARGES

& B - {0 & Ytwept Do o ) Detumenet « Moscd
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Click on the Actions Button, select Progress Order, click OK.

Orocle Applicotions NEWTIS]T

“Order Totsd
Man | Prceg  Supping Addesses Retume  Cthers

(Ondared fem [t Soling Prico Reguest Date || Scheduds Ship Date | Staas.
999,00 F03.00 1,00 D4 AUG 2004 06:38:76

Agdtiona LUne ktarmation
Go ToLine
Appl AUNE L ARCHIMBIES
Appl Holds
g 1 x Cantsl

m— Charges

100 Linfl Cogy
Destrigtun | HELA FIGHT CHARG! Supply To Order Warkbench

bl Lde Es NoMiaton

N PreceLine
Price Ordee
Calculate Tat

PromotonPricing Adnbutss
Hal Mol

S RO O & ) & twret Caplory o ) Detumenet « Moescl
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A window will pop up that tells you that your order is Purchase Release Eligible. Click OK. If you some
reason you don’t get this message, please let Theresa know, there could be a problem.

(slikles [ismry L3 3rt) - Q1LBULANG A0 gl DAL

“Order Totsd

Man | Prcig  Stgping Addessss Rt Cthen
Lme  Oweredfem | Soling Prico RequestDate | Schedde Ship Date | Status
'1.1 9999.00.F03.00 1,00 D4 ALIG 2004 08:38:28
: .

EAQIa Arimis

-3 Dotuenet « Moescd
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The status now on the order is Awaiting Receipt. Now the next time that Requisition Import run a
purchasing requisition will generate to buy this material.

“Order Totsd

Man | Prceg  Supping Addesses Retums  Cthen

Lme  |Owdaredfem |¢ Seling Prce Reguest Date | Schedde ShipDate | States || On Haid
[ 00 03 1.00 D4.ALG 2004 18:38:76 M ALIG 2004 08:33:7¢ |Aweaiting Recsipt

S Vi SRk LTRSS T T}

<l =
Lre Total 1 100 Line Oty ll Serece Total I o00

Descrigton D10 RELATED FREIGHT CHARGES

& Eudwn - {0 & Ytwoet Baplony < 2 Dedumenet < Maesed
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There is also a report that will be distributed daily with the Min Max, this will show every day any sales
order that are on hold. To run this report, in your Order Management responsibility select Reports, Run
Reports, the name of the report is Outstanding Hold Report. In the parameters window enter your Hold
Type in the Hold name field, and in the Item display field click on the LOV and select Item and
Description. This will show all sales order that are on hold.

NEWTIS]

e U m-
bt Rl Heiine

Flan thin Reguest,

LU Ousstanding Holds Report

At Ihese Tin
Run

Upan Comp
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AMMS TRAINING SCRIPT

Cancel Sales Order Line

Purpose

The purpose of this training script is to give instructions on how to cancel a sales order
line, and check to make sure there is not an open Purchase Order, or Purchase
Requisitions for the sales order line.

Audience

Material Coordinators and Supply Team Lead

Prepared By | Theresa Coulson

Creation Date: | 04/25/2006

Document Name | Cancel Sales Order Line.doc

Version | 2

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Order Management.

Page: 47 of 1264



AMMS Training Script: This will give instructions on how to cancel a sales
order line, and check to make sure there is not an open Purchase Order, or
Purchase Requisitions for the sales order line.

Note: If you are cancelling a Sales Order and the Line Type is DTO but
Requisitions have not yet generated, even if you cancel the sales order
Oracle will still generate purchase requisitions for the lines cancelled.
Be sure to also go back and cancel all purchase requisitions

Step Description: Sign onto Oracle and select OM User AMMS
responsibility

Expected Results: OM User AMMS main menu will appear

E’;{lr.n o Applications  AMMS NEWTIST as of 04/19/2006

Ouders aml Renains Monu L
Respongivty

AMMS Order Farm ‘ ANMS ive nioey Analyst
* -+ Shipping . Shi ANMS Qrder Entry
+ Customers G il AF Superutsc - ANNS
-+ Pricing i X EEE OM Usar - ANNS
+ Setap 8 IN Fwenlory - ANMS
4+ Repons M I¥ Ordar Mom! - AMhes
. Change Organization - F"'"f"’:"q_ ARME =
Workflow Backgeound Process iy e ANNG

Tenmunih Wovst Oriiais Crdee Mirsagament Super Lser

Payaties Manager
Purchasing - AMMS
Purchasing Buyer
Purchasing Inveniey - ANMS
Funchasing Super User

"l Recening Inverory - AMMS
Syssem Adminktrator

) Wetdhots - Froo Sh
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Step Description: From the OM User AMMS main menu select Orders,
Return > Order Organizer, click on the Open button

Expected Results: Find Orders window will appear

Oudars, Retns:Otder Organizer
Oudos Organizet

- Orders, Retwins Top Ten Uist »
1. Release Sales Oders
Sales Onlers 2. Shipping Transactions Form
* bport Orders 3. Order Organizer
AMMS Grdet fosm
+ Shipping
+ Customers

+ Price Lists
+ Reports
Tramsact Meve Orders
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Step Description: In the Order Number field enter the sales order number
that you want to cancel a line on, click on the Find button

Expected Results: Field will be populated and Order Organizer window will
appear

S4321 Orgar O

Ordee Type | Cradit Card Number
Created By ShipTo
Cugstoense PO Status |
Customer Customer Number |

Sales Parson Ivoks To
Related PO Namiber Requistion Number |
Ovder Saurce QOrder Sowce Ref
Qrdar Dasn
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Step Description: Click on the Open Order button

Expected Results: Sales Order window will appear

25 Oracte Applications - AMMS NEWTIST as of 0471172006

3) Teday's Ordars
‘ﬁg"“‘“""“ s Onder umber Customer Nams | Stotue_

EH

bt F
SO o | B 5110057464 04,04 85,1 Baoked
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Step Description: Click on the Line Items tab

Expected Results: Window view will change to Line Item information

Crdar Numbar (54321
Order Type [0T0 GSF Ordes
ey 0 nmom 15 MAR 2006 13:10:00
Customer Contact Godidard Price List
Ship To Lucstion |SANDERS, LAKITA Slbm IGO(IDARD SPACE FLIGHT
SANDERS, LAKITA Statss [Beoked
BLOG1GW_RMEEE FACIL Cutreey [USD

|GREENBELT. WD, 20771, U
Bil To Location [SANDERS, LAKITA Yox
SANDERS. LAKITA o
BLDGAGW_RM:EEE FACIL Totst
GREENBELT, MD, 20777, 1
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Step Description: Close the Availability window

Expected Results: Window will go away

“Order Totsd

Ragquest Dats Oty |
On Hand Oty |
Cny Resarabis
Request Date i
Availzbla Date |
Enor Message
Substzute tem

ne oy W™= tte | Govemriy B

Descgton  TETRA TECHNOLOGIES BPA
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Step Description: Select the line that you want to cancel by clicking on the
line and the purple line indicator will be next to the line selected

Expected Results: Line will be selected

Man | Prici  Stgping Addesses  Returw | Others

~ [Odaredtem |Gty |[UOM | Unit Sellng Price Raquest Date | Schedule Ship Date | €
590500 Eosna[so EA LW 15 MAR2006 13:13: l'[ﬁﬂlmmll 13 p

5905.00.£05.98[150 £A 1,00 15 MAR 2006 13:13:15 15 MAR 2086 13:13:1¢ 2
5995 00 £05 08200 €A 1.00 (15 MAR 2006 13:43:1¢ 19 MAR 2005 13:13:00 08
5905.00.£05 00 30 Jea | 1.0 15 MAR 2006 13:13:15 15 MAR 2006 13:13:1¢ g
sa»umulw EA 15 MAR 2006 13:13:1 15 MAR 2006 13:13:1¢

5905 00.£05 08 /50 €A | 100 (15 MAR 2006 13:13:1 |15 MAR 2006 13:13:17 £
5905 00 £05 08|10 EA 15 MAR 2006 13:13:1¢ (15 MAR 2006 13:13:1¢
s»sumne]so EA 15 MAR 2006 13:13:15 15 MAR 2006 13:13:1: £ +
[ ——————— |}
Lre Tetat | 5000 Lne Oty 50 Servce Total | 0.00
Descrigton TETRA TECHROLOGIES BPA
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Step Description: Use the scroll bar at the bottom of the window, move to
the right and look at the Line Type field

Expected Results: Window view will change

Applications  AMMS NEWTIST as of 04/19/2006

3 Tools Window He

“Ordet Totsd

Man  Pricea  Shipping  Addesses  Retur | Cthes
Lme  [Ondaredem || | CascadedHold  ATO  Line Type Oty Canceled | Cty Shpgod
5905 00 E05 08 I~ [DTO Line Type G'f0
5905 00.£05 08 D10 Line Typs 60
5905 00 £05 08 {070 Line Type 610
5905 0005 08 D10 Line Typs G0
{5995 00 £05 08 00 Line Type 610
5905 00.£05.08 '[070 Line Typo 60
1070 Line Type Gl
070 Line Typo G0
Lo —] ===
Lre Tetl 5000  Unediy 50 SevceTot | 000

Descigton  TETRA TECHNOLOGIES BPA

EmR AR RAM

5905 00 E05 04
590500 .E0509
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Step Description: If the Line Type is “DTO Line Type GSF” or “DTO Line
Type WFF’ STOP!!

When you want to cancel a sales order line that has a Line Type of DTO you
MUST first check to make sure there is not an existing Purchase Order or
Purchase Requisition associated with the sales order line.

E‘g Oracte Applications  AMMS NIWTIST as of 04/11/2006

“Order Totsd 103,25

Man  Priceg  Shigping  Addresses  Refure  Cthers
Lre  [Ordaredem || | CascadedHold  ATO  Line Type Oty Cancalled | Cty Shigod
11 590500 E05 50 = I~ [DTO Line Type 6'f0
210 [swS00E05.08 ‘ 0T0 Line Typs ﬁ"[o
905 00 £05 08 i 070 Line Type G0
5995 00.E05 08 : "~ {010 Line Type G20
5995 00 £05 06 070 Line Type 610 I

" |5%05.00.£05 08 i © 070 Line Type 60

[5995 00 E05 04 i {070 Line Type G i

5905 00.E05 .08 010 Line Typo 60 .
Lo [ [e=——on———>——"J)3§

Lie Totat | 5000 Uneoiy 50 Serece Total | 000

TETRA TECHROLOGIES BPA

NOTE: EVEN IF THE LINE TYPE IS NOT DTO, IT IS POSSIBLE THAT
ORACEL HAS GENERATED A REQUISITION TO BUY THIS
MATERIAL. IF THE STATUS IS “PICKED” THERE IS AN EXSISTING
OPEN PICK SLIP FOR THIS ITEM AND THE SALES ORDER LINE
CAN NOT BE CANCELLED UNTIL THE PICK SLIP IS
BACKORDERED.
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Step Description: For GSF Line Type, you will need to go to Purchasing
Requisition Summary and match the data and quantity to cancel the
requisition.

1:':7 Oracte Applications - AMMS Production

“Order Totsd

Mon  Pricieg  Shigping Addesses  Refure  Cthers
e Odaredfem | OnHold  Cascaded Hold | ATO L;-‘F”E_ Oty Cancelled
jha 6879 00 244 27 pim [ G5 Linc Typlel')

b1 (o e P el b Bk i

.|

4 D D O

-

Line Oty 5 Serece Total I L)

G Cancel Sales et L 13 wname Mads ye
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Step Description: For DTO Line Type: To check for an existing PO or
Requisitions click on the Actions button at the bottom left of the window

Expected Results: Action window will appear

25 Oracte Applications - AMMS NEWTIST as of 0471172006

To0ls Window e

“Order Totsd

Man | Prici  Stgping Addesses  Returm | Others

Lre

Oufarsdfem || |CascadedMoid  ATO  UnsType Oty Canceled | Cty Sheged
5905 00 E05 09 = [DTO Line Type 60 -
) 070 Line Type G0

5905 .00.E05 0 _
5995 00.£05 08 07O Line Type 6110
{010 Line Typo G0

5905 00.E05 08
070 Line Type 60
00 Line Typo 60

AERER

(5905 00 05 08
5%05.00.£05 08
{070 Line Type 61
010 Line Typo 60 -
Lo /R [e—n———>——— )}
Live Total 5000 Line Oy 50 Serece Tetal | 0.00
Descrgtnn  TETRA TECHNOLOGIES BPA

5905 00 E05 04
5905 00 E05.08

1
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Step Description: From the Action window select Additional Line
Information, click OK

Expected Results: Additional Line Information window will appear

SRR S SR F LSBT T I

“Order Totsd

Ordared nem | Gty |UCH || Uit Selleg Price Raquest Date  Schedule Shig Date | €
5995 00 E05 08 50 | | 1.00 15 MAR.2006 13:13:17 15 MAR.2006 1 i
590500 £05.09. 150 ‘ [
5905 00 E05 08, 200
59050005 08 0 (EA
ssesencosoes) |EA
15%05.00.£05 0850 {EA
7, P s P e —y Go ToLine
,””“mo‘,'“ < ,_:_‘,A A B AppN AU ARCHMBNES
{5905 00 .£05.08' 50 EA App Holds
Ta “ Sl Canwsl
- - — Copy
Lre Totel | 5000 Suppty To Order Workbenth
Descrigt TETRA TECHNOL Progress Crder
OSIES-IPA PromosonPricng ARributes
Release Holds
View Adjusynenss
Views Shipping Status
Visw Taz detaits
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Step Description: At the Additional Line Information window click on the
Dropship tab

Expected Results: Window view will change

25 Oracte Applications - AMMS NEWTIST as of 0471172006

RTINSt RTLE S TR TTHIR NS 5 LSl SSLRRS T
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Step Description: The data in the Dropship tab will tell you us there is a
purchase requisitions, a purchase order or a blanket release associated with
the sales order.

Expected Results: Data will appear

AR LT RSTT A St RS LRI LSl BSERRS T Y

Status  Buyer ,
Appraved Buyer, Project Pan *
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Step Description: If there is an existing Purchase Order or Blanket Release
associated the Sales order cannot be cancelled until the Material
Coordinator and the Buyer have received confirmation from the
supplier that the associated purchase order has been cancelled.
Cancellation of a sales order without this confirmation must be
approved by a Team Lead or Branch Head before the transaction is
processed in AMMS. If this item is on the JIT BPA, this must be
coordinated through Kim Wedemeyer to cancel the shipment from Office
Depot. If this it is being purchased from GSA or DLA, cancellation must
first be submitted through DAMES and confirmation of cancellation must be
received from GSA or DLA before Sales Order can be cancelled.

£S5 Oracte Applications - AMMS NEWTIST as of 0471172006

(Ecliiee Hisses Sarit) - A1 enouuedats (00 40000 1 0LILLGHE SRRIIES 0 3000

N s

=

Musnibes 1 Status ‘
360 'Bsr:v“ Buyar, Project Pan

ke Sl s
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Step Description: Once the Material Coordinator has ensured that the sales
order can be cancelled, close the Additional Line Information window

Expected Results: Return to Sales Order window

25 Oracte Applications - AMMS NEWTIST as of 0471172006

RTINSt RTLE S TR TTHIR NS 5 LSl SSLRRS T

Supplier Status _ Buyer :
[Appraved Buyer, Project Pan *
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Step Description: Make sure that you are on the line that you want to cancel
by clicking on the item you want to cancel.

Expected Results: Purple indicator will be at the beginning of the line to be
cancelled

Man | Prici  Stgping Addesses  Returw | Others

~ [Odaredtem |Gty |[UOM | Unit Sellng Price Raquest Date | Schedule Ship Date | €
590500 Eosna[so EA LW 15 MAR2006 13:13: l'[ﬁﬂlmmll 13 p

5905.00.£05.98[150 £A 1.00 15 MAR 2006 13:13:15/15 MAR 2086 13:13:1¢ 2
5995 00 £05 08 €A 1.00 (15 MAR 2006 13:13; vh-.wmmsnm'g ,

50 Jea | 100 15 MAR 2006 13:13:15 15 MAR 2006 13:13:1¢
5993 00 £0% 0850 EA 15unmuisslmmnmuu|
590500 £05.08 /50 €A | 1.00 115 MAR 2006 13:13:1% |15 MAR 2006 13:13:1¢ 18
5905 00.£0% 08|10 £ 15 MAR 2006 13:93:1¢ (15 MAR 2006 13:13:1¢
s»sumsneso' fea | 1,00 [15 MAR-2006 13:13:15 115 MAR 2006 13:13:1 £ +
[(————————————:—————— |}
Live Total f_"si"i Une@ly 500  SeesceTo | 000

Descigton  TETRA TECHROLOGIES BPA
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Step Description: Click on the Action button at the bottom left of the
window

Expected Results: Action window will appear

25 Oracte Applications - AMMS NEWTIST as of 0471172006

“Order Totsd 105385

Man | Prici  Stgping Addesses  Returm | Others

Lre (Ondarednem | Oty UM || Unit Selling Price| Requast Date | Schedule Ship Date €

5905 00 E05 08 50 EA 1.00 (15 MAR 2006 13:13:95 15 MAR. 2006 13:13:1 [ =

15995.00.£05 04150 A 1.00 |15 MAR-2006 13:13:15 /15 MAR 2006 13:13:14 08
5905 00 E05 08 EA 1.00 (15 MAR 2006 13:13:1¢ 115 MAR 2006 13:13:00 18

[ R 505 00 05 SCT Jea ™ | 100 |15 MAR 2006 13:13:15 (15 MAR 2006 i"z}ii}i’zg

l 5995 00 £05 0650 EA 100 115 MAR 2006 13:13:12 |15 MAR 2006 13:13:1¢

5905.00.£05.08 {50 3 100 15. ' 3:0¢ (8

€A | 100 15 MAR 2006 13:13:1° 15 MAR 2006 13:13:1°
5995 00 E0% 04|10 7 1.00 (15 MAR 2006 13:43:1% |15 MAR 2006 13:13:1¢
5905 00 E05.08 |50 EA 1.00 15 MAR 2006 13:13:15 15 MAR 2006 13:13:1 £ «
i [ ————— ¥}
Lie Total | 5000 LneOiy 50 Serece Tetal | 0.00
Usstrigton  TETRA TECHNOLOGIES BPA
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Step Description: Select from the options Cancel, click OK to the Actions
window

Expected Results: Cancel Lines window will appear

“Order Totsd

Lme |Ordaredem | Oty

! 905,00, E05.081 50 |EA
5995 00 £05 04 150 [
505 00 .E05 09 200 )
_;vs»sumsw_iso |EA

5995 00 £05 0650 kA

; 15”5“.50‘5361;50 EA Addtiona Lne Formation

= ‘| Go Yo Line
oo L ,_;‘.E,“ LB appk Auvcenanc Apscnements
|5905.00.E05.08 50 EA AppY Holds
W — )

. — Charges
L Toto 5000 Copy

gl Eupply To Order Warkbench
Uescmton  TETRA TECHROLOGIES BPA NoNkston
Prce Line
Price Ovdee
Calculate Tat
Progress Order
PromotonPricng Anbutss
Hal SRR

Page: 66 of 1264



Step Description: At the Reason field click on the List of Values (LOV) and
select the appropriate reason for the cancellation, also you can enter a brief
description for the cancellation in the Comments window

Expected Results: Fields will be populated

AR RSTT A St SRS LR IR LSl BSERRS T Y

105385

| Piceg  Stpping  Addresser  Retumr  Cthens
(Ordared hem | Gty 0ot || Unit Selleg Pricel|Request Date | Schedule Ship Date | €
590500, E05 08 50 len | 1.00 |15 MAR 2006 13:13:95 15 MAR 2006 13:13:1!) £
5905.00.£05.06 150 lea | 100 15 MAR 2006 13:13:15 15 MAR 2006 13:13:1° £
5505 00 .E05 09 200 len | 10015 MAR 2006 T3:13:17 19 MAR 2006 13:13:7)
| 5965.00.605.08,50 s :
5995 00 £05.08, 50
| 5%05.00.E05.08.50
590500 £0%.08 10
15905.00.E05.08/50
i

Le Tetal

Page: 67 of 1264



Step Description: Click OK to the Cancel Lines window

Expected Results: Note window will appear

SRR LLRSE e S RO LR TINIE RS (e L1l SS L

Order Totsd

Lme  |Ordarednem |Gty 0ot || Unit Selling Price) Raquast Date |Schedule Ship Date |
! 0 | | 100 15 MAR 2006 13:13:17 15 MAR 2006 13

1.00 |15 MAR 2006 13:13:15 15 MAR.2006 13

1.00 1 MAR 2006 T3:13:17 15 MAR 2006 13:13

L1 SWS00.E05.08 50 len |
|5%05.00.E05 08 150 3
5905 00 E05 08, 200 ea |

| 595.00.£05.08/50

I

SO TO Requisition Cancelled

Customen no longer wants
e Tetal | material
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Step Description: The Note lets you know that there is an existing Purchase
Requisition and Purchase Order that is associated with the sales order and
they are in APPROVED status, click OK to the Note

Expected Results: Window will go away

~[Ovdarednem | oty
5995 .00.E05.081 50 ea |
5995 00 £05 04 150 [EA | 100 | 15-MAR 2006 13:13:15 15 MAR 2006 13:
5505 00 .E05 09 200 fen | 1.00] 15 MAR 2006 13:13:17 15 MAR 2005 13:13:1")
5905 00.E05 08 50 e ' x
wemEnen
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Step Description: Use the scroll bar and move to the right you will see the

status on the line is now Cancelled.

Expected Results: Data changed

“Order Totsd

Man | Prici  Stgping Addesses  Returm | Others

Lre

| Ordared hem | Unt Sufing Price Roguest Date

SMlSNdea

| Status

i

o

V905 00 E05 08
5905 00 E0508

1.00
1.00

15.MAR 2006 13:13:1%
15 MAR 2006 13:13:1

15 MAR 2006 13:13:1° | Awaiting Receipt

15-MAR-2006 13:13:1¢ Awealting Receipt

Y905 00 .E05 08 1.00

1.00

15 MAR 2006 13:13:1%
15.MAR 2006 13:13:1

15-MAR 2006 13:13:1

15 MAR 2006 13:13: vﬁmllu.koeﬂn

Cancelled

M“ EMU
5905 00.£05 06

1.00
100

l‘b MMI2006 13:13:00
15. AR 2006 13:13:1%

I'b MAR 2006 13: 13 1
15 MAR 2006 13:13:1¢

MIln. Recalpt
Aweaiting Recelpt

5905 00 E05 04
5905.00.£05 08

Lie Total | 0.00
Descgton  TETRA TECHNOLOGIES BPA

1.00
100

15 MAR 2006 13:13:1 115 MAR 2006 13:13:1* [Awaiting Rocsipt
15.MAR 2006 13:13:1% |15 MAR 2006 13:13:1 | Aweaiting Receipt
=1}

Line Oty 5 Serece Total I 0.00

PLEASE BE SURE TO ALSO CANCEL PURCHASE ORDER AND
PURCHASE REQUISITIONS ASSOCIATED WITH SALES ORDER.

Page: 70 of 1264



AMMS TRAINING SCRIPT
Cancel Sales Order

Purpose

The purpose of this training script is to give instructions on how to cancel a sales order,
and check to make sure there is not an open Purchase Order, or Purchase Requisitions for
the sales order line.

Audience

Material Coordinator and Supply Team Lead

Prepared By | Theresa Coulson

Creation Date: | 04/26/2006

Document Name | Cancel Sales Order.doc

Version | 2

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Order Management.
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AMMS Training Script: This will give instructions on how to cancel a sales
order, and check to make sure there is not an open Purchase Order, or
Purchase Requisitions for the sales order line.

YOU CAN ONLY CANCEL AN ENTIRE SALES ORDER IF NONE
OF THE LINES ARE CLOSED. ALL LINES ON THE SALES
ORDER MUST BE OPEN TO CANCEL ENTIRE SALES ORDER.

Note: If you are cancelling a Sales Order and the Order Type is DTO
but Requisitions have yet generated, even if you cancel the sales order
Oracle will still generate purchase requisitions for the order/lines

cancelled. Be sure to also go back and cancel all purchase requisitions
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Step Description: Sign onto Oracle and select OM User AMMS

responsibility

Expected Results: OM User AMMS main menu will appear

25 Oracte Applications - AMMS NEWTIST as of 0471172006

A Famime et S mgnirew? Ylipm |l

Ondars, Retens:
Ouders aml Renains Monu

ANNS Order Faim

Shipping

Customars

Pricing

Setup

Repons

Change Organization
Workflow Background Precess
Tramsact Meve Orders

Rasponaibiy

ANNS Inveriony Analpst
ANMS Order Entry

AR Superyssc - ANNS
EEE OM Usqar - ANNS
IN Fweniory - ANMS

B I¥ Ordar Mgm! - AMies

IM Furchazsing - AMME
Imvaary S 220 - ANNS

Crdee Mirsagament Super User
Payaties Manager
Purchasing - AMMS
Purchasing Buyer

Purchasing Inveniory - ANME
Purchasing Super User
Recemng Invermory - AMMS
Sysem Adminttrator
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Step Description: From the OM User AMMS main menu select
Orders, Return > Order Organizer, click on the Open button

Expected Results: Find Orders window will appear

Oudars, Retns:Otder ODrganizer
Oudaos Organizer

_ Orders, Retuins Tap Ten Uist

1. Release Sales Orders
Sales Onlers 2. Shipping Transactions Form
* bport Orders 3. Osder Organizer
AMMS Ordet form
+ Shipping
+ Customers
+ Price Lists
+ Reports
Tramsact Meve Orders
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Step Description: In the Order Number field enter the sales order
number that you want to cancel a line on, click on the Find button

Expected Results: Field will be populated and Order Organizer
window will appear

E;- Oracte Applications  AMMS NIWTIST as of 0471972006

006 Window Mg

v O-?-“&‘{ﬁ' £ M ]

aton Iva K elds I 4 Bchediing

Crdar Ngribse (54321 Ordar Category [
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Step Description: Take note of the Status, you can not cancel a
sales order that is Closed, the Status should be Booked. Use the
scroll bar and move to the right to the Order Type. If the Order
type is DTO, STOP!!

When you want to cancel a sales order that is DTO you MUST
first check to make sure there is not an existing Purchase Order or
Purchase Requisition associated with the sales order line.
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Step Description: Click on the Open Order button

Expected Results: Sales Order window will appear
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Step Description: Click on the Line Items tab

Expected Results: Window view will change to Line Item
information
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Step Description: Close the Availability window

Expected Results: Window will go away
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Step Description: Check every line that has a status of Awaiting
Receipt that is to be cancelled by clicking on the line and the
purple line indicator will be next to the line selected. If the status
on the line is Awaiting Shipping you also need to check for an
open Purchase order or Requisitions. If the status is Picked or
Partial Picked you there is an existing open pick slip for this
material and the pick slip must be backordered before sales order
can be cancelled

Expected Results: Line will be selected
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Step Description: To check for an existing PO or Requisitions
click on the Actions button at the bottom left of the window

Expected Results: Action window will appear
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Step Description: From the Action window select Additional Line
Information, click OK

Expected Results: Additional Line Information window will
appear
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Step Description: At the Additional Line Information window
click on the Dropship tab

Expected Results: Window view will change
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Step Description: The data in the Dropship tab will tell you us
there is a purchase requisitions, a purchase order or a blanket
release associated with the sales order.

Expected Results: Data will appear
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Step Description: If there is an existing Purchase Order or Blanket
Release associated with the Sales order cannot be cancelled until
the MC and the Buyer have received confirmation from the
supplier that the associated purchase order has been

cancelled. Cancellation of a sales order without this
confirmation must be approved by a Team Lead or Branch
Head before the transaction is processed in AMMS. If this item
is on the JIT BPA, this must be coordinated through Kim
Wedemeyer to cancel the shipment from Office Depot. If this it is
being purchased from GSA or DLA, cancellation must first be
submitted through DAMES and confirmation of cancellation must
be received from GSA or DLA before Sales Order can be
cancelled.
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Step Description: Once the Material Coordinator has ensured that

the sales order can be cancelled, close the Additional Line
Information window

Expected Results: Return to Sales Order window
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Step Description: Close the Sales Order window

Expected Results: Return to the Order Organizer window
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Step Description: Only if you want to/can cancel all of the lines on
a sales order, click on the Action button

Expected Results: Action window will appear
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Step Description: From the Action window select Cancel, click
OK to the Action window

Expected Results: Cancel Order window will appear

35) Teday's Ordars
BN c2o o Rasft
3 Parsoral Folders

- Ovter Number  Customer Nama i Status
E-2gPublic Folders oy - ) (00

sm S120emaasnar Lot Busked TS

Addtiona O1der Inormaton
Appl Aot Afacrements
Appk Holds

Bock COrdes
Calulade Tax

- Copy
NoMkaton
Prico Crder
Progress Crder

Release Halds
Esles Credey
View Adjusamants
\iay & e

Page: 89 of 1264



Step Description: At the Reason field click on the List of Values
(LOV) and select the appropriate reason for the cancellation, also
you can enter a brief description for the cancellation in the
Comments window

Expected Results: Fields will be populated
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Step Description: Click OK to the Cancel Order window

Expected Results: Note window will appear
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Step Description: Note window will tell you order has
successfully been cancelled, click OK to the Note

Expected Results: Window will go away
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Step Description: Re-Query order to see cancelled status
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AMMS TRAINING SCRIPT
CREATE EXPENSE SALES ORDER

Purpose

The purpose of this training script is to show users how to create a sales order for
an “expense” item. This will only charge the customer there are no inventory
transactions to be updated.

Audience

Material Coordinators and Supply Technician Leads

Prepared By | Theresa Coulson

Creation Date: | 11/04/2004

Document Name | Create Expense Sales Orders.doc

Version | 5

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Order Management.

Page: 94 of 1264



Step Description: Sign onto Oracle and Select the OM User responsibility.
Expected Results/Action: OM User Menu displayed

Step Description: Select Order Returns, Order Organizer and click on Open

Expected Results/Action: The Find Orders screen will appear
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Step Description: Either enter a sales order number in the Order Number
field or in the Customer Number field enter the unique customer number that
is assigned to all WBS’s. Click on the Find Button

Expected Results/Action: A list of sales order for this Customer Number
will appear
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Step Description: Select a sales order and click on the Open Button

Expected Results/Action: The sales order will open with all of the customer
information
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Step Description: At the Order Information tab verify the customer name as
the customer that you are entering the new sales order. If this is not the
correct customer information select a new sales order until you have the
correct customer information, as there can be several ship to addresses for
one WBS.

Expected Results/Actions: The correct customer will be displayed

Step Description: Click on the Action Button at the bottom left of the page

Expected Results/Action: A menu will appear of Actions to choose from
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Step Description: From the list of Actions select Copy and click OK

Expected Results/Action: A Copy window will appear
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Step Description: At the Quick Copy Tab make sure the Create New Order
bubble is marked, click in the Change Order Type to Field and click on the
List of Values (LOV)

Expected Results/Actions: A list of Order Types window will appear
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Step Description: Select the appropriate Bill Only (Expense) order type and
click OK

Expected Results/Actions: You will return to the Copy window and go to
the Copy Header Tab
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Step Description: Click on the Copy Line tab and under the Include field
un-check the Lines.

Expected Results/Actions: All of the check marks will go away and become
gray
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Step Description: Click the OK on the Copy Window

Expected Results/Actions: A Process Message Window will appear
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Step Description: This window tells you the new Sales Order Number that
has been assigned to your Bill only order, write down this number. It will
tell you that the order was created successfully, and it was unable to copy
lines. This is fine; we didn’t want the lines copied. Click on the Continue
Button at the bottom left of the Process Message Window.

Expected Results/Actions: You go back to the original Order Information
Screen
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Step Description: Click on the Flashlight on the toolbar to refresh your
screen.

Expected Results: The Find Order Screen will appear
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Step Description: Click on the Clear Button at the bottom left of your
screen. Enter the new Sales Order number that was created when you
copied to the Bill Only type, click on the Find Button.

Expected Results/Actions: The order Organizer screen will appear
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Step Description: Click on the Open Button at the bottom right of the screen

Expected Results/Actions: The Sales Order will open at the Order
Information Tab

E=3 Oracte Applications  AMMS NEWTIST 107272004

38) Teday's Ordars
%iy%:r-ﬂ Folders

@-IgPublic Folders

< U O Sk Sone doc e b Document? - Merasot

Page: 107 of 1264



Step Description: Verify that this is the correct Bill Only Sales Order, verify
all of the information. Click in the Descriptive Flex Field at the bottom right
of the window, [ ].

Expected Results/Actions: Additional Header Information window will
appear

E:_; Oracte Applications  AMMS NEWTIST 107372004

Crdoe Numbar 8100216
Order Type IGSFMLL ONLY

12175 Date Ordered [08.NOV 2008 15:03:38
Customes Contact Prce Lst [Goddard Price List

Ship To Location [REYES, ANTOMIO Shlesparsen IGODDARD SPACE FLIGHT
REYES, ANTONIO R Status [Entered
BLDG:29_RM360_CODE Cutreey [USD

|GREENBELT. MD, 20777, U Subtotal

Bl To Location |[KRUS. DENMIS Yax
[ni'ﬁii{ DENNIS Charges
BLDG:29_RM:360_CODE:S T
GREENBELT, MD, 20771, 1

Contgurst

. :j%&xt SopLod e

Page: 108 of 1264



Step Description: In the Requested For field enter who the order is for. You
can also enter informatin in the WFF Workorder field and the Order Creator
field. Click OK

Expected Results: Name will change in Order Creator, window will close
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Step Description: Click on the Line Items Tab

Expected Results: Order Line Item Information will appear
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Step Description: Close the Availabilities Window

Expected Results/Actions: The Availabilities window will go away
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Step Description: In the Ordered Item Field enter the Item Number (stock
number), tab to the Qty field, for Expense order we enter the cost as the qty,
so if the cost is $10.11 the gty will be entered as 10.11, tab to the Unit
Selling Price, this field will be 1.00.

Expected Results: All of the fields will have data
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Step Description: Use the Scroll bar at the bottom of the window and go all
the way to the end of the Main Tab until you see [ ]. This is a Descriptive
Flex Field (DFF), click in that gray blank field

Expected Results/Actions: The Additional Line Attribute Information
window will appear

53 Oracte Applications - AMMS NEWTIST 107272004

“Ordet Totsd

Man  Pricieg  Stgping Addesaes  Returr | Cthen
me  Owdaredfem || Order Source Referance  Order Surce Lne Feforanca  Tas Codu
Jra |ewsssroo F

[TTTTTTE

|
| {5

Lire Total 10.11 Une Oty [90.11 Serece Tetal |

Descrgton [SNAP.ON TOOLS

ol sk Sope doe e

Page: 113 of 1264



Step Description: Select the Object Class field and click in there. Enter the
correct Object Class. The first 2 numbers of the Iltem Number determine the
Object Class. If you are unsure of what the Object Class is please ask
Theresa Coulson or Kathy Schultz. Once you enter the object class click the
OK Button

Expected Results/Actions: You will go back to the Line Items window at
the Pricing Tab
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Step Description: Click on the Other tab, scroll to the right until you see the
Customer Job field. This is a free form field, enter the Project Name and the
PO number

Expected Results: Field will be populated
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Step Description: Once you verify that all of the information is correct Save
your work. DO NOT BOOK THE ORDER

Expected Results/Actions: A Note will appear telling you Transactions
Saved and Applied
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Step Description: The Order Status will remain Entered, until Accounting
notifies you that the invoice is received.

Expected Results: Order status will be Entered.
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Step Description: When Accounting gets the invoice for the item you can
make changes to the “cost”, then you MUST change the Date Ordered, to do
this click in the Date Ordered field and either enter that days date or click on
the LOV and select the date from the calendar. Book the order. If in the
case of Furniture, where we are invoiced several times for the items and
installation, you change the cost Book the order, then enter another Expense
Sales Order for the cost difference.

Expected Results: Date Ordered will change and Order Status will change
to Booked
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Step Description: Order is now complete.
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AMMS TRAINING SCRIPT
Processing a “Walk Thru”

Purpose

The purpose of this training script is to provide instructions to process a
customers order that is Urgent

Audience

Material Coordinators and Supply Technician Leads

Prepared By | Theresa Coulson

Creation Date: | 04/07/2005

Document Name | EEE Urgent Order Process.doc

Version | 2

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Order Management.
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Step Description: Sign onto Oracle and select the IM Inventory AMMS Responsibility

Expected Results/Actions: The IM Inventory Main Menu will appear

Step Description: Select On Hand Availability > On Hand Quantities, and select the
appropriate Organization (GSF or WFF)

Expected Results: The Query Material form will appear
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Step Description: Enter the Item Number (stock number ) in the Item / Revision field and
click on the Find Button.

Expected Results/Actions: The field is populated and the Material Workbench form
opens
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Step Description: Click on the Availability Button at the bottom right of the screen

Expected Results: The Availability Window will appear

f-;,- Oracle Applications  AMMS NEWTIST 107372004

LS

AN Peracesl Shoncus
| e

By Public Shodcuts

2 v shopwg e B Frocesseg o Wek T

Page: 123 of 1264



Step Description: Look at the Availability Window this will tell you how many you have
On Hand, Available to Reserve, and Available to Transact.

Expected Results/Actions: You are verifying that the gty that is needed by the customer
is available
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If you have gty available you can continue and process the Walk Thu.

Step Description: Close all windows and change responsibilities to AMMS Order Entry

Expected Results/Actions: The AMMS Order Entry main menu will appear
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Step Description: From the AMMS Order Entry main menu select Orders and click on
the Open button

Expected Results/Actions: The AMMS Order Entry Screen will appear

23 Oracte Applications - AMMS NEWTIST 107272004
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Step Description: Enter the customer WBS/JON information, follow all steps for
entering the customers order and save the transactions.
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Expected Results/Actions: You will receive an OE Save Alert with your Order Number,
write this order number on the walk thru paperwork, you will needed if for future
reference.
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Once you have saved the order contact Theresa Coulson, Order Import
needs to be run, and NO ONE other than a system person should run
this job. Theresa Coulson will run Order Import and tell you when it
has completed.
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Step Description: Once Order Import has completed change responsibilities to EEE OM
User AMMS, this is the responsibility to use ONLY when processing a Urgent Order for
Project Parts

Expected Results/Actions: The OM User AMMS main menu will appear
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Step Description: Open up Order Returns > Order Organizer
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Expected Results/Actions: The Find Orders screen will appear
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Step Description: In the Customer PO field enter the Order Number that you received
when you saved entering the customers order, click on the Find button.

Expected Results/Actions: The Order Organizer screen will appear
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Step Description: Write Down the Order Number you will need this for future
transactions. Click on the Lines Tab at the bottom of the screen and see if the order
status is Awaiting Shipping, this means that the order is ready to be pick released.

Expected Results/Actions: You will see a screen with the order number, the item number
the item status, and the qty. This tells you that your order is ready for pick release.

IF THE STATUS IS ANYTHING OTHER THAN AWAITING SHIPPING, CONTACT
THERESA COULSON ASAP!
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Close all forms and return to the EEE OM User AMMS main menu.
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Step Description: From the EEE OM User AMMMS main menu, select Shipping > Pick
Release.

Expected Results/Actions: The Release Sales Order for Picking screen will appear.
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Step Description: In the Based on Rules field click on the List of Values (LOV) and
select the appropriate release (GSFC for Goddard and WFF for Wallops), click on and
the field will be populated

Expected Results/Actions: Document Set field and Based on Rules fields are populated.
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Step Description: Go to the Order Number field and enter the Sales Order Number,
THIS MUST BE ENTERED BEFORE CONTINUEING ON. Once the Sales Order
Number is entered click on the Concurrent button

Expected Results/Actions: The field is populated, you get a Batch number and a NOTE
with the Concurrent Request ID information
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Click OK to the NOTE. You have completed the pick release process. You will now
need to make sure the concurrent job processes to print the pick slip on the printer in the
Fastener room.
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Step Description: From the Oracle Tool Bar select View and then select Requests.

Expected Results: The Find Request window will open

53 Oracte Applications - AMMS NEWTIST 107272004
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Step Description: Click FIND to see all requests that you have submitted.

Expected Results/Actions: The Request screen will appear
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Step Description: You are looking for 2 concurrent jobs to complete, Pick Selection List
Generation and AMMS Pick Slip Report. The Pick Selection List Generation will
complete first then the AMMS Pick Slip Report will run.

Expected Results/Actions: All jobs will say Completed Normal
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Step Description: Once the AMMS Pick Slip Report has completed click on the View
Output button to see the output from the report. This will let you see if a pick slip
generated.

Expected Results/Actions: The AMMS Pick Slip Report will appear
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If for some reason there is NO DATA found contact your Lead to trouble shoot the
process. If needed contact Theresa Coulson also.

If all is well. Contact the Fastener warehousemen and advise of order to be pulled from

locator.

Process is Complete.
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Notes:

Walk Thru can be processed for partial qty’s, just follow the same directions, the order
will only pick release for the qty that is available. The remaining gty will go on
backorder, alert the appropriate Supply Team of the backorder so that they can get
material procured.
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AMMS TRAINING SCRIPT
Expense Sales Order Credit Only

Purpose

The purpose of this training script is to show users though giving credit for an
expense only sales order.

Audience

Buyers

Prepared By | Theresa Coulson

Creation Date: | 05/24 /2005

Document Name | Expense Sales Order Credit.doc

Version | 2

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Order Management.
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Step Description: Sign onto Oracle and select the OM User responsibility

Expected Results: OM User main menu will appear
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Step Description: From the OM User main menu select Orders, Returns > Order
Organizer click on the Open button

Expected Results: Find Order Screen will appear
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Step Description: Enter the original sales order that credit is needed against in the Order
Number field click on the Find button

Expected Results: Order Organizer window will appear
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Step Description: Click on the Open button

Expected Results: Sales Order information window will appear
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Step Description: Verify that all of the customer information is correct, click on the Line
Items Tab

Expected Results: Window view will change
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Step Description: Close the Availability window

Expected Results: Window will go away
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Step Description: Select the line that you want to give credit to, this click on the Action
Button at the bottom left of the screen

Expected Results: Actions window will appear
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Step Description: From the Actions window select Copy, click Ok

Expected Results: Copy window will appear
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Step Description: In the Copy window at the Quick Copy tab select Create New Order,
then click in the field and click on the LOV and select GSF RMA CREDIT ONLY. Then
in the Get Order Level Information from field, enter the original sales order number, this
MUST be done, or credit will not process through. Go to the Copy Lines tab.

Expected Results: Quick Copy tab will have information, and window view will change
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Step Description: In the Return Reason field click on the LOV and select the best reason
that applies to the return.

Expected Results: Field will be populated

25 Oracte Applications - AMMS NEWTIST as of /31/0%

Order Totsd

Man | Prceg  Shgping Addesses  Rstum | Cthen

Lee |Odaredtem | Oty |UOM | Unt Selleg Price RaquastDate  Schadule Shig Date | €
| LRI [ea | 96645 05 FEB 2005 10:52:32 07 FED 2005 23:59:59 | (1~

>3

Change Lew Type To Retum Reason
{7 GSF Line Type Accounts Racelvables Billly

Inchode Action
I Dotault Measing Adtrbutes
= D rpfis Fip
I Exfis Crevits
¥ Aiachments

IRty Commnl k= Lirres

Page: 149 of 1264



Step Description: Still in the Copy window click on the OK button

Expected Results: Process Message window will appear
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Step Description: Write down the new GSF RMA Credit Only order number for your
records, then click on the continue button

Expected Results: Process Message window will go away
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Step Description: From the Tool bar use the flashlight to refresh your screen

Expected Results: Find Orders window will appear
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Step Description: In the Order Number field enter the new GSF RMA Credit Only order
number and click on the Find button

Expected Results: Order Organizer window will appear
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Step Description: Click on the Open Button

Expected Results: Sales Order window will appear
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Step Description: Verify all of the information, click on the Line Items tab

Expected Results: Window view will change
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Step Description: You will now see the line information, and notice that the gty is a light
purple color this indicated that this is a credit. Use the scroll bar and move all the way to
the end of the Main tab until you see a field with [ ] click in this field.

Expected Results: Additional Line Attribute Information window will appear

Order Totsd

Man | Piceg  Svgping Addesses  Reurm | Cthens
re  (Oddaedfem Gty |UOM | Unt Selieg Price Request Dt Schedule Ship Date | €

R 3 10 00 700 SR EA 96545 24 MAY 2005 10:00:40

i
L Total 966.45.  LneOty |4
Deserigton [SEABROOK AUTO BODY

T Mrsett Eccsl - A -} Sl Soge e - e

Page: 156 of 1264



Step Description: In the Object Class field enter the appropriate Object Class for the
item, see attached list, click OK

Expected Results: Field will be populated and window will close
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Step Description: At the Pricing Tab, scroll to the Calculate Price Field, change this field
to Freeze Price, Save your work

Expected Results: Field view will change, Transactions Saved and Applied message
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Step Description: Go back to the Main tab and verify the cost that you are giving credit
for, you can only credit the amount that was originally charged. If the credit price is
different click in the Unit Selling Price field and change the cost. Save your work

Expected Results: Transactions Saved and Applied message
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Step Description: Click on the Book Order button at the bottom right of the window

Expected Results: Note window will appear
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 [Otdaredfem |Gty | \UOM | Unit Sellng Price Raquest Date  Schadule Shig Date |
1919.00 40000 | EA L/~ 24 MAY200% 1000:10

i
L Total 966.45.  LneQiy |4
Deserigton [SEABROOK AUTO BODY
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Step Description: Click OK to the Note

Expected Results: Return to the Sales Order information window, status now Booked

{53 Oracte Applications - AMMS NEWTIST as of 3/31/0%

Order Totsd

Man  Pickg  Stpping Addesses  Retum  Cthers
Lee Ovarsdtem |0ty - Jvom || Unt Selleg Price RaquestDate  (Schedule Ship Date |
Ju1 w00 lea | TTEE 24 MAY 2005 10:00:40 [

4

I
; .I.
|

Le Tetl | 96645, LneQty A
Descrigton  SEABROOK AUTO BODY
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Step Description: Order now Booked

E;'; Oracle Applications  AMMS NIWTIST as of 3731/0%

COrder Number 090013

Order Type ‘GSF RMA CREDIT OMLY

Date Omnd 240 MAY 2005 10:00:43

Customes Contact Godilard Price List
Ship To Locstion |Swanz, Renee s.m m
Swartz, Renee i Status ked

BLDG-16 s 15 Co0E2 Cansecy. (VS0

Bil To Location [Swalu Renee Tax i

!Swam. Renee Charges

{BLDG:1G_RM:S15_CODE:2
[Graenbele. MD, 20771, US

Coytagurstoy

Notes: You can only give credit to an order that is closed. You can only credit up to
the original amount charged, and original gty charged.
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AMMS TRAINING SCRIPT

Review Oracle Sales Orders

Purpose

The purpose of this training script is to show how to look up status on Oracle
sales orders.

Audience

Material Coordinators and Supply Technicians

Prepared By | Theresa Coulson

Creation Date: | 01/05/2004

Document Name | Inquiry on Oracle Sales Orders.doc

Version | 2

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Order Management.
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Step Description: Sign onto Oracle and select the OM User AMMS responsibility

Expected Results: The OM User AMMS main menu will appear

pes Orache Applications  AMMS NIWTIST 1271944

Top Ten Ust

ANMS Ordet form 1. Release Sales Orders
+ Shipping 2. Shipping Transactions Form
e Customerns ’
+ Price Lism
+ Repons

Tramsact Move Orders
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Step Description: Select Order Returns > Order Organizer and click on the Open button.

Expected Results: The Find Orders window will appear

pes Orache Applications  AMMS NIWTIST 1271944

Window e

Functiors | Documants
Oudars, Retuns:Otder Organizor
Oudos Organizet

- Orders, Retwims Top Ten List
1. Release Sales Orders
Sales Onders 2. Shipping Transactions Form
* bmport Orders
AMNS Grdet form :]
+ Shipping
+ Customers
+ Price Lists
+ Reports
Tramsact Meve Orders

-
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Step Description: If you know the sales order number enter that in the Order Number
field. If you know the Customer PO number enter that in the Customer PO field. If you
only know the stock number click on the Line Information tab and enter the stock number
in the Internal Item field. Click on the Find button.

Expected Results: The Order Organizer window will appear.

E=3 Oracte Applications  AMMS NIWTIST 1271944

\fomal fam (7530 01924 5650 =

sto|
Dol
Imecice To

Shipping Mathod |
Request Date {
Promise Data |

- Sehadule Amval Date |
Scheculs Ship Date |
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Step Description: Select the order number that you want to look at and click on the Open
Order button

Expected Results: The Sales Order window will appear

55 Oracte Applications - AMMS NEWTIST 12/19/4

File B0k Yew Fokdr Toole Window ey

TS s

3 Teday's Ordars
Sz -
e~ Ovdctuner Gt Mams S
-4 IC Folders
| by ISITRANSZIOFCHOOBOTES Booked
{33223 [SIUTILSYSWEC100807E! Booked
pun [STENERGYWFC1008075/ Bookel
{3202 [SHTINS237FC100807ESA Baoked

133206 (5120005116301 53-12FC Booked
{319 51200051.103.01.53.12F C Booked
) 5120005110301 5312FC Bosked
{921 (51910351 621 85.01F C100 Clased
|36
132506

[51200051-192.0153.12FC Booked
[S1EBOOS IR 61547 40680 Baoked

o 123 sy on Ovacle S
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Step Description: The Sales Order window tell you who placed the order what the order
type is what the status of the order is. To view specific line items on the order click on
the Line Items tab.

Expected Results: You will be at the Line Items window with the Availability window
open

E; Oracle Applications  AMMS NIWTIST 12719/

fﬂl A Al e X I

Ordor Numbar (33225

Order Type |0T0 GSF Ordes

Date Ordered 03 JAN-2005 14:95:16

Customes Contact Prce Lst [Goddard Price Lint

Ship To Loestion |BIGBEE, SUE Shleaperaen | GODDARD SPACE FLIGHT
|BIGBEE, SUE i Statss [Beoked
|awr. 15_RM:S15_CODERZ Cutreey [USD

Subtetal

Tax
Fmast SUE Charges
BLDG:16_RM:S15_CODE:2 Totst
GREERBELT, MD, 20777, 1

Coytagurst

R 120w
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Step Description: Close the Availabilities window

Expected Results: You will be at the Line Items tab

5;;- Oracle Applications  AMMS NIWTIST 1271944

Order Totsd 1563

T
R —

7510.00.551.98 1

Warshouss |
Regquest Dats Oty |
‘On Hand Oty |
Crny Reserabie
Request Date
Availakla Date |
Enor Messags
Substzute tam

e ne G ot
PADWRITING PAPER

Ak onGae e
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Step Description: Use the scroll bar and you will see detailed information about each
line. You will see the quantity, unit of measure, price and status. Lines with a status of
Awaiting Receipt have a purchase requisition associated.

Expected Results: You will see all available information

Order Totsd

e (Ondaredtem Gty UM | Uit Selieg Price Request Date  Schedule Shig Date | €
| IR oz 14.08 (03JAN.2065 140705 (03 JAN 2005 149705 1 =
22 [7s1e00551.98[1 RO 1.5 [03 JAN.2005 14:07:05 103 JAN 2005 140705 (£

|
|
|
i
|
I

e e
W08 Lnecty [ Serece Tetal | 0.00

PADWRITING PAPER

® . 12am
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Step Description: For items with status of Awaiting Receipt to see the associated
purchasing information click on the Actions button at the bottom left of the screen.

Expected Results: A list of Action will appear
25 Oracte Applications - AMMS MEWTIST 12/19/4

“Ordet Totsd

Man | Piceg  Sugping Addesses Rsture | Cthens

lme  (Ondaredem |Gty |UOM | Unit Sellig Price) Request Ot | Schedule Shig Date | €
W - oz 14.08 (03 JAN.2005 1407:05 (03 JAN 2005 140705 [ =
Y] 7510.00.551.98 |1 RO 155 (03 JAN 2005 14:07:05 (03 JAN2005 14:07:05 [

| ]

|
[
!
!
I

o 123 sy on Ovacle S
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Step Description: Select Additional Line Information from the list and click OK

Expected Results: The Additional Lines Information window will appear

5;;- Oracle Applications  AMMS NIWTIST 1271944

Order Totsd

Man | Prdeg  Shgping Addesses  Ratur  Cthers

Lee  (Overestem [Oty  [UOM | Unit Selleng Price Raquast Daew
| R0 o1 124 56
21 751000551981

Go ToLine

AppN AU ARSCHIMETES
Appl Holds

Canesl

Charges

Copy

Eupply To Order Warkbench
NoMieaton

Prce Line

Price Ordee

Calculate Tat

Progress Order
PromotonPricng Aanbulss
Hal SRS
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Step Description: Click on the Dropship tab

Expected Results: The Dropship tab will appear

53 Oracte Applications - AMMS NEWTIST 1271944
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Step Description: The Dropship tab will give you multiple information. In the

Document Type it will tell you if it is a Purchasing Requisition, a Purchase Order, or a
Blanket Release.

F53 Oracte Applications - AMMS NEWTIST 12/19/4

Docurnees Type Release
| Musnibes Res | Line  Supgier
[ Puschase Roqi 31748 | v joies Dopor in
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Step Description: The Number field will tell you the Purchasing Requisition number, the
Purchase Order Number or the BPA Number.

F53 Oracte Applications - AMMS NEWTIST 12/19/4

Release
| Musbes | tine _ Suppier
[ Puschase Roqi 31748 | v joies Dopor in
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Step Description: If the type is BPA you will see the Release number. You will also see
the Supplier, the status of the PO and who the Buyer is.

E; Oracte Applications  AMMS NIWTIST 1219/

My

T 5 TONPY NI RIS SN SO NN

Docunes Typs Release
| Muvber  Res | Ling  Suppler
J Puichase Rog 31748 [t Oftles Dapor (i
[ =

|
|
|
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Notes:
Here are the statuses that you may see of sales order lines and there meanings:

Awaiting Shipping- there is stock in the warehouse and the item will be picked and
shipped

Awaiting Receipt- this is a DTO order and there is a purchasing requisition or purchase
order associated

Picked: Pick slip has generated in the warehouse for material to be pulled

Partial Pick: Pick slip for partial gty has generated in the warehouse for material to be
pulled

Cancelled: Sales Order line has been cancelled

Closed: Sales order line has been closed, material shipped to customer
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AMMS TRAINING SCRIPT
Processing a “Walk Thru”

Purpose

The purpose of this training script is to provide instruction to process a customer
who wants to “walk thru” material to take with them

Audience

Material Coordinators and Supply Technician Leads

Prepared By | Theresa Coulson

Creation Date: | 11/15/2004

Document Name | Processing a Walk Thru.doc

Version | 2

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Order Management.

Page: 178 of 1264



Step Description: Sign onto Oracle and select the IM Inventory Responsibility

Expected Results/Actions: The IM Inventory Main Menu will appear

Step Description: Select On Hand Availability > On Hand Quantities, and select the
appropriate Organization (GSF or WFF)

Expected Results: The Query Material form will appear

E;; Oracle Applications  AMMS NEWTIST 107372004

Functiors | Documants.
Ouband, Avaitabiling:Oun hand Guansities
View lom Ondiaal Ouantises

+ Tramsactions Top Ten List
_ Onhand. Avadlabl

Multi.org Guanrities
Mom Supply Demand :J
Reservations
View Reservations
Lots

+ Hems

+ Costs

+ Counting

+ Planning

+ ABC Codes

+ Roporns

Change Organization

.-

< e Shiggog Ohaege
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Step Description: Enter the Item Number (stock number ) in the Item / Revision field and
click on the Find Button.

Expected Results/Actions: The field is populated and the Material Workbench form
opens.

Born | Rewaion (75300083 4436

Description |

Coat Geoup |

D0 shoowa Chwge.. [T} Frockming & Wk 111/

You are checking to make sure that there is stock on hand before processing the Walk
Thru.
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Step Description: Click on the Availability Button at the bottom right of the screen

Expected Results: The Availability Window will appear.

Iracte Applications  AMMS NEWTIST 107372004

-

S IgPeracesl Shoncuts
| PP
B Public Shorcuts

) o shopwg Chiwge 3 Frocesseg o Wek T
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Step Description: Look at the Availability Window this will tell you how many you have
On Hand, Available to Reserve, and Available to Transact.

Expected Results/Actions: You are verifying that the qty that is needed by the customer
is available.

£53 Oracte Applications - AMMS NEWTIST 10/2/2004

oo [jae[juom |iox
(753000 8344 BX (56

A0 sheowg Chage.. [T} Fiockeing & Wk 11|

If you have gty available you can continue and process the Walk Thu.

Step Description: Close all windows and change responsibilities to AMMS Order Entry

Expected Results/Actions: The AMMS Order Entry main menu will appear.
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Step Description: From the AMMS Order Entry main menu select Orders and click on
the Open button

Expected Results/Actions: The AMMS Order Entry Screen will appear.

r,; Oracle Applications  AMMS NEWTIST 107372004

View Osdars

=

-
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Step Description: Enter the customer WBS/JON information, follow all steps for
entering the customers order and save the transactions.

Expected Results/Actions: You will receive an OE Save Alert with your Order Number,
write this order number on the walk thru paperwork, you will needed if for future
reference.

=)
B G VSE f IR LTI G2
SILOGES) FC10880) SAEXZIO 1008
Cusomen
MARY
NEADOUARTERS
0c
Sembetbuse.
oK
1 R e

Once you have saved the order contact Theresa Coulson, Order Import
needs to be run, and NO ONE other than a system person should run
this job. Theresa Coulson will run Order Import and tell you when it
has completed.
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Step Description: Once Order Import has completed change responsibilities to IM Order
Mgmt- AMMS, this is the responsibility to use ONLY when processing a walk thru.

Expected Results/Actions: The IM Order Mgmt-AMMS main menu will appear.

Enter AMWS Orders -
| Ocdens | Rasponaidity

View Osdars ANMS Order Entry
ANMS Payables Anayat
AR Superyssc - ANNS
EEE OM Usar - ANNS
IN Fweniory - ANMS

IN Purchasing - AMMSE

Irmvenmory Gagssnusss - ANNS
CM Ugar - ANNE
Ordee Mirsagument Super User
Payatles Manager
Purchasing - ANMS
Purchasing Bups
Purchasing Supes Uses
Sysem Adminkstrator

"l +Commene AMNG

2 18 Sheowg Chwge [ A Frocentrg o Wk T,
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Step Description: Open up Order Returns > Order Organizer

Expected Results/Actions: The Find Orders screen will appear.

£53 Oracte Applications - AMMS NEWTIST 10/2/2004

Functirs | Documants
Ondars, Retns:Order Organizer
Oudos Organizet

- Orders, Retwins Top Ten List
1. Release Sales Orders

Sales Onlets 2. Shipping Transactions Form

* bmport Orders
AMMS Grdet form :J
+ Shipping
+ Customers
+ Price Lists -t
+ Reports
Tramsact Meve Orders

) #m shopwg Chwge 3 Frocessng o Wek T
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Step Description: In the Customer PO field enter the Order Number that you received
when you saved entering the customers order, click on the Find button.

Expected Results/Actions: The Order Organizer screen will appear

23 Oracte Applications - AMMS NEWTIST 107272004

Qiridar Nmibse Ordr Catagory |
Ordee Type | Cradit Card Number |
Created By ShpTo |
(s PO Status |
Customer Customer Number |
Sales Parson Ivors To
Retated PO Numiber Requisition Number |
Ovder Suurce Qrder Source Reference
Qrdar Dasn T

_.) BMA Shoowg Chage 3 Froces
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Step Description: Write Down the Order Number you will need this for future
transactions. Click on the Lines Tab at the bottom of the screen and see if the order
status is Awaiting Shipping, this means that the order is ready to be pick released.

Expected Results/Actions: You will see a screen with the order number, the item number
the item status, and the qty. This tells you that your walk thru order is ready for pick
release.

IF THE STATUS IS ANYTHING OTHER THAN AWAITING SHIPPING, CONTACT
THERESA COULSON ASAP!

53 Oracte Applications - AMMS NEWTIST 10/272004

File B0t vew Folkse Toole Window M

35) Teday's Ordars

T4 Parsoral Fokders
@-IgPublic Folders

D shopwg Chwge.. (1) Piockmieg & Wak 111,

Close all forms and return to the IM Order Mgmt-AMMS main menu.
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Step Description: From the IM Order Mgmt-AMMS main menu, select Shipping > Pick
Release.

Expected Results/Actions: The Release Sales Order for Picking screen will appear.

£53 Oracte Applications - AMMS NEWTIST 10/2/2004

- Orders, Retwms ® Top Ten List

Order Organdzer 1. Release Sales Ouders

Sales Onlers 2. Shipping Transactions Form

Import Ordars
Oudlon dinpoat Request :J
Cotrections
Ordes Import Statistics

AMNS Order form
- Shippin

-l

Shipplng Tramsactions
Heports and Decuments
+ Customers
+ Price Liss
+ Repors

A0 sheowg Chage.. [T} Fiockeing & Wk 11|
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Step Description: In the Based on Rules field click on the List of Values (LOV) and
select the appropriate release (GSFC for Goddard and WFF for Wallops), click on and
the field will be populated

Expected Results/Actions: Document Set field and Based on Rules fields are populated.

23 Oracte Applications - AMMS NEWTIST 107272004

Resigusls Rexase
WFF Releasae
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Step Description: Go to the Order Number field and enter the Sales Order Number, THIS
MUST BE ENTERED BEFORE CONTINUEING ON. Once the Sales Order Number is
entered click on the Concurrent button

Expected Results/Actions: The field is populated, you get a Batch number and a NOTE
with the Concurrent Request ID information.

5:';; Oracle Applications  AMMS NEWTIST 107372004

ORI Pick Slip ] |
ST GSEC Reloase

Relnase Criterin

Ordes AR .
Ordes Type  GSF Stock Order |
St Sat
fing
Customse S1LOG2ITFCIONGNT SA

- Schadulad Ship Dates
From |
To

Click OK to the NOTE. You have completed the Walk Thru process. You will now
need to make sure the concurrent job processes to print the pick slip on the printer in the
upperwarehouse.
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Step Description: From the Oracle Tool Bar select View and then select Requests.

Expected Results: The Find Request window will open

53 Oracte Applications - AMMS NEWTIST 107272004

Aattramta

STyl

e ]
Customie [NILOGITFCI0EDTSA

Schadidod Ship Dates

From
To

2 v shopwg e 3
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Step Description: Click FIND to see all requests that you have submitted.

Expected Results/Actions: The Request screen will appear.

BRYO T L0GW ENT R T8 L wl?
Hequest 1D -
[ Suent b New Request. Clear Find
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Step Description: You are looking for 2 concurrent jobs to complete, Pick Selection List
Generation and AMMS Pick Slip Report. The Pick Selection List Generation will
complete first then the AMMS Pick Slip Report will run.

Expected Results/Actions: All jobs will say Completed Normal

F_;- Oracle Applications  AMMS NEWTIST 107372004

pus.ua.-uncuu
Ordar Iompor Child Ruqt 1819782 [Comploted
2 |Oudes mport |
! ]uommownduquu]

D una choowg Chwge.. [ Frockaing & Wak 1,
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Step Description: Once the AMMS Pick Slip Report has completed click on the View
Output button to see the output from the report. This will let you see if a pick slip
generated.

Expected Results/Actions: The AMMS Pick Slip Report will appear.

E=3 Oracte Applications  AMMS NEWTIST 107372004

Fom Size _

ANMS PICK 3LIP

BELL, EARY Vork Order Number:
ELDG:HQ RM:5E1S_CODE: P2 Fiock Slipt 5
EEADQUARTERS Pick Batch: 3
FASHINGTON, DC 20546 Cust FP.0 Nusber: 1
G
1

Varehouse:
Order Dacep
Order Nusber:--3

Hanufeoturer
Dezoription

Staging FPAPER, COPYING, XEXRO GEORGIA-PACIFIC CORPORATION
XTROX
XEROX
UNION CARFP CORPORATION
FRANK PARSCHS PAPER
FRANK PARSONS PAPER

3 8 Shogwg Chage 3 Frocessng o Wek T

If for some reason there is NO DATA found contact your Lead to trouble shoot the
process. If needed contact Theresa Coulson also.

If all is well. Send the customer to the upperwarehouse for pick up of material. You
should alert the upperwarehouse of the customer coming up to make sure the customer
received quick service.

Process is Complete.
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Notes:

Walk Thru can be processed for partial qty’s, just follow the same directions, the order
will only pick release for the qty that is available. The remaining gty will go on
backorder, alert the appropriate Supply Team of the backorder so that they can get
material procured.
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AMMS TRAINING SCRIPT

Query on Price List

Purpose

The purpose of this training script is to will provide instruction on how to query
on the Price List to see if an item already exists on the Price List

Audience

Material Coordinators and Supply Technician Leads

Prepared By | Theresa Coulson

Creation Date: | 11/17/2004

Document Name | Query on Price List.doc

Version | 2

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Order Management.
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Step Description: Sign onto Oracle and Select OM User responsibility.

Expected Results/Actions: The OM User main menu will appear.

pes Oracte Applications  AMMS NEWTIST 10772004

Top Ten Ust

ANMS Ordet form 1. Release Sales Orders
+ Shipping 2. Shipping Transactions Form
e Customerns ’
+ Price Lism
+ Repons

Tramsact Move Orders
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Step Description: Select from the main menu Price Lists > Price Lists and click on the
Open button.

Expected Results/Actions: A blank Price List will appear.

53 Oracte Applications - AMMS NEWTIST 107272004

Pricw ListePrice Ul

Prica Lists

+ Orders, Retuins Top Ten List L
ANMS Order form 1. Release Sales Orders

+ Shipping 2. Shipping Transactions Form
+ Customens

e -

+ Repons -
Tramsact Meve Orders !
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Step Description: Query up the existing Price Lists, on your keyboard press the F11
button.

Expected Results/Actions: This will send the Price List screen into a query mode and
turn all fields blue.

55 Oracte Applications - AMMS NEWTIST 107272004

hame B hobide Downlona

Desotit e

List Lines

| Product Atibute. | Product Value | Praduet Dascigtion
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Step Description: End the query by holding down the Ctrl button and pressing the F11
button again.

Expected Results/Actions: The Goddard Price List will appear

25 Oracte Applications - AMMS NEWTIST 107272004

Window e

BP0 O VW€D,

Prics Lim

B Aobide Downlona

Frm vRrs

List Lines

Product Adtibute | Poduct Valve | Produet Dascaption
[Ivem Number 5133008485701 ORILL TWAST
[Imerm Nusniboe HMODIBE IS FORM, PRINTED
[1rem Numbes {710.00.6931039  ELBOW PIPE

[Iswis Nustnibas SM000 GIT063T  (TERMINAL LUG
verm Numibes [SPLICE CONDUCTOR

L SRR NPT
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Step Description: At the bottom of the Goddard Price List screen place your cursor in the
Product Value field, and again send the Goddard Price List into a query mode by
pressing down the F11 button

Expected Results/Actions: All of the items will disappear from the List Lines tab

Pries Lim

B idobide Downlona

Product Contoxt | Product Atrbute
1
i
it
&5'
1]

o

[|Product Value

YOU MUST CLICK IN THE PRODUCT VALUE FIELD BEFORE
YOU START YOUR QUERY.
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Step Description: In the Product Value field enter the item number (stock number)

Expected Results/Actions: Field will be populated

f;;- Oracle Applications  AMMS NEWTIST 107372004

File B v » WiIndow ey

,;3 R

Pries Lim
U Gaddard Price List W iobide Downlona
RN Gaddarnd Price List
Cunwcy m
—_—

Fromre Tonm _
=

Product Contoxt | Product Attibute | Product Value

753001124 5660

Page: 203 of 1264



Step Description: End the query again by holding down the Ctrl button and pressing the
F11 button

Step Description: If the item exists already on the price list the information will be
populated

Pries Lim
[T Geddard Price List W iobide Downlooa
WEDEEE Gaddard Price List

Fromre Tonm

Lomrmsal

List Lines

3

Product Contixt Product Atibute | Product Value | Produet Dascaption

Irers Number TSI000.NE3AL6  PAPER. COPYING, XERO

R0 109 AN
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Step Description: End the query by holding down the Ctrl button and pressing the F11
button

Expected Results/Actions: NO DATA is returned, and you receive a message at the
bottom of the screen Query caused no records to be retrieved. This means the item is
NOT on the Price List and can be added.

r—:’; Oracte Applications  AMMS NEWTIST 10772004

,4 S

Prics Lim

U Gaddard Price List B tiobde Downlong

Product Context  Product Attdbute | Product Value
[ I - 7530011245640
I

|

W

Process completed.

Notes: To add items that are not on the Price List, see AMMS Training Script, Adding
Items to Price Lists.
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AMMS TRAINING SCRIPT

Requested For Field
Copy Order

Purpose

The purpose of this training script is to sho how to copy an order

Audience

Namel, name2, name3

Prepared By | Theresa Coulson

Creation Date: | 12/3/2007

Document Name | Requested For Field Copy Order.doc

Version | 2

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Order Management.
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5156404 11672.05.11.02 o) COrdor Number 990029
Order Type |EEE BILL ONLY

58760 Date Ordered 129 AUG 2007 15:22:06
Price Ust  [Goddard Price Lint

SANDERS, LAKITA Shlesparscn IGODOARD SPACE FLIGHT
SANDERS, LAKITA Status m

BLDGAGW_RM:EEE FACIL Curreecy (USD

|GREENBELT. MD, 20771, U Subtetal | 7110
|SANDERS, LAKITA Tox |
Chargez |
[BLDG-16W_RM:EEE FACIL Toest |
GREENBELT, MD, 20777, 1 u ﬁ

Contgurst

This is the Copy From order. Click on the little [ ] field at the bottom right of the window
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£23 Oracte Applications  AMMS Production

THANMNS Addisional Ino

Ruquested F

The bottom line needs the Requested For
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£23 Oracte Applications  AMMS Production

S LTS YBIG?

ARIL o nry

THANMNS Addisional Ino

The Requested for field with data entered.

Click the OK at the bottom of the Additional Header Information Window
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ANMS Production

L8P

¥

€ O AT Y%

Standad

Contgurst

Save your order

You can now start your Copy process.
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AMMS PURCHASING
TRAINING SCRIPTS
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AMMS TRAINING SCRIPT

Project Parts Create an Attachment to
a Purchase Order

Purpose

The purpose of this training script is to show Buyers how to create an attachment to a
Purchase Order. Attachments are added after any change to a purchase order.

Audience

Buyers

Prepared By | Theresa Coulson

Creation Date: | 04/26/2005

Document Name | Adding Attachment to PO.doc

Version | 4

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Purchasing.
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Step Description: Sign onto Oracle and select Purchasing AMMS
responsibility

Expected Results: Purchasing AMMS main menu will appear

25 Oracte Applications - AMMS NEWTIST as of /31/0%

Notification Workbench

Notfications
Supplier ltem Catalog
Hem Search
+ Requisitiens
+ Purchase Ovdars
AuteCraate
+ REQ's and Ouotations
+ Repons
Chonge Qrganizatiens

Ll
=
b
F
=
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Step Description: From the Purchasing AMMS main menu select Purchase
Order > Purchase Order Summary click Open

Expected Results: The Find Purchase Order window will appear

53 Oracte Applications - AMMS NEWTIST as of 3/31/0%
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Step Description: Enter the PO number you want to create the attachment
for, click on the Find button

Expected Results: Purchase Orders Header window will appear

L PO QW 8 T AT SETT?
o
Narmiber Retease  |Rev |Dssonption Type Global Ownng Org
)4 {Standand P C
"
Lines New Ralsase ey PO Qpen
Clany Neow Relowss (H) Naw PO Find ()
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Step Description: Click on the Open Button to Open the Purchase Order

Expected Results: Purchase Order Summary to Purchase Order window will
appear

L PO QW 8 T AT SETT?
o
Narmiber Retease  |Rev |Dssonption Type Global Ownng Org
)4 {Standand P C
"
Lines New Ralsase ey PO Qpen
Clany Neow Relowss (H) Naw PO Find ()
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NOTE: TO PUT ATTACHMENT AT THE HEADER LEVEL CLICK IN A
FIELD AT THE TOP OF THE FORM. TO PUT AN ATTACHMENT AT
THE LINE LEVEL CLICK ON A LINE ON THE PURCHASE ORDER.

Step Description: From the Tool Bar select the icon that looks like a Paper
clip

Expected Results: Attachments window will appear

Dascription
[7530.00 6911258 : REFILL,TELEPHONE [Pack,
10830.00.G97.0043 | 12026830 |GAS HYDROGEN NIT|Cylin1
16630 00 695 0190 ! GAS ARGON Cyfin
0630006940232 | GAS NITROGEN  |cyfin{3
1683000692 0406 I GAS HELIUM Cybin
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Step Description: If you are using an Attachment format click on the
Document Catalog button at the bottom right of the window

Expected Results: Document Catalog window will appear

Oracte Appiications  AMMS NIWTIST as of 04/119/2006

Page: 218 of 1264



Step Description: At the Document Catalog window, in the Description
field enter part of the attachment name, example % TENN%, click on the
Find button

Expected Results: Attachment will appear at bottom of window

TR TR e i

TENNY
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Step Description: Select the attachment, by clicking in the field, then click
on the Attach 1 button

Expected Results: Attachment will be added to PO

25 Oracte Applications - AMMS NEWTIST as of 0471172006
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Step Description: To add multiple attachments to a PO click in the next line
in the Attachment window

Expected Results: Field will be ready to populate

T?,-(lr.u o Applications  AMMS NEWTIST as of 04/19/2006

) EL ALAMI ;
ONE: 3012067956 FAX: 3012861740 E-MAIL: MAJED.A.ELALAMLIGGSFCNASA.GOV

PURCHASE ORDER CONFIRMATION REQUIRED,
NUMBER MUST APPEAR ON THE OUTSIDE OF BOX OR SHIPMENT WILL BE REFUSED,
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Step Description: If you are typing an attachment, click on the Category
field click on the LOV and in the Find window enter a % sign and a list of
choices will appear, select the appropriate category. To Supplier is the one
to be used.

Expected Results: Field will be populated

=3t pnitts - Sl
=

Imeenid Yo Purchase Orgar
Miscellareous

To Apgerese

To Buyer

To Payables

To Roteiwer
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Step Description: In the Data Type field click on the LOV and select Short
Text, this will allow you to type more information

Expected Results: Field will be populated

25 Oracte Applications - AMMS NEWTIST as of 0471172006

BPO B LVQW & RS

—
aaa b | 110000
=

Seg  Catagory
qlo | To Supplist

i
I
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Step Description: Notice the bottom field is yellow start typing you required
information

Expected Results: Field will be populated

'3 Oracte Appiications  AMMS NIWTIST as of 04/119/2006

gg Oata Type May B2 Chiegsd
To Supplisl Shet Text 1~ A

fagradcaton (TR

T 20000 Attarhwert |
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Step Description: Follow this format for putting attachments on purchase
orders. Please note: changes to purchase orders are not to be put in
attachments, they are to be put in the Note to Supplier field:

1. Change information to supplier, if applicable — address in the Notes to
Supplier use this field for changes to PO only.

Change 2, April 10, 2006 (list the change number to the supplier
along with the date, do not abbreviate)

Added Line 12, PN 788978

Deleted Line 3, PN 245895

Added Line 16, Pre-cap Inspection, PN 78985

Increased Quantity on Line 4, PN 898574, from 10 each to 15
each.

Decreased Quantity on Line 6, PN4568, from 12 each to 9 each

2. Buyer Contact Information
3. Notes
4. Verification of Services
5. Quote Reference Information
6. Quality Assurance and Shipping information (ie:see below)
Single Date Lot Code Required
Manufacturer’s C of C Required
Special Packaging Requirements
Chemical and Physical Analysis Required

Multiple date codes acceptable (if non flight and customer has
indicated such)

Pre-cap Inspection information (ie: Pre-Cap Source Inspection
appplicable to Line 3 also any Technical POC give, name, and
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telephone number along with verification information, if
applicable)

Other testing/data requirements information. (ie: Lot Charge
and Screening and Group A Test Data applicable to Line 4)

7. Physical, Chemical & Proof Test Required ( IF Applicable).

Attachments are to be put on the Purchase Orders in this order. Again any
changes to purchase order there is NOT to be an Attachment, use the Note to

Supplier field, see the Project Parts Change Established Purchase Order
script.
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Step Description: Once you have entered all required information click on
the Save button

Expected Results: Transaction Saved and Applied message

'3 Oracte Appiications  ANMMS NIWTIST as of 3731/05

OataType sy B Charged
Long Text v *

Ertity NamePO Haade

is matedial tequires one date lot code and manudactures cortificate of compliance
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Step Description: Close the Attachment window.

Expected Results: Attached added to PO, will return to Purchase Order to
Purchase Order Summary window.

25 Oracte Applications - AMMS NEWTIST as of /31/0%
F v Taole PO_MOLERE_MEr) ‘tin 4
BP0 O agWl & ol

Type am
[Gosds [7530.00 6911258 : REFILL, TELEPHONE
Goods  (6830-00-GY7 0043 12026830 (GAS HYDROGEMN NIT |Cylin:

Goods 16630 00 695 01%0 GAS ARGON
|Goods 5830.00-G34 0232 | GAS NITROGEN
1663000692 0406 i GAS HELIUM
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Step Description: Close all forms Transaction Complete.

NOTE: If you want to put an Attachement on the PO Header click in one of
the fields at the top of the Purchase Order Summary to Purchase Order
window. If you want to put an Attachment at the line level for a specific
item, click on the specific item, and then create the attachment.
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AMMS TRAINING SCRIPT
Approving Purchase Order

Purpose

The purpose of this training script is to show how to approve a purchase order

Audience

Purchasing Managers

Prepared By | Theresa Coulson

Creation Date: | 11/16/2006

Document Name | Approve Purchase Order.doc

Version | 2

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Purchasing.
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Step Description: Sign onto Oracle and select Purchasing Super User
responsibility

Expected Results: Purchasing Super User main menu will appear

Notifications Summary -l Top Ten Lt

Supplier ltom Catalog 1, Contiol Purchasing Periods

hom Search 2. Requisition Summary

Jle R 3. Puichase Oeder Smmmary
i ocen v
AuteCraate 5. Releases

+ Receiving o (6. Receipts

+ RFO% and Ouotations 7. Recobving Transactions

+ Supply Base 8, Retwins

+ Managoment 9, Receiving Tr tion S

+ lems 0. Enter Employes

+ Accounting
Parsenal Protlles

+ Repors
Change Organization

D EI e Wexd
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Step Description: From the Purchasing Super User main menu select
Purchase Orders > Purchase Order Summary click on the Open button

Expected Results: Find Purchase Orders window will appear

23 Oracte Applications - AMMS NEWTIST as of 11K11/06

Puschass OrdersPuwichase Order Stammary
Buyer Werkbonch

Notdfications Sumimary
Supplier ltam Catalog 1, Conttol Purchasing Periods
* J hom Search 2. Requisition Summary
|+ Requisitions 3. Purchase Ocder Summary
-l p 0 4. Manage Buyer Workload

5. Releases

Purchase Ovders 6, Recelpts

Releases 7. Hecobving Transactions

PO Change History 8, Retwins

Exceoded Price Telerances 9, Receiving Tr tion S

Pending Purchase Owder Changes 0. Enter Employes
AuteCroate
+ Recaiving
+ RFQ% and Ouotations
+ Supply Base
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Step Description: In the Number field enter the Purchase Order that needs to
be approved, click on the Find button

Expected Results: Purchase Order Header window will appear

23 Oracte Applications - AMMS NEWTIST as of 11K11/06

") B ot doc
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Step Description: Click on the Open button at the bottom right of the
Purchase Order Header window

Expected Results: Purchase Order Summary to Purchase Order window will
open

Lo e wl s e TS
&
Nrviber Retease  |Rev |Dssonption Type Global Ownng Org
» {Standard P ot *
"
Lines New Relsase New PO Qpen
Clany Neow Relonss (H) Naw PO Find ()
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Step Description: Click the Approve button at the bottom right of the
window

Expected Results: Approval Document window will appear

23 Oracte Applications - AMMS NEWTIST as of 11K11/06
3 v Taols PO_M0LHRE_MEN
2P & VW &

pplis W SENPAY & PURCH
p-To

NS s | CRRMNASA Gsic ey (00

Typa tsm Rev  Category Description
[Gasds 15962 00 £06 2173 MICROCIRCUIT, DIGIEach
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Step Description: Remove the check mark in the Email field, then click OK

Expected Results: Note window will appear

25 Oracte Applications - ANMS NEWTIST as of 11K11/06

018 Stamtdand Parch
U AARONS GENER2 SEN PAY & PURCH

TR NASA GSFC LRI NASA GSFC

Typs
Gosls
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Step Description: Note window indicated PO has been approved, click OK
to Note window

Expected Results: Status on PO changes

25 Oracte Applications - AMMS NEWTIST as of 11K11/06

LSS

BAY
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Results: PO status is now approved

pes Oracte Applications  AMMS NEWTIST as of 11X11/06

e aon, Camen

Typs

Ham

Stz

Rev  Category

Descrigtion

{Gosds

H962 00 £06. 2173

MICROCIRCUIT, DIGH
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AMMS TRAINING SCRIPT
Manage Buyer Workload

Purpose

The purpose of this training script is to show how to assign requisitions to a
specific buyer

Audience

Procurement Manager and Supply Technicians

Prepared By | Theresa Coulson

Creation Date: | 08/24 /2005

Document Name | Assign Requisitions.doc

Version | 2

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Purchasing.
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Step Description: Sign onto Oracle and select your Purchasing Super User
responsibility

Expected Results: Purchasing Super User main menu will appear

r;; Oracle Applications  AMMS NIWTIST as of 07-14.2005

[ Famd e P lrmtiing i L

Manage Buyer Woikload

Notdications Summary
Supplier ltem Catalog

‘ Hom Search

-+ Requisitiens

Lo Purchase Ouders
AuteCraate

& * Receiving

L 'f + RFO% amd Ouotations

&F + Supply Base

f -‘\ + Managoment

=+ loms

Rasponsivity

ANNS Order Entry

AR Guperuser - ANNS

EEE OM Ltar - ANNS

IN Ewaniory - ANMS

IN Order Mgmt - ANS

IN Furchasng - AMKE
Invertory Superuzer - ANNS
OM Usar- ANRE

Crder Managemant Super User
Payaitas Managse

- b. Reloases

Purchasing - AMMS
Purchasing Bupse

Syedm Adminetralor

+ Accounting
Parsenal Proflles
Repors
Ry =

-Commens ANNE
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Step Description: From the Purchasing Super User main menu select
Management > Manage Buyer Workload, click on the Open button

Expected Results: Find Requisition Lines window will appear

ManagementManage Buyer Workload
Manage Buyer Woikload

Notifications Summary - Top Ten List o
Supplier ltom Catalog 1. Control Pmchasing Periods

hom Search 2. Requisition Swmmary

v Requisitions 3. Pmchase Order Summary

+ Purchase Ouders 4. Requisisions

AuteCraate 5. Manage Buyer Workioad
+ Receiving 6. Reloases
+ RFO% and Ouotations
+ Supply Base
- Managemont

Forward Decuments
Puige

+ feme

+ Accounting
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Step Description: To find all of the requisitions that need to be assigned, do
not change any parameters, click on the Find button

Expected Results: Assign Requisition Lines window will appear

E;; Oracle Applications  AMMS NIWTIST as of 07-14.2005

[

Need-by
Late

Urgent
Assigned

RFQ Required
Approyal Sxatus
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Step Description: Scroll over until you see the requisition number, this is
you indicator, to assign requisitions place a check mark in the box at the
beginning of the line, the line will turn blue, you can select multiple lines,
once you have selected all of the requisitions, in the New Buyer field enter
the name of the buyer who you want to assign the requisitions to.

Expected Results: Lines will be selected and New Buyer field will be

populated

PO BSW & I ST HETT
Buyes, Project Pans
3

_ [Cofegory Oty  [Unt (Curercy |UnePrce  [NeedbyDste |Requisition |Line
ART 12045005 Lo {Each |usp 1 TAuG 2005 5943 1
ART  [120£5005 166 {Each JusD 1 THAUG 2005 [S94)

ART 12045905 (75 {Each |usp 1 F T TR ]
ART  {1200.5005 (90 {Each (USD { ravces bssas J
ART 112045005 |85 {Each Jusp 11 AAUG2S  Jsad) |5
ART 12085005 [90 {Each [usn 1 auGes 3 6
ART 12045005 [100 {Each jusn 11 fuaUGaes sy [
ART (12045905 100 {Each JusD 1 fauczs s 7
ART _|12015005 [200 {Eachfuso 11 pavces  fsuy o
ART 12005005 {300 {Each juso 1 AUG 2005 10 v
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Step Description: Save your work

Expected Results: Lines that were selected will go away

LGOS W 8 e STyl ?

lyed, Project Pans

Burer [ e Rev_{Description Category  [Quantty Uit jC
1234 ISTATE OF THE ART 112045905 |85 {Each Just*
1224 Emom:m Emsu E Enﬁ
%_ 1234 STATE OF THE ART 112045505 1100 ach
15905.00.£05-1234 ISTATE OF THE ART 112045905 1100 {Each JUSI
{5505 00 E05-1234 ISTATE OF THE ART 112045905 1200 |Each Just

15905 00 £05.1234 (STATE OF THE ART 112045905 300 |Each Just
15905 00-E05-1234 (ATE OF THE ART  11204.5905 1400 ust
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AMMS TRAINING SCRIPT
Auto Create Blanket Release

Purpose

The purpose of this training script is to show Buyers and Material Coordinators
how to auto create purchase release in Oracle

Audience

Buyers and Material Coordinators

Prepared By | Theresa Coulson

Creation Date: | 01/03/2004

Document Name | Auto Create Blanket Release.doc

Version | 3

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Purchasing.
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Step Description: Sign onto Oracle and select the Purchasing AMMS
responsibility

Expected Results: The Purchasing AMMS main menu will appear

53 Oracte Applications - AMMS NEWTIST 12/19/4

Top Ten List
Supplier hem Catalog
ftem Search

+ Requisitions

+ Purchase Ordess
AuteCroate

+ RFQ' and Ouotations

+ Reports

Change Organizations

1. Puachase Ordetr Summary
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Step Description: Select from the Purchasing AMMS main menu Auto
Create and click on the Open button

Expected Results: The Find Requisition Lines window will appear

53 Oracte Applications - AMMS NEWTIST 12/19/4

Top Ten List
Supplier kem Catalog 1. Pumchase Ordetr Summary
ftem Search
+ Requisitions

e

+ RFQ% and Ouotations
+ Reports
Change Organizations
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Step Description: Make sure the Approved field is set to Yes. In the
Buyer field enter the name of the buyer who requisitions you want to
access. Click on the Find Button

Expected Results: The Auto Create Documents window will open

53 Oracte Applications - AMMS NEWTIST 12/19/4

Approved Buyar
Requistinn Requestor
Prdpame/

Suppiar List

Iem, Rev
Category
Descrption
Lina Type
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Step Description: Select the requisitions you want to put onto a
Purchase Order by placing a check mark in the box to the left, the line
will turn blue, you can select multiple lines

Expected Results: All lines selected will be blue

23 Oracte Applications - AMMS NEWTIST 12/19/4

Window e

[rsummm }rm PRESSURE salsJa«uua Space Flight Conter
{753001416.1212 |PADWRITING PAPER  {Geddard sm. Flight Conter

Note: This screen will give you detailed information, requisition
number, item number, quantity, and the Destination Organization.
Goddard and Wallops requisitions are not (normally) to be placed on
the same purchase orders. So please take not of the Destination
Organization when creating your purchase orders.
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Step Description: At the bottom of the Auto Create Documents
window, make sure that the Action is set to Create, the Document Type
is set to Blanket Release and the Grouping is Default. Now click on the
Automatic button.

Expected Results: The New Documents window will appear

R LOGWIEE TN e el ?
Yos
- Roquistan | Destination Ceganazation Ling tom Rov |Caegary  ||h
| Wallops Flight Facility 10 1413000985 1392 12064130 [P
|Wallops Flight Facility 1 413000 40851882 12064130 {F
fasaro {Gaddanl Space Flight Centes 10 73116 12045975 1B
304 |Gaddard Space Flight Centes L 100-£97 0660 12045961 |8
1 {Goddard Space Flight Cemer 00 £97 0661 1204 2910 v
Create -
Blanket Refaase . Manuid Autorstc
Defanht -
e
Llear Find
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Step Description: At the New Documents window in the Document field
enter the Blanket Purchase Order Number that exists in Oracle Once
you have populated the Document field, the release number will default,
along with the Supplier information. Click on the Create Button.

Expected Results: A Note window will appear

O sinwtion Orgpekontion

Wallops Flight Facility
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Step Description: At the Note window you will see your Oracle
Purchase Order number, the Release Number and how many
requisitions are on the Blanket Release. Please take note of this
information. Click OK to the Note window.

Expected Results: The Auto Create to Purchase Order window will
appear

Yes - GSA. Buyer
Requistion Itam kem Description Dastostion Organizabon LIOM
1656 7520001626156 | STAND.CALENDAR PAD |Goddard Space Flight Conter {eacnf2 2
{31708 14520 00 555 5696 | HEATERSPACE,ELECTRI | Geddard Space Flight Contet (e |2
{31740 7510000736095 | TAPE PRESSURE SENS |Geddard Space Flight Canter {Rolt |1
1 7530014189212 | PADWRITING PAPER | Geddard Space Flight Canter {Packiz
' 1753001450 5409 | REFILLAPPOIRTMENT | Geddard Space Flight Conter Each|2 .
»
Create
Standard PO
Dotautt
Claar Find

Page: 252 of 1264



Step Description: At the Autocreate Release window scroll over to the
Promised By date and click on the LOV and select a date, tab to the
Need by field enter the Estimated Delivery Date.

Expected Results: Fields will be populated with dates
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Step Description: Scroll over to the Note to Receiver and put any
special notes for the inspectors.

Expected Results: Field will be populated

'3 Oracte Appiications  ANMMS NIWTIST as of 3731/05

his material will g<
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Step Description: Use the scroll bar to move to the Price field update
this cost if necessary.

Expected Results: Fields will be populated

'3 Oracte Appiications  AMMS NIWTIST as of 04/119/2006

1= [18.4PR 2006
18-APR-2006
18 APR-2006
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Step Description: At the end of the line click in the [ ] field

Expected Results: PO Lines Location window will appear

25 Oracte Applications - AMMS NEWTIST as of 0471172006
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Step Description: From the AMMS Project field click on the LOV and
select the appropriate GL number for the release you are creating, click
OK

Expected Results: AMMS Project field will be populated

g;'-?; Oracte Appiications  AMMS NIWTIST as of 04/119/2006

G0-8412-20-1070-05-51 300-000
GD-§412-20-1770-05-54 200-000
i GO-2412-20-2270-05-51800-000
GD-5412-70-1770-05-51900-000
GD-8412-20-1200-05-21 200-000
GO-8412-20-1560-05-51 900-000
GD-8412-20- 2400-01-57000-000

GD-8413-10-0010.0% 50€00-000
GO-8413-16-001 - 05-50700-000
GD-8413.10-0010-05.51100.000
GO-2413-10-001 0-05-51 300-000
0D-8413-10-0010-05-51400-000
GD-2413-10-0010-05-51 £00-000
GD-8413-10-0010-05-51600-000
G0-8413-10-001 0-05-47200-000

AR S48 40 O0d 008 £4000 000
.

Note: Enter a GL project number for each line on the release.

Descripton o

HET REINBURSABLE-EQUIPNENT MAINT
NAEA HO REIM-EQUPNENT NANT

NASA HO REIM-NICROFILM

NABA HO REIM - OTHER

LAUREL WHEE REIN.-ECGLAPMENT MAINT
LAIREL WHEE REIM -OTHER NISC
JIWST-I5IM (EEE)

PROGRAM MGT.CFFICE BUPPLEE
PROORAM NOT-PRINTINGPUES
PROGRAM NGT-POETAGE

PROGRAM NGT-EQUIPHENT MAINT
PROCAAM NOT-SYETEMS SOFTWARE
PROGRAM NGT-COMP, FOWRESF T\WRE
PROGRAM NGT-TRAILER LEASES
PROGRAM NGT-MICROFILM

BOAGEAM VAT OTLED M0
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Step Description: Click OK to the PO Lines Location window

Expected Results: Return to Autocreate to Release window

25 Oracte Applications - AMMS NEWTIST as of 0471172006

PO O WP € ]

==vN. wtite 1y Bemegaee et 4 4
=

B Fimrad

B Agcoptunce Rogured

Note: Enter a GL project number for each line on the release.
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Step Description: Once you have entered a GL project number for each
line on the release, Save your work

Expected Results: Transactions Saved and Applied

'3 Oracte Appiications  AMMS NIWTIST as of 04/119/2006

Org  ShipTo LOM i Price
JGSE [MABRY, CARM|Rl {5 )

(GSE MABRY, CARM [Humd | 16 APR200¢ |G
GSF MABRY. CARM Doz 18-APR-200¢ fh_(

\
1

|
‘r::
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Step Description: Click on the Approve button.
Expected Results: The Approval Documents window will open

25 Oracte Applications - AMMS NEWTIST as of 0471172006

_ - CZI 0|
Supypie Sis

C o-luu. Ibo-n-:

|31 B Accoptunce Regured

Org  ShipTo OM
GSE [MABRY, CARM[Roll t [18-APR 2006 (6L =

(GSE MABRY, CARM [Humd | 16-APR 200K |GE l
GSF MABRY. CARM Doze 10-APR-200¢ |G

C |
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Step Description: Remove the Check Mark from the Email box and
click on the OK button.

Expected Results: A Note window will appear

25 Oracte Applications - AMMS NEWTIST as of 0471172006
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Step Description: The Note window tells you that the “document has
been submitted for approval” click OK to the Note window.

Expected Results: You will return to the Purchase Order Summary to
Purchase Order window

25 Oracte Applications - AMMS MEWTIST 12/19/4

4

5 Stamtdand Parch

1w b it hese =

GSA PR PAY & PURCH
SRR NASA GSFC EEBTRINASA GSFC
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Step Description: Take note that the Status on the Release is now
Approved

g': Oracle Applications  AMMS NIWTIST as of 0471972006

S\ 1 fice

W Firac B Agcoptunce Rogured

Org  SwipTo LOM
JGSE | MABRY, CARM [Roll
(GSE MABRY, CARM [Hum |
GSE MABRY. CARM|Doze

You are complete. You have created your purchase order release.
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AMMS TRAINING SCRIPT
Auto Create EEE Blanket Release

Purpose

The purpose of this training script is to how to create a release against a blanket purchase
order set up for Project Parts.

Audience

Project Parts Buyers

Prepared By | Theresa Coulson

Creation Date: | 08/23/2005

Document Name | Auto Create EEE Blanket Release.doc

Version | 4

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Purchasing.
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Step Description: Sign onto Oracle and select the Purchasing AMMS responsibility

Expected Results: The Purchasing AMMS main menu will appear

E;- Oracle Applications  AMMS NIWTIST 1271944

Window e

Notification Wodkbonch

Top Ten List
Supphier hem Catalog 1. Puachase Ordetr Summary
fem Search
+ Requisitions
+ Purchase Ordess
AuteCroate
+ RFQ' and Ouotations
+ Reports
Change Organizations
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Step Description: Select from the Purchasing AMMS main menu Auto Create and click
on the Open button

Expected Results: The Find Requisition Lines window will appear

53 Oracte Applications - AMMS NEWTIST 12/19/4

Notifications Top Ten List

Supplier kem Catalog 1. Pumchase Ordetr Summary

fem Search
+ Requisitions

e

+ RFQ% and Ouotations
+ Reports
Change Organizations

-
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Step Description: Make sure the Approved field is set to Yes. In the Buyer field enter
the name of the buyer who requisitions you want to access. Click on the Find Button

Expected Results: The Auto Create Documents window will open

53 Oracte Applications - AMMS NEWTIST 12/19/4
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Step Description: Select the requisitions you want to put onto the Purchase Order
Release by placing a check mark in the box to the left, the line will turn blue, you can
select multiple lines

Expected Results: All lines selected will be blue

—
|14 M i
=

Note: This screen will give you detailed information , requisition number, item number,
quantity, and the Destination Organization. Goddard and Wallops requisitions are not
(normally) to be placed on the same purchase orders. So please take not of the
Destination Organization when creating your purchase orders.
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Step Description: At the bottom of the Auto Create Documents window, make sure that
the Action is set to Create, the Document Type is set to Blanket Release and the
Grouping is Default. Now click on the Automatic button.

Expected Results: The New Documents window will appear

£53 Oracte Applications - AMMS NEWTIST as of 331045

ndow e

|Wallops Fligh Faciling
| Wallops Fllght Faciliey
{Gaddanl Space Flight Centes
|Gaddand Space Flight Contes
{Goddand Space Flight Cemer
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Step Description: At the New Documents window in the Document field enter the
Blanket Purchase Order Number that exists in Oracle Once you have populated the
Document field, the release number will default, along with the Supplier information.
Click on the Create Button.

Expected Results: A Note window will appear

O
3% o e S SR ST v m R
Yos .
44035 Wallops Flight Facility 1 1130 00835 1392 12064130 o
Wallops Flight Facility 1 113000 46851882 12064130
Gaddar
22 Godilar a2
. APR2005
Cre REVCAR FASTENERS AY & PURCH
Blowl
Defan’
Detanlt -
0
APR2005
Create Cancel
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Step Description: At the Note window you will see your Oracle Purchase Order number,
the Release Number and how many requisitions are on the Blanket Release. Please take
note of this information. Click OK to the Note window.

Expected Results: The Auto Create to Purchase Order window will appear

Yes - GSA. Buyer

Requistion [ Item kem Description Dastostion Organizann LIOM,
1656 17520.00.162.6156 | STAND.CALENDAR PAD |Goddard Space Flight Conter {eacnf2 2
{31708 14520 00 559 8696 |HEATER,SPACE.ELECTRI| Goddard Space Flight Contet {Each |2

{31740 7510000736095 | TAPE PRESSURE SENS |Geddard Space Flight Canter {Rolt |1
1 7530014189212 | PADWRITING PAPER | Geddard Space Flight Center {Packiz
7530014505409 | REFILLAPPOINTMENT | Geddard Space Flight Center Each|2 |
. *
Create
Standaid PO
Datautt
Claat Find
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Step Description: At the Auto create Release window scroll over to field with the
Promised By date and click on the LOV and select a date, tab to the Need by Date, enter
the Estimated Delivery date.

Expected Results: Field will be populated with a date

25 Oracte Applications - AMMS NEWTIST as of /31/0%

Page: 272 of 1264



Step Description: Scroll over to the Note to Receiver and put the following information
in this order: Project Name, Requisition Number, Order Number, Release Number, Part

Number, and Customer Name. This information must be updated for each line on the
Release.

Expected Results: Field will be populated

o Applications  AMMS NEWTIST as of 3/31/0%

W Fimrec B Accoptunce Regured
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Step Description: Use the scroll bar to move to the Price field update this cost if
necessary.

Expected Results: Fields will be populated

{53 Oracte Applications - AMMS NEWTIST 1271944

Num  scnption UOM Quartey  Prce Promised
1 ONAPPO”I“EN{EMI 1 46 13.JAN 2005

o eltonk - Istard M -} Bdo Creste Puachas
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Step Description: Go to the field at the end of the line with the [ ], this is the Descriptive
Flex Field, this is where you will put the GL for each individual project. Click in this
space

Expected Results: PO Line Locations window will appear

LU Coulson, Theresa tatu

W Fimrec B Accoptunce Regured

Shipmant SripTo
h%s%fmms l;m{_ Each |23

(GSE LEWIS, TERRY [Each 165

GSE LEWIS, TERRY [Each (60
‘GSF |LEWIS, TERRY [Each 30
GSE LEWIS, TERRY Each (50

< Ul akSope dod -
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Step Description: At the PO Lines Location window click on the List of Values (LOV)
and select the appropriate GL number for the project. You must enter a GL number for
each line on the Purchase Release.

Expected Results: Fields will be populated

E Oracte Applications  AMMS NIWTIST as of 07-14.2005

GLProjact Codes

O0-£351-20- 2500-01-57000-000
GD-8412-70-1070-05-5% 300-000
GO-2412-20-270-05-51 300-000
G0D-8412-70-1 270-05-51£00-000
GD-6412-20-1 270-05-245200-000
G0-8412-20-4560-05-51 300-000
GD-8412-20-1800-0551300-000
0D-6412-20-2500-01-57000-000

GO-2413-10-001 - 05-50800-000

GD-8413.10-0010-05.50700.000
GO-2413-10-001 0-05-51 1 00-000
0D-8413-10-0010-05-51 300-000
GO-2413-10-0010-05-51 400-000
GD-541 3-10-001 0-05-51 500-000
GO-8413-10-001 0-05-41 800-000

AN S48 40 O0d 008 £4300 000
.

Destriptan

JWST-151M (EEE)

HST REIMBURSABLE-EQUIPNENT MANT
NASA HO REIM-EQUEWENT NAINT

NASA HO REIM-RICROFILM

NASA HO REIM - OTHER

LHIREL WHEE REIM -EQUIPMENT MART
LNIREL WHEE REIM-OTHER MISC
JWET-1314 (EEE)

PROORAM NOT-OFFICE SUPPLES
PROGRAM NGT.PRINTINGFLUBS
PROGRAM NGT-POSTAGE

PROCGRAM NGT-EQUIPNENT MAINT
PROGRAM NGT-SYETEME SOFTWARE
PROGRAM NGT-COMP  HDWREIEFTWRE
PROGRAM NGT-TRAILER LEASES

BEOAGEAM UAT MOBOEN W
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Step Description: Once you have entered all of the GL’s for each line Save your work.

Expected Results: Fields will be populated and Transactions Saved message

:

W Fimrec B Accoptunce Regured

Srapmant To UOM Quantity _ Pric Promised
GSF LEWIS, TERIY Each (23 xS = l01.Jan 2006 =
[GSE LEWIS, TERRY Each [65 245 (01522006 G ‘

GSE LEWIS, TERRY |Each (60 1165 101 JAN 2006 ,ﬁ—x
GSF | LEWIS, TERRY [Each 524 01-3AM 2006 (GE
GSE [LEWIS, TERRY [Each 236 [01-0AM 2000 GE =
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Step Description: Click on the Approve button.

Expected Results: The Approval Documents window will open

|- Oracte Appiications  AMMS NIWTIST as of 07-14.200%
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Step Description: Remove the Check Mark from the Email box and click on the OK
button.

Expected Results: A Note window will appear

— IS )
7 Stamidand Parch
SIERPAY & PURCH

[l ncomplete |
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Step Description: The Note window tells you that the “document has been submitted for
approval” click OK to the Note window.

Expected Results: You will return to the Purchase Order Summary to Purchase Order
window.

I’; Oracte Applications  ANMMS NIWTIST 12719/
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Step Description: Take note that the Status on the PO is now Approved.

o o
SHIIRNASA GSFC L BIEINASA GSFC

Promisad . Ko By Supelier tam harge Accaunt

13 JAN 2005 [" DEC 2004 50050001

13JAN2005  (17.DEC2008 50050002

13 JAN 2005 22.DEC.2004

tosmae ;

13 JAN.2005

Rowk - rstard W ) Astn Creste Padhes

You are complete. You have created your purchase order.
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AMMS TRAINING SCRIPT
Auto Create Project Parts
Purchase Orders

Purpose

The purpose of this training script is to show Buyers and Material Coordinators how to
auto create purchase order in Oracle.

Audience

Buyers and Material Coordinators

Prepared By | Theresa Coulson

Creation Date: | 01/03/2004

Document Name | Auto Create Project Parts Purchase
Order.doc

Version | 4

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Purchasing.
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Step Description: Sign onto Oracle and select the Purchasing AMMS responsibility

Expected Results: The Purchasing AMMS main menu will appear

E;- Oracle Applications  AMMS NIWTIST 1271944

Window e

Notification Wodkbonch

Top Ten List
Supphier hem Catalog 1. Puachase Ordetr Summary
fem Search
+ Requisitions
+ Purchase Ordess
AuteCroate
+ RFQ' and Ouotations
+ Reports
Change Organizations
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Step Description: Select from the Purchasing AMMS main menu Auto Create and click
on the Open button

Expected Results: The Find Requisition Lines window will appear

53 Oracte Applications - AMMS NEWTIST 12/19/4

Notifications Top Ten List

Supplier kem Catalog 1. Pumchase Ordetr Summary

fem Search
+ Requisitions

e

+ RFQ% and Ouotations
+ Reports
Change Organizations

-
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Step Description: Make sure the Approved field is set to Yes. In the Buyer field your
buyer name will default, if you need to change, click in the Buyer field, enter the name of
the buyer who requisitions you want to access. Click on the Find Button

Expected Results: The Auto Create Documents window will open

sopowd (I ST Buyer?., Project Pams

Requistinn Requestor

Numbe Prdparme/

ani - (R

Documnent Type

Iem, Rew
Catagory
Descrption
Line Type
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Step Description: Select the requisitions you want to put onto a Purchase Order by
placing a check mark in the box to the left, the line will turn blue, you can select multiple
lines

Expected Results: All lines selected will be blue

{Goddand Space Flight Center
{Goddard Space Fllght Contes
{Gaddanl Space Flight Centar
|Gaddard Space Flight Conter
{Godilard Space Flight Cemer

Note: This screen will give you detailed information, requisition number, item
number, quantity, and the Destination Organization. Goddard and Wallops
requisitions are not (normally) to be placed on the same purchase orders. So please
take not of the Destination Organization when creating your purchase orders.
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Step Description: At the bottom of the Auto Create Documents window, make sure that
the Action is set to Create, the Document Type is set to Standard PO and the Grouping is
Default. Click on the Automatic button.

Expected Results: The New Documents window will appear

Oracle Applications  AMMS NIWTIST 1271944

Toole Window e
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Step Description: At the New Documents window in the Supplier field click on the LOV
and select the correct Supplier that the material is being bought from. Once you have
populated the Supplier field click on the Create Button.

Expected Results: A Note window will appear.

Suppiier Site IPURCHASING]
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Step Description: At the Note window you will see your Oracle Purchase Order number
and how many requisitions are on the purchase order. Please take note of this
information. Click OK to the Note window.

Expected Results: The Auto Create to Purchase Order window will appear.

Yes - Buye2, Project Parts
Requistion | Destination Dvganazation Line item Rev |Category
56118 | Goddard Space Flight Conter 1 |5325.00.£47-1388 12005125 |0
53399 Goddanl Space Flight Comer 1 532500897 1372 12095325 [
{56119 | Goddard Space Flight Center 1 |5310.00-£97 0874 12095310
56128 | Goditard Space Flight Centar 1 |530% 00 £97 0791 12095305 |5
193 {Goddard Space Flight Center 1 00-E98.0376 1204595 >

. »

Create

Standaid PO

Datauh

Claar Find

Page: 289 of 1264



Step Description: Click in the Descriptive Flex Field, the field with the [ ] around them.
This is where you will assign the GL number.

Expected Results: PO Header window will open.

25 Oracte Applications - AMMS NEWTIST as of 07-14.2005

Buym ST incan !

Dsscrphinn

Type ftom Rav_ Category Deserigtion
{Gasds 15905 00 £04.0771 1204 5905 [RESISTOR, PRECISH
Goods  [5062.00 E45.0714 2045962 [MICROCIROWIT. LinE

Goods 599000 £050767 CAPACITOR, FIXED, [EMA
Goods 500000 £E050763 (CAPACITOR, FIXED. [Each
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Step Description: At the PO header window enter the Suffix for this PO Examples: EEE.
Click in the AMMS Project field and click on the LOV.

Expected Results: AMMS Project window will appear with a list of GL numbers.

25 Oracte Applications - AMMS MEWTIST 12/19/4
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Step Description: Select the appropriate GL number from the list provided. Click on the
OK button.

Expected Results: You will return to the PO Header window and the AMMS Project
field will be populated with a GL number.

ache Applications  AMMS NEWTIST 12/19/4

e MEre

ANME Project
O0-E352-10-001 0-05-51600-000
GD-§352-10-0010-05-51800-000
GO-23452-10-0010-05-51900-000
G0-8352-10-0020-05-51 300-000
GD-8342-10-0080-05-21200-000
G0-8352-10-1 360-05-51 400-000
GD-8342-10-1400-05 25 900-000
00 000000 D00 00 58050 000
GD.0000 00,0000 01.53050 000
GD.0000 00,0000 05 58080 000

G0.8351.20 1050 01.57000.000

00.8351 20.1050 0457000000
GD.8351,20.1070.05 $1800 000
GD 8351 201080 01 57006 000
G0.8357.20.122001 57000000

AN 8364 A0 4260 04_ETO0 ANN
.

» Edvs

PROGRAN NGT-TRAILER LEASES
PROGRAN MOT-MICROFILM
PROGRAM NGT-OTHER M50

EQUIF & DISPOSAL-EQUIFNENT MINT
EQUIP & DIEPOSAL-MCROFILN
ORACLE -SYSTEMS SOFTWARE

TAM ERUTTLE-OTHER NIEC

00 EXPENSE BPA

EEE EXPENSES EVWWLESINVENTORY
EEE EXPENSES

COMMERCIAL PURCHGreenball Parchases

DA PURCHAEES-GOD

HET REIMBLURSABLE

COMMERCIAL PURCHHET ACS (EEE)
COMMERCIAL PURCHMap Project (EEE)

COAMUEEC AL SUBCLMET MCE EEE
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Step Description: Click OK to the PO Header window.

Expected Results: You will return to the Auto Create to Purchase Order window

1'-; Oracte Applications  ANMS NIWTIST as of 07-14.2005

JACO ELECTRON
IR NASA GSFC

U Conbsom, Theresa

B LA PO Sufts E

U RS TIE R GO 4412 202510 0157000000 JWST-NRSFEC (EEE
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Step Description: At this time assign any Attachments to the header as necessary. Do
this by clicking to the paper clip on the tool bar, and following the create attachments
script.

Expected Results: Attachment will be on Purchase Order

PO &AW

PO, R
L L

153
SUTRINASA GSFC

JACO ELECTRON(
O Conbson, Theresa

Typs itsm Ry Category Dascription

[Goods (590500 £01 0771 1204 5905 [RESISTOR, PRECISH
Goods  [S06200E056710 | 12085962 |MICROCIRCUIT, LNE
Goods {59900 £05 0767 CAPACITOR, FIXED, [Each

* |Goods  50M000E050768 (CAPACITOR, FIXED. 50
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Step Description: Go to the bottom of the screen to the Line Items on the Purchase
Order. Use the scroll bar to move to the Price field update this cost if necessary. At the
Promised field click on the LOV and select the Promised date. At The Need-By date field
enter the Estimated Delivery Date. Do this for each line on the purchase order.

Expected Results: Fields will be populated

55 Oracte Applications - AMMS NEWTIST as of 07-14.200%

UOM Guantity  Prics Promizsd
Each 200 248 {06 JAN 2006
Each 25 s 106.-JAM 2006

TEach 100 [12.48 (06 1A 2006
Each 50 4144 064N 2006
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Step Description: Scroll over to the Supplier Item field. This is where you will enter a
Part Number for the item. Do this for each line on the purchase order.

Expected Results: Field will be populated

l- Oracte Applications  AMMS NIWTIST 1271944

PAY & PURCH

DRIEINASA GSFC

13.JAN 2005 [17.DEC 2004
13JAN2005  |17DEC2004
1IJANZ005  [22.DEC.2004
TaAN2005 '
13 JAN 2005
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Step Description: For each line click on the Shipments button at the bottom of the
screen.

Expected Results: Shipments window will appear

25 Oracte Applications - AMMS NEWTIST as of 07-14.2005

T UOM Quanity  Promised Date  Newd-8y
WINDHAUSEN, [Each 200 06 JAN200G  |06.JAN 2006
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Step Description: Use the scroll bar and move to the right until you see the Note to
Receiver field. Enter any special notes required information into this field. Do this for
each line on the purchase order.

Expected Results: Field will be populated

Taxatla
Nats Cauntry
for Recamer of Qg Tax Code
PWST ISTH AMMS =

NOTE: Repeat this step for each line on the purchase order
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Step Description: Save you work at the Shipments Window

Expected Results: Transactions Saved and Applied Message

’-.) Oracle Applications - AMMS NEWTEST as of 07 142005

ORACLE'

D

GEIE T T BT T

FRM-40400 Trandaction comphety

‘4 start

NOTE: Repeat this step for each line on the purchase order.
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Step Description: At the bottom of the screen click on the Terms button.

Expected Results: Terms and Condition window will appear

.)()rm le Applications - AMMS NEWTEST as of 07.-14.2005 )
T R a3 ORACLE
R Y IR

S Na FH0T 41y B3 Fo1TTE08 CRf 1T AAIME
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@ Acceptance Reyuoed

) e Creue oo
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Step Description: In the Supplier Note field enter any information that the Supplier needs

Expected Results: Field will be populated

q Oracle Applications - AMMS NEWTEST as of 07 14.2005

T e ORACLE'

SITTR R Y% s
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Step Description: Save your work

Expected Results: Transactions Saved and Applied

;«.) Oracle Applications - AMMS NEWTEST as of 07 142005

Fe Eal View i NENU Wecow Hok OQACLé‘

NASA GSFC
oulson, Thes

kem

5905 00.E04 0771
4962 00 E05.07 14 1201 592 uncnonncun LINE[Each
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Y910 00 F05S D168 CAPACITOR, FIXED,

B etorarry Jecocton raccoon

~ i LN LA AL

Page: 302 of 1264



Step Description: Click on the Approve button.

Expected Results: The Approval Documents window will open

q Oracle Applications - AMMS NEWTEST as of 07 14.2005

3 PO_INQUIRE_NENU Wedow

ORACLE'

- ey J1 P Ol in AAIME
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Step Description: Remove the Check Mark from the Email box and click on the OK
button.

Expected Results: A Note window will appear

25 Oracte Applications - AMMS MEWTIST 12/19/4
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Step Description: The Note window tells you that the “document has been submitted for
approval” click OK to the Note window.

Expected Results: You will return to the Purchase Order Summary to Purchase Order
window

— ‘)
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SR HASA GSFC BTt

) | AT

Page: 305 of 1264



Step Description: Take note that the Status on the PO is now Approved

53 Oracte Applications - AMMS NEWTIST 1271944

SHRTNASA GSFC RRUEINASA GSFC

crphin

Promisad Nsaa By Sugelier tam
13 JAN 200% |17 DEC 2004
13JAN2005  |17-DEC2004
13 JAN 2005 22 DEC.2008
[13JAN2005  (16-DEC2004
13 AN 2005 17.0€C.2004

) ae Create P

You are complete. You have created your purchase order.
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AMMS TRAINING SCRIPT

Auto-Create Purchase Orders

Purpose

The purpose of this training script is to show how to auto-create Purchase Orders

Audience

Buyers, and Material Coordinators

Prepared By | Theresa Coulson

Creation Date: | 01/03/2004

Document Name | Auto Create Purchase Orders.doc

Version | 3

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Purchasing.
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Step Description: Sign onto Oracle and select the Purchasing AMMS responsibility

Expected Results: The Purchasing AMMS main menu will appear

E;- Oracle Applications  AMMS NIWTIST 1271944

Window e

Notification Wodkbonch

Top Ten List
Supphier hem Catalog 1. Puachase Ordetr Summary
fem Search
+ Requisitions
+ Purchase Ordess
AuteCroate
+ RFQ' and Ouotations
+ Reports
Change Organizations
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Step Description: Select from the Purchasing AMMS main menu Auto Create and
click on the Open button

Expected Results: The Find Requisition Lines window will appear

53 Oracte Applications - AMMS NEWTIST 12/19/4

Notifications Top Ten List

Supplier kem Catalog 1. Pumchase Ordetr Summary

fem Search
+ Requisitions

e

+ RFQ% and Ouotations
+ Reports
Change Organizations

-
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Step Description: Make sure the Approved field is set to Yes. In the Buyer field
enter the name of the buyer who’s requisitions you want to access. Click on the
Find Button

Expected Results: The Auto Create Documents window will open

EUTIR GSA, Buyst
Requestor

Prdparme/

WShow Extemal Looatke

Iem, Rev
Catagory
Descrption
Line Type
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Step Description: Select the requisitions you want to put onto a Purchase Order by
placing a check mark in the box to the left, the line will turn blue, you can select
multiple lines

Expected Results: All lines selected will be blue

—
|14 M i
=

Note: This screen will give you detailed information, requisition number, item
number, quantity, and the Destination Organization. Goddard and Wallops
requisitions are not (normally) to be placed on the same purchase orders. So please
take not of the Destination Organization when creating your purchase orders.
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Step Description: At the bottom of the Auto Create Documents window, make sure
that the Action is set to Create, the Document Type is set to Standard PO and the
Grouping is Default. Now click on the Automatic button.

Expected Results: The New Documents window will appear

Oracle Applications  AMMS NIWTIST 1271944

Taole Window e
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Step Description: At the New Documents window in the Supplier field click on the
LOV and select the correct Supplier that the material is being bought from. Once
you have populated the Supplier field click on the Create Button.

Expected Results: A Note window will appear

oD
=0 o e | SRNT e SRS Y
Yo . GSA, Buyat

Roquiston  [tam || kem Dascription Oestration Organizatien U0,
31656 7520001626156 | STAND,CALENDAR PAD | Goddord Space Flight Center {Eachfz =
31708 452000555869 | WEATER.SPACE.ELECTRI| Geddard Space Flight Canter ach |2
1740 75%0.00
1631 01
1681 o1

Cre GSA .

Stand

Defan

Detoult .
0
2005
Croate Cancel
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Step Description: At the Note window you will see your Oracle Purchase Order
number and how many requisitions are on the purchase order. Please take note of
this information. Click OK to the Note window.

Expected Results: The Auto Create to Purchase Order window will appear

Yes s GSA. Buyer
Requisdion Itam kem Degcription Dastostion Organizabon LIOM,
1656 7520001626156 | STAND.CALENDAR PAD | Geddard Space Flight Conter {Eacnf2 2
131708 1452000 559 5696 | HEATER,SPACE.ELECTRI| Geddard Space Flight Contet {Each |2
{3740 7510000736095 | TAPE PRESSURE SENS |Geddard Space Flight Canter {Ralt |1
1 7530014189212 | PADWRITING PAPER | Geddard Space Flight Conter {Packiz
7530014505409 {REFILLAPPOINTMENT | Geddard Space Flight Center Each|2 .
. »
Create
Standaid PO
Datault
Claar Find
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Step Description: Click in the Descriptive Flex Field, the field with the [ ] around
them. This is where you will assign the GL number.

Expected Results: PO Header window will open

':Z Oracte Applications  AMMS NIWTIST 1271944

Type e Ry Category Descrigtion
{Gosds T530.01.450 5469 BOOKAPPOINTMEN Each
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Step Description: At the PO header window if there is a Suffix for this PO please
enter it here. Examples: EEE. Click in the AMMS Project field and click on the
LOV.

Expected Results: AMMS Project window will appear with a list of GL numbers

53 Oracte Applications - AMMS NEWTIST 1271944
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Step Description: Select the appropriate GL number from the list provided. Click
on the OK button.

Expected Results: You will return to the PO Header window and the AMMS
Project field will be populated with a GL number

ache Applications  AMMS NEWTIST 12/19/4

e MEre

ANME Project
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Step Description: Click OK to the PO Header window.

Expected Results: You will return to the Auto Create to Purchase Order window
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Step Description: Use the scroll bar to move to the Price field update this cost if
necessary. At the Promised field click on the LOV and select the Promised date.
Click in the Need by field, enter the same date as the Promised field.

Expected Results: Fields will be populated

i
SR NASA GSFC

SO G ove, Buyor

Descnphnn

Num  3cnption UOM Quantay  Price Promised
1 OKAPPOINTMEN Each |1 4 13.JAN 2005
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Step Description: Scroll over to the Supplier Item field. This is where you will
enter a Part Number for local purchases. For Govt Purchases you will enter the
document number the item will be submitted with. The document number consists
of the Julian Date and sequential number. Example: 50050001......... 5005 is the
Julian date, S is the year and 005 is the day........... 0001 is the first number in the
sequence. You will need to number these sequential for Goddard and Wallops. So
if Goddard stops at 0010, Wallops will start at 0011.

Expected Results: Field will be populated

g.':_Z{lr.n o Applications  AMMS NEWTIST 1271914
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Step Description: Save your work

Expected Results: Transactions Saved and Applied
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Step Description: Click on the Approve button.

Expected Results: The Approval Documents window will open.
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Step Description: Remove the Check Mark from the Email box and click on the OK
button.

Expected Results: A Note window will appear
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Step Description: The Note window tells you that the “document has been
submitted for approval” click OK to the Note window.

Expected Results: You will return to the Purchase Order Summary to Purchase
Order window

I’; Oracte Applications  ANMMS NIWTIST 12719/
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Step Description: Take note that the Status on the PO is now Approved

o o
SHIIRNASA GSFC L BIEINASA GSFC

Promisad . Ko By Supelier tam harge Accaunt

13 JAN 2005 [" DEC 2004 50050001

13JAN2005  (17.DEC2008 50050002

13 JAN 2005 22.DEC.2004

tosmae ;

13 JAN.2005

Rowk - rstard W ) Astn Creste Padhes

You are complete. You have created your purchase order.
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AMMS TRAINING SCRIPT

Auto Create Requisition onto Existing
Purchase Order

Purpose

The purpose of this training script is to show Buyers how to auto create a requisition onto
an existing purchase order in Oracle.

Audience

Buyers

Prepared By | Theresa Coulson

Creation Date: | 08/05/2005

Document Name | AutoCreate Requisition to Existing
Purchase Order.doc

Version | 3

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Purchasing.
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Step Description: Sign onto Oracle and select the Purchasing AMMS responsibility

Expected Results: The Purchasing AMMS main menu will appear

E;- Oracle Applications  AMMS NIWTIST 1271944

Window e
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Step Description: Select from the Purchasing AMMS main menu Auto Create and click
on the Open button

Expected Results: The Find Requisition Lines window will appear
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Notifications Top Ten List

Supplier kem Catalog 1. Pumchase Ordetr Summary

fem Search
+ Requisitions

e

+ RFQ% and Ouotations
+ Reports
Change Organizations

-

Page: 328 of 1264



Step Description: Make sure the Approved field is set to Yes. In the requisition field

enter the requisition number you want to add to the existing purchase order. Click on the
Find Button

Expected Results: The Auto Create Documents window will open

Requistinn Requestor

Numbe

Prdparme/

Documnent Type

Iem, Rev
Catagory
Descrption
Line Type
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Step Description: Select the requisitions you want to put onto a Purchase Order by
placing a check mark in the box to the left, the line will turn blue.

Expected Results: Line selected will be blue

o>
3O LTOGWEE 1IN RS sE?
Yos - Fava, Shaton
19491
%3
Requistion | Destination Ceganaation Ling jtam [Ray |Cmegary b
19491 {Gaddand Space Flight Center i 620406 12026330 (64
Create -
Standant PO ® Manosd Autoratc
Defandt -
ype
Lloar Find

Note: This screen will give you detailed information, requisition number, item
number, quantity, and the Destination Organization. Goddard and Wallops
requisitions are not (normally) to be placed on the same purchase orders. So please
take not of the Destination Organization when creating your purchase orders.
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Step Description: At the bottom of the Auto Create Documents window, in the Action
field, change this to ADD TO, the Document Type is set to Standard PO and the
Grouping is Default. Now click on the Automatic button.

Expected Results: The New Documents window will appear

oD
e v O el E I RS i w T
Yo - Fava, Shaton
1940
Raquistan | Destination Qegandation Line term {Rev |Caegary |1
1 {Goddard Space Flight Centor 1 G2 6406 12026330 [Gi

~ -
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Defandt -

ypE
Clear Find
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Step Description: At the Add to Document window in the Document Number field enter
the Purchase Order number you are adding this requisitions to, click the OK button.

Expected Results: Note window will appear

-
TR e e ok I S
Yeos . Fava, Shaton
19491
Requistion | Destination Ceganzation |Lina ftam Rav |Catogary i
19491 Goddard Space Flight Center 1 6330.00-G12 0406 12026830 (64"
. i
Aild To p
Standant PO
Detandt
pe QK Cancel
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Step Description: The Note window will tell you how many requisitions you have added
to the purchase order and reference the purchase order number. Click OK to the Note.

Expected Results: Another Note window will appear

Yes o
19491
Requistion | Destination vganization [Line Itern [Rex [Category  [he
Ll idard Space Flight Conter 1 6830-00-G92.0406 12026830 =
. »
Add To
Standaid PO
Datautt
Claat Find
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Step Description: Another Note window will appear, No more requisitions exist to
autocreate, click OK

Expected Results: Autocreate to Purchase Order window will appear

25 Oracte Applications - AMMS NEWTIST as of /31/0%
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Step Description: The last line on the PO is the line that you added. Make sure all
required data is filled in, Promised Date, Need By Date, part number in Supplier Item
field, update the cost

Expected Results: Fields will be populated

T

SHRINASA GSFC

Promised Nese By Sugglier tam Char
lSZM‘AV 2005 {iG IMYIOM ;tJDl0$MKerDSJl0IIGOJ =
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5MAY205  [25MAY2005  ASDFASDFGASDF  [6DA |

26 AG 2004 608 [+
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Step Description: Click on the Shipments button at the bottom of the screen.

Expected Results: Window view will change

{53 Oracte Applications - AMMS NEWTIST as of 3/31/0%
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Step Description: At the Shipments window, scroll to the right until you see the Note to
Receiver field, enter required information in this field.

Expected Results: Field will be populated

25 Oracte Applications - AMMS NEWTIST as of /31/0%
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Step Description: Save your work

Expected Results: Transactions Saved and Applied

E;_Om.'- AppBcatians - AMMS NTWTEST ua o 21003
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Step Description: Close the Shipments window

Expected Results: Return to the Autocreate to Purchase Order window

{53 Oracte Applications - AMMS NEWTIST as of 3/31/0%

TR ava, Shaton

UM Number i poyerar
| Duserigton Hazsed

Nota To S
SINGLE DATE LOT CODE

; Rocyeled Material, Re T'tlo-}d_.v_xf! lons
IMazardous Dangerons NonHazaulous

i B M“m.'“-r“‘f Hazardous
Fﬁ ons Dangerons Kon Hazardous
Shughe date lat code HOb [Hazardous Dangerons Non Hazardous

- 5 |
[ gwaog W Comny

Page: 339 of 1264



Step Description: Note that the Status says “Requires Re-Approval”, you now need to
Approve the Purchase Order. Click on the Approve Button

Expected Results: Approval document window will appear
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Step Description: At the Approval Documents window, make sure the Submit for
Approval button is checked, remove the check mark from the Email field, click on the Ok
Button

Expected Results: Note window will appear
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Step Description: The Note window tells you that the “document has been submitted for
approval” click OK to the Note window.

Expected Results: You will return to the Purchase Order Summary to Purchase Order
window

— ‘)

K 1w At
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Step Description: Take note that the Status on the PO is now Approved.

53 Oracte Applications - AMMS NEWTIST 1271944

SHRTNASA GSFC RRUEINASA GSFC

crphin

Promisad Nsaa By Sugelier tam
13 JAN 200% |17 DEC 2004
13JAN2005  |17-DEC2004
13 JAN 2005 22 DEC.2008
[13JAN2005  (16-DEC2004
13 AN 2005 17.0€C.2004

) ae Create P

You are complete. You have added a requisition to an existing purchase order.
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AMMS TRAINING SCRIPT

Cancel Purchase Order Line

Purpose

The purpose of this training script is to show how to cancel a purchase order libe
and the associated requisitions.

Audience

Buyers, Material Coordinators

Prepared By | Theresa Coulson

Creation Date: | 08/05/2005

Document Name | Cancel PO Shipment Line.doc

Version | 4

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Purchasing.
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Step Description: Sign onto Oracle and select the Purchasing
AMMS responsibility.

Expected Results: Purchasing AMMS main menu will appear

25 Oracte Applications - AMMS NEWTIST as of /31/0%
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Step Description: From the Purchasing AMMS main menu select
Purchase Order > Purchase Order Summary, click on Open

Expected Results: Find Purchase Order window will appear

Pusehiss Orders:Purchiase Order Summasy
Buyer Werkbonch

Notifications
Supplier ltom Catalog
hom Search
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Step Description: In the Number field enter the Purchase Order
number, click on the Find button

Expected Results: Purchase Order Header window will appear

s - ANMS NEWTIST as of 373105
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Step Description: At the Purchase Order Header window click on
the Lines button

Expected Results: Purchase Order Lines window will appear

L0 QW T AT DETT?
o
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Step Description: Select the line that you want to cancel by
placing the blue box at the beginning of the line, then click on the

Shipments button

Expected Results: Purchase Order Shipments window will appear

LSOO T ROW DO LTI PE?
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Step Description: Use the scroll bar move to the right, make sure
there is still a quantity due for the material, make sure that the
shipment line has not been billed (if the gty due field is zero you
can not cancel the line, if the qty billed field greater then zero
you can not cancel the shipment line) if everything looks to be
fine from the tool bar select Control

Expected Results: Control Documents window will appear

SR e LTI HETTY
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Step Description: From the Control Documents window, make
sure the Cancel PO Shipment action is blue, place a check mark in
the Cancel Requisition box; this will also cancel the requisition. In
the Reason field enter a brief description as to why you are
canceling this PO Shipment Line. Click Ok

Expected Results: Caution window will appear

=3P O S ewEE IR RS w2
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Step Description: Click OK to the Caution window, “Once this
document is Cancelled, it can not be undone. Do you want to

proceed?”

Expected Results: Note window will appear
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Step Description: Click OK to the Note window, “Control Action
Is completed successfully, Please re-query to see changes”

Expected Results: Return to the Purchase Order Shipment window
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You have completed the cancellation of the PO line. Close all
forms.
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AMMS TRAINING SCRIPT

Cancel Purchase Requisitions

Purpose

The purpose of this training script is to show how to cancel purchase requisitions

Audience

Material Coordinators, Team Leads

Prepared By | Theresa Coulson

Creation Date: | 05/04 /2006

Document Name | Cancel Requisition.doc

Version | x

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Purchasing.
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Step Description: Sign onto Oracle and select IM Purchasing
AMMS responsibility

Expected Results: IM Purchasing AMMS main menu will appear
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Step Description: From the IM Purchasing AMMS main menu
select Requisitions > Requisition Summary, click on the open
button

Expected Results: Find Requisitions window will appear
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Step Description: You can either enter the requisition number or
the item number. Enter the requisition number in the Requisition
Number field, or the item in the Item,Rev field. At the results area,
select Lines. Click on the find button

Expected Results: Requisition Lines Summary window will
appear
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Step Description: From the tool bar select Tools > Control

Expected Results: Control Document window will appear
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Step Description: At the Control Document window select Cancel
Requisition Line, click OK

Expected Results: Caution window will appear
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Step Description: Click OK to the Caution window

Expected Results: Note window will appear
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Step Description: Click OK to Note window

Expected Results: Return to Requisition Lines Summary window

SZVOTG LS & IR AT S
85197 feg : ; 1 Se*
Finalty Close
"
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Cancellation of Requisitions is completed.
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AMMS TRAINING SCRIPT
Create Blanket Purchase Order

Purpose

The purpose of this training script is to show how to create a Blanket Purchase
Agreement.

Audience

Buyers

Prepared By | Theresa Coulson

Creation Date: | 03/28/2005

Document Name | Create Blanket Purchase
Agreement.doc

Version | 3

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Purchasing.
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Step Description: Sign onto Oracle and select the Purchasing AMMS
Responsibility

Expected Results: Purchasing AMMS main menu will appear
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Step Description: From the Purchasing AMMS main menu select Purchase
Orders > Purchase Orders click on the open button

Expected Results: Blank Purchase Order screen will appear
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Step Description: At the blank purchase order window, in the Type field
change this to Blanket Purchase Agreement

Expected Results: Field will be populated with Blanket Purchase
Agreement

< R seksopdos
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Step Description: In the Supplier field either, enter the supplier name or
click on the LOV and select the supplier for this BPA.

Expected Results: Supplier field will be populated
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Step Description: Click in the [ ] this will open the PO Headers Descriptive
Flex Field. In the Descriptive Flex Field enter the GL account number for
the BPA and any suffix for the BPA, click Ok

Expected Results: Field will be populated, return to Purchase Order window
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Step Description: In the Amount Agreed field enter the total dollar value for
the BPA

Expected Results: Field will be populated with dollar figure
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Step Description: At the Line level, Item tab, enter the item number for the
BPA

Expected Results: Item, Description, and UOM fields will be populated
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Step Description: Scroll over to the Price field and enter the cost for this
Item, this is usually $1.00

Expected Results: Field will be populated
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Step Description: Scroll over to the Supplier Item field and enter the part
number for this item

Expected Results: Field will be populated
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Step Description: Save your work, click on the Save button on the toolbar

Expected Results: PO number assigned, Transaction Saved and Applied
message
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Step Description: Click on the Term button at the bottom of the window

Expected Results: Terms and Conditions window will appear
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Step Description: Enter the Effective Date, in both fields and the Amount
Limit, Save your work

Expected Results: Field will be populated and Transaction Saved and
Applied message
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Step Description: Close the Terms and Conditions window

Expected Results: Return to Purchase Order Summary to Purchase Order
window
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- CR Coate Bkt Pach,
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Step Description: Approve the BPA, click on the Approve button

Expected Results: Approval Document window will appear

E’; Oracte Applications  AMMS NIWTIST as of 07-14.2005
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Step Description: Remove the check mark from the email box, and click
OK

Expected Results: Note window will appear

pes Orache Applications  AMMS NIWTIST as of 07-14.2005

. littnry AS -
TR TECHNETOOL INC
JTIR NASA GSFC

SIS Coutson, Theresa
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Step Description: Click OK to the Note

Expected Results: Window will go away, status on BPA will be Approved

EEBTINASA GSFC
S Coutson, Theresa Status m

r»'uaxsmmm

dkliodmtensojckae

o A sekSopdo e

You have created a Blanket Purchase Agreement
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AMMS TRAINING SCRIPT
Create Expense BPA Release

Purpose

The purpose of this training script is to show how to create an Expense BPA
Release

Audience

Buyers

Prepared By | Theresa Coulson

Creation Date: | 12/14/2004

Document Name | Create Expense BPA Release.doc

Version | 4

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Purchasing.
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Step Description: Sign onto Oracle and select the Purchasing AMMS
responsibility

Expected Results: The Purchasing AMMS main menu will appear

E;; Oracte Applications  AMMS NIWTIST 11729/04

Purchase Orders

Notificasionns Tap Tan List
Supplier ltem Cataloy
Hem Search

+ Requisitions

AuteCreate
« RFOQ%s and Ouotations
. R.l).m

Change Organizatiens
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Step Description: From the Purchasing AMMS main menu select Purchase
Orders > Releases, click on Open

Expected Results: The Release window will open

F DoEUmE.
Purchase Orders:Releases
Releases
Notificasionns p Tap Tan List
Supplier ltem Cataloy
Hem Search
+ Requishtions
- Paichase Orders

Purchase Order Snmmarty
Purchase Orders

PO Change Hisory
Exconded Price Tolarances
Pending Purchnss Onder Char
Astte Cromte
+ RFO% and OQuotations
+ Reports 3]
! Change Orqanizations »
~ 5

B

Page: 381 of 1264



Step Description: In the PO,Rev field enter the BPA number, then tab

Expected Results: BPA information will populate
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Step Description: Go to the Release field, you can create any release
number that you want, or you can let Oracle default the release number, if
you want to change the number click in the field and enter the new release
number

Expected Results: Release number will change if new number entered

pes Orache Applications  AMMS NIWTIST 11729/04
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Step Description: At the bottom of the screen at the Shipments tab click in
the Number field, the number will default, if you would like you can change
this number to any other number.

Expected Results: Number field will be populated

Applications  AMMS NEWTIST 11729004

=

W Firec B Accoptunce Regured Duye By _

s e MR : SO {4 D¢ 2004

Org SwpTo
MASA GSFC
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Step Description: Tab to Line field and enter the line number

Expected Results: Field will be populated

g;’-;; Oracle Applications  AMMS NIWTIST 11729/04

ip-To Lom
B8 [<ASA GSFC  [Each
-
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Step Description: You will see that the Organization and Ship to will
Default

Expected Results: Fields will be populated

r-:; Oracte Applications  AMMS NIWTIST 11729/04

PAPA AUTO PARTS

T T T
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Step Description: Tab to the Quantity field and enter the COST of the
release. Example 21.21

Expected Results: Quantity field will have cost

r;; Oracte Applications  AMMS NIWTIST 11729/04

Oy Ship-To UOM Quantity
|GSF [MASA GSFC  [Each [21.21

=
U 1910.00.497.0067  WPAPA AUTO PARTS
[ e

Page: 387 of 1264



Step Description: Tab to the Promise Date field and click on the LOV enter
the date the material is scheduled to arrive. Tab to the Need By date field
and click on the LOV also select the date the material is scheduled to arrive.

Expected Results: Fields will be populated

{53 Oracte Applications - AMMS NEWTIST 11729/04

HPO AW ¢

ey
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Step Description: Click on the Distributions button at the bottom of the
screen

Expected Results: The Distributions window will open

Account Description

Chamge
Accnsl
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Step Description: Use the scroll bar and move to the Charge Account field

Expected Results: You will see Charge account field

E’; Oracle Applications  AMMS NIWTIST 11729/04

Sutrwantory 'Oumly Charge Account
2121

D

Account Description
T Godidar . Miscellaneous Valie, Miscell Budyel
Aconsal collaneous, Miscollanesus Value M Vatisece (Y lisc.
U 1910 00497 0067 PAPA AUTO PARTS
[ Aguogent W Qiibtions |
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Step Description: Click on the LOV and enter the Expense GL number (GL
number will always start with GD for Goddard or WF for Wallops)

Expected Results: Fields will be populated

55 Oracte Applications - AMMS NEWTIST 11729/04

i Sutrwantory Quantty

212

Account D¢

Chamge | +

A G Boose o
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Step Description: Click OK to the Charge Account window and the Charge
Account field will be populated

Expected Results: Charge Account window will close and Charge Account
field will be populated

Charge Acooun
G0.0000.00.9000.00. 55050 000

Accoumt llmrlp!lnn

Chamge vd..nllcau-\ldum
Accnal aneous, Miscollanasus Volue, M| v

— PAPA AUTO PARTS
[ Agwegert [ Qistibutions |

=\ —— SRR 20 v e B TS s Qe LR ]
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Step Description: Close the Distributions window

Expected Results: You will return to the Purchase Order Summary to
Release window

r-:; Oracle Applications  AMMS NIWTIST 11729/04

oo I | W

Org_ SwipTo LOM uantity _ Prica Promized
GSF MASA GSFC  [Each [21.21 it WOEC200 . =
=

PAPA AUTO PARTS
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Step Description: Click on the More tab

Expected Results: Window view will change

{53 Oracte Applications - AMMS NEWTIST 12/19/4

bt ARD PA -
TIN Coulson, Theresa

W Fjrec B Accoptan
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Step Description: Go to the Match Approval Level field and change to 2
Way Match, THIS MUST BE DONE FOR ALL EXPENSE RELEASES

Expected Results: Field data will change

{53 Oracte Applications - AMMS NEWTIST 1271944

BP0 D 0SB & I

EW m ’

Suppier

W Fimrec B Agcoptunce Rogur

Receigt Close Imvoice Cloge
Tolerance % Telerance %

=

—
—

Page: 395 of 1264



Step Description: At the end of the line click in the [ ] field

Expected Results: PO Lines Location window will appear

g’;;; Oracte Applications  AMMS NIWTIST as of 0471972006

\ {1 { ‘
DTN Coulson, Theresa

W Firec B Accoptunce Regured
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Step Description: From the AMMS Project field click on the LOV and
select the appropriate GL number for the release you are creating, click
OK

Expected Results: AMMS Project field will be populated

{;; Oracle Applications  AMMS NIWTIST as of 0471972006

0O0-8412-20-1070-05-51 300-000
GD-§412-20-1770-05-54 200-000
i GO-£412-20-2270-05-51800-000
GD-5412-70-1770-05-51900-000
GD-8412-20-1200-05-21 200-000
G0-8412-20-1560-05-51 900-000
GD-8412 20 2400-01 -57000-000

GD-8413-10-0010-0% 50600-000
GO-8413-10-001 - 05-50700-800
GD-8413.10-0010.05.51100.000
GO-28413-10-001 0-05-51 J00-000
0D-8413-10-0010-05-51400-000
GO-2413-10-0010-05-51 £00-000
GD-841 3-10-001 0-05-51 £00-000
GO-8413-10-001 0-05-47 200-000

AN S48 40 O0d 0 08 £4000 000
.

Note: Enter a GL project number for each line on the release.

Descripson = 5
HET REINBURSABLE-EQUIPNENT MANT
NASA HO REIM-EQUPMENT NAINT

NASA HO REIM-NICROFILM

NABA HO REIM- OTHER

LAUREL WHEE REIN - ECGLAPMENT MAINT
LAIREL WHEE REIM -0THER NISC
JWST-I15IM (EEE)

PROGRAM MGT.CFFICE BUPPLEE
PROORAM NOT-PRINTINGPUES
PROGAAM NGT-POETAGE

PROGRAM NGT-EQUIPHNENT MAINT
PROCRAM NOT-SYETEMS SOFTWARE
PROGRAM NGT-COMP, HOWRESF TWRE
PROGRAM NGT-TRAILER LEASES
PROGRAM NGT-MCROFILM

BOAGEAM VAT OTLED M0
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Step Description: Click OK to the PO Lines Location window

Expected Results: Return to Autocreate to Release window

ippber
TIN Coulson, Theresa

W Firaec W Accoptunce Regured

JWET-MREPETD (EEE)

Note: Enter a GL project number for each line on the release.
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Step Description: Once you have entered a GL project number for each
line on the release, Save your work

Expected Results: Transactions Saved and Applied

F_;- Oracte Applications  AMMS NIWTIST as of 0471972006
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Step Description: Save your work

Expected Results: Transactions completed and Saved message

{53 Oracte Applications - AMMS NEWTIST 11729/04
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Step Description: Click on the Approve button at the bottom right of the
screen

Expected Results: The Approval Documents window will open

23 Oracte Applications - AMMS NEWTIST 11729/04

Relksan - ] NI 14 DEC 2004
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Step Description: Un-check the Email box, make sure that the Submit for
Approval box is checked and click OK

Expected Results: A Note window will appear

23 Oracte Applications - AMMS NEWTIST 11729/04
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Step Description: Click OK to the Note, Document has been submitted for
Approval

Expected Results: Status on Release will say Approved

23 Oracte Applications - AMMS NEWTIST 11729/04

LM
GSF NASA GSFC  [Each WOEC2000 ., =

\
1
|

PAPA AUTO PARTS
[ e

You have completed this process.
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AMMS TRAINING SCRIPT
Create Expense BPA

Prepared by =~ Theresa Coulson

Author: Theresa Coulson
Creation Date 12/14/04

Last Updated: 8/6/2009

Version: 3

Buyers
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Step Description: Sign onto Oracle and select the Purchasing AMMS
responsibility

Expected Results: Purchasing AMMS main menu will appear

E;; Oracte Applications  AMMS NIWTIST 11729/04

Nosification Workhench

Top Tan List
Supplier Item Cataloy

Hem Search
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+ Purchase Osders _’_J
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-
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Step Description: From the Purchasing AMMS main menu select Purchase
Orders > Purchase Orders click on Open

Expected Results: The Purchase Order AMMS window will open

Purchase Orders:Porchose Onders
Purchase Orders

Notificasionns p Tap Tan List
Supplier ltem Cataloy
_tl Hem Search

+ Requishtions
:J - Puichase Orders
Parchase Order Summ

:!’ Releases

f] PO Change History

== Exconded Price Tolorances

_"J Pending Purchss Order Chay

Astte Cromte

+ RFO% and OQuotations

« Reports 3]

! Change Orqanizations =
~ 5

B
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Step Description: In the Type field click on the LOV and select Blanket
Purchase Agreement from the menu

Expected Results: Field will be populated with Blanket Purchase
Agreement

Conract Purchase Agreement
il Planned Purchase Order
Standand Purchass Order
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Step Description: At the Supplier field click on the LOV and select the
Supplier for this BPA

Expected Results: Supplier field will be populated with vendor name

U8 Blanket Purchase)

FASTENER DMENEIONS, INC
FASTENERE, NC
FASTPASE TECHNOLOGES INC
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Step Description: In the Descriptive Flex Field for the GL number, field has
[ 1, click in this field to open PO Headers window

Expected Results: PO Headers window will open

r;; Oracte Applications  AMMS NIWTIST 11729/04

FALCON STAINLES SR PAY & PURCH
URNASA GSFC GEBTINASA GSFC

e
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Step Description: In the PO Headers window if the PO has a Suffix enter
that information. In the AMMS Project field click on the LOV.

Expected Results: A list of GL account numbers will appear

{53 Oracte Applications - AMMS NEWTIST 11729/04

SR PAY & PURCH
LB NASA GSFC
S
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Step Description: From the GL menu select the appropriate GL number

Expected Results: The AMMS project field will be populated

{53 Oracte Applications - AMMS NEWTIST 11729/04

0GD-§351-70-1770-05-51 300-000
GO-2341-20- 270-05-51 £00-000
G0-8351-70-1270-05-541900-000
GO-§341-20-1800-05-%1 200-000
G0-8351-20-1860-05-51 900-000
GD-8341-20-2400-01.57000-000
00-8351-20-251 0-01-57000-000
0GD-§242:10-0010-0% 50€00-000
O0-8352-10-001 0-05-50700-800
GD-8342.10-0010.05.51100.000
GO-8352-10-001 0-05-51 300-000
0D-83%3-10-0010-05-51400-000
GO-2352-10-0010-05-51 £00-000
GD-8353-10-0010-05-51600-000
GO-8342-10-001 0-05-471200-000

AR S36Y 40 00 008 £4000 000
.
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PROGRAM MGT-PRINTINGFUGS
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ARAGEAM MOT ATHED Mo
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Step Description: Click OK to the PO Headers window

Expected Results: Will return to the Purchase Order window

{53 Oracte Applications - AMMS NEWTIST 11729/04
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Step Description: At the Items tab at the bottom of the screen in the Type
field click on the LOV

Expected Results: Line Type menu will appear

FEE CHIGNOLA. PAUL
smney

Expense Hems Exponsed tems
Gonds Guamty Al goOOE that are draidusl
Samre JAmourd Remburstie Senvices
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Step Description: From the Line Type menu select Expense Items

Expected Results: Line Type will change from Goods to Expense

g;’-;; Oracle Applications  AMMS NIWTIST 11729/04

§® GOV DN PR LTIY 51T
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Step Description: Tab to the Item field and enter the item number. If this is
an “Across the Contract” purchase no Item Number is needed, the Category
should say None-None

Expected Results: Field will be populated

{;; Oracte Applications  AMMS NIWTIST 11729/04

0, [ W T
S FALCON STAINLE] S
SR NASA GSFC Bi-Ti
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Step Description: Save your work

Expected Results: Transaction Complete message

23 Oracte Applications - AMMS NEWTIST 11729/04
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Step Description: Click on the Terms button

Expected Results: Terms and Conditions window will appear

25 Oracte Applications - AMMS NEWTIST as of 8/21/06

or | 5 ; ii la:l; 0
JINASA GSFC 3

SR Hall. Chack

Dsscnphion
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Step Description: In the Terms and Conditions window enter your Effective
Dates, and your Amount Limit. Save your work

Expected Results: Field populated, Transaction Saved and Applied message

g';; Oracte Appiications  ANMMS NIWTIST as of B/21/06

Agreamenl Controle

e CETTETTIN - GEELD
Amoum Lima m
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Step Description: Close the Terms and Conditions window

Expected Results: Return to Purchase Order Summary window

Agreameni Controle

(S 1 AUG-2006
i
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Step Description: Click on the Approve button at the bottom right of the
screen

Expected Results: The Approve Documents window will open

§® Foaa$l 8

ey N0 ERTERBlnket Purchase UL 4 DEC2
SRS ALCON STAINLE] Site ortact

tams
Num  Type tam lov Category Des

E Expanss fon 495000 A97 0067 PAPA AUTO PARTS

| ©
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Step Description: Remove the check mark from the Email box, make sure
the Submit for Approval box is checked, then click OK

Expected Results: A note window will appear

23 Oracte Applications - AMMS NEWTIST 11729/04
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Step Description: Click OK to the Note window telling you Document has
been submitted for Approval

Expected Results: Window will close and status on Purchase order will
change from Incomplete to Approved

23 Oracte Applications - AMMS NEWTIST 11729/04

INLL Sie CHIGNOLA. PAL

—Le 1

SIS INASA GSFC 5. Ta wancy (TR
Stati p T

tam Description
Exponse fon 4940 00 A97 0067 PAPA AUTO PARTS [Each

Expense BPA is created.
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AMMS TRAINING SCRIPT

Generate Manual Requisitions

Purpose

The purpose of this training script is to show how to create a purchasing
requsition

Audience

Material Coordinators, Supply Technician Leads

Prepared By | Theresa Coulson

Creation Date: | 01/10/2005

Document Name | Create Manual Requisitions.doc

Version | 2

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Purchasing.
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Step Description: Sign onto Oracle and select the IM Purchasing AMMS responsibility

Expected Results: IM Purchasing AMMS main menu will appear

53 Oracte Applications - AMMS NEWTIST 1271944

Notification Workbanch
Top Ten List

Supplier tom Catalog

hom Search
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Step Description: From the IM Purchasing AMMS main menu select Requisitions >
Requisitions, click on the Open button

Expected Results: The Requisition AMMS New window will appear

53 Oracte Applications - AMMS NEWTIST 12/19/4

Requisisions:Roquisitions
Requisitions
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Supplier ltom Catalog
hom Search
Requisitions
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Step Description: Click in the Item field and enter the stock number

Expected Results: Field will be populated

53 Oracte Applications - AMMS NEWTIST 1271944
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Step Description: Tab to the quantity field, Category, Description and UOM will default.
In the quantity field enter your quantity.

Expected Results: Field will be populated

53 Oracte Applications - AMMS NEWTIST 12/19/4

Num Rey  Categoty. Description UOM Guantity

B oo 12107500 [PAPER, COPYING. XEl[Box 100

i
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|
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Step Description: Tab to the Need By field, click on the LOV and select a date from the
calendar, this date will populate the Need by field

Expected Results: Field is populated.

53 Oracte Applications - AMMS NEWTIST 12/19/4
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Step Description: Click on the Source Details tab.

Expected Results: Window view will change

53 Oracte Applications - AMMS NEWTIST 1271944
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Step Description: If you need to put Notes to the buyer, type in the Note to Buyer field.
This is a free form field.

Expected Results: Field will be populated.

55 Oracte Applications - AMMS NEWTIST 12/19/4

Note to Buyer Buyet
al mast be on dock by 14505
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Step Description: Tab to the Buyer field, if a default buyer already exists for this item
this field will be populated. If the field is blank, click on the LOV and select the buyer to
assign to this requisition.

Expected Results: Field will be populated with buyer name.

RO Requesd

Num  Note to Buyer Buyet
.[l l;hls material mast be on dock Fava. Sharon

Page: 431 of 1264



Step Description: Click on the Details tab.

Expected Results: Window view will change

53 Oracte Applications - AMMS NEWTIST 1271944
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Step Description: If the requisition is Urgent, place a check mark in the Urgent box.

Expected Results: Box will be checked

53 Oracte Applications - AMMS NEWTIST 1271944

o Create Matusi Baos
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Step Description: Save your work and write down your requisition number.

Expected Results: Transactions Applies and Saved and you will get an assigned
Requisition Number.

55 Oracte Applications - AMMS NEWTIST 12/19/4
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Step Description: Click on the Approve button

Expected Results: Approval Document s window will open

53 Oracte Applications - AMMS NEWTIST 1271944

o Create Matusi Baos
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Step Description: Click OK to the Approval Documents window, the Submit for
Approval box should already be checked.

Expected Results: Note window appears

25 Oracte Applications - AMMS MEWTIST 12/19/4
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Step Description: Click on to the Note window, Document has been submitted for
approval.

Expected Results: Window disappears and screen has no data.

I’; Oracte Applications  AMMS NIWTIST 12/19/4

ST EECTTTED
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AMMS TRAINING SCRIPT

Create Standard Expense Purchase
Order

Prepared by Theresa Coulson
Author: Theresa Coulson
Creation Date: 10/16/08
Version: 1

Last Updated: 8/6/2009

Gives Instruction to the Buyers on how to create a standard
expense purchase order
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Step Description: Sign onto Oracle and select the Purchasing AMMS responsibility

Expected Results: Purchasing AMMS Main Menu will appear

B2 Oracte Applications - AMMS HEWTEST as of 050800

Supplier ltem Catalog
Hom Search
+ Roguisitions
+ Purchase Ovders
+ Supply Boase
AutoCroste
+ RFQ% and Quotations
+ Reports
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‘4 .start
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Step Description: From the Purchasing AMMS Main Menu select Purchase Orders >
Purchase Orders and click on the Open button

Expected Results: Purchase Orders AMMS (New) window will appear

B2 Oracte Applications - AMMS HEWTEST as of 050800

Functions | Documan

Purehase Orders:Purchase Ordars
Puschase Orders
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Step Description: In the Purchase Order AMMS (new) form enter the supplier that you
are placing the purchase order with, you can click on the List of Values (LOV) or enter
part of the supplier name. After you enter supplier hit the Tab button

Expected Results: Supplier field and other fields will be populated.

U Standard Purchas

HELD TECHNOLOGY CORP 282
HELD TECHNOLOGY CORPCRATION ol
HELLO DRECT 4%
HENRY'S WRECKER SERVICE 2166
HERAEUS OFTICS, INC 2390
HEROO ERQONOMKC SUFPPORT SYBTEMS . 2330
HERNAN MILLER CIO CORPORATE EXPR.. 2474
HERNAN NILLER CXO SUPPLY SOURCE | 2893
HERTZ 3200
HEWLETT PACKARD CONPANY b ¥]
HEXCEL 219z
HEXCEL SCHAEBEL

et

Tl start

Page: 441 of 1264



Step Description: Click in the Descriptive Flex Field (DFF) and enter the appropriate GL
number and any suffix for the PO click OK to close the DFF window

Expected Results: Field will be populated

wche Appiications - AMMS HREWTEST as of 050800

U1 Standard Purch

Sa HERAEUS 0PTIC: SMRPURCH
SIS NASA GSFC CERI NASA GSFC
S Coulson, Theresa St

Dsscrphion

LU RS TR GO 84 13-10-0010-05 51500 000 PROGRAM MST.COMP HUWRESFT
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Step Description: Save your work, a Purchase Order number will be assigned

Expected Results: Fields populated

£S5 Oracte Applications - AMMS NEWTEST as of 0508700

NRE_MEM ‘Windiw tip

SUSPI XD BRI LTS

exp
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Step Description: Click on the Paper Clip on the tool bar and add your standard
attachment and any other attachments that are needed for this purchase order

Expected Results: Attachments will be assigned

SN MERAEUS OPTICS
SNE-TH MNASA GS§ ‘=
S Coutson, Theresa

‘4 start
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Step Description: At the line level of the PO click in the Type field click on the List of
Values (LOV) and select Expense Items

Expected Results: Field data will update

R HERAEUS OPTIC SMRPURCH |
JRIIR NASA GSFC LTI NASA GSFC
2 Coulson, Theresa Statis

3
Fing

Value Baziz | Destription
Amount BPAs for Olnes Direet Cosls

Quanity AR goods thal are indwidush
Amount Roimbursiie Samices

ainlier 4

Tl start e 17 : T sou
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Step Description: In the Item field enter the Expense Item Number, tab to the next field
If this is an “Across the Contract” purchase no stock number is required but the Category
needs to say None-None.

Expected Results: Fields will be populated

S MERAEUS OPTICS Site (00
ST NASA GSFC EEBTIINASA GSFC
I Coutson, Theresa S Wincomplets

Dsscrphinn

Typs am
[Expense ften 589500 GO5 0727 |~

‘4 start o M0 - R T R v Y T cSEBF. T
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Step Description: In the Description field enter the actual name of what you are ordering,
this does not have to be a proper noun

Expected Results: Description of items will change

cle Appiications - AMMS Production

EEBTIINASA GSFC

St 7

Num  Type

{Expanse Hten 710 00 £ UR 0083 :
Expense ten 713000 FURD0B3 | 12037480 |Return wiHingd Mod|Each |
Expense lten 7130 00 ¥ UR 0083 Cradanza 2drw Lat [Each
* [Exponse hen| 719000 FURD083 | 12137990 [HuschTasklightTckE|Each |1
Expanse ften /190 00 5 UR 0083 - 18" Comtarence Tabl|[Each
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Step Description: In the Quantity field enter the quantity for this purchase order

Expected Results: Field will be populated

22 Oracte Applications - AMMS NEWTEST as of 050800

S WERAEUS OPTICS
SIS NASA GSFC
S Coultson, Theresa

AMERIPACK CORPO
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Step Description: Tab to the Price field and enter the cost for this expense item

Expected Results: Data will update

': Oracte Appications - AMMS NEWTEST as of 050800

WRE_MET) ‘tindie  Hip

VSP XD @RILETIH

SR HERAEUS OPTICS
SIS NASA GSFC

S Coultson, Theresa

AMERIPACK CORPO
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Step Description: Tab to the Promised field and enter Estimated Delivery Date for the
material, enter the same date in the Need by field

Expected Results: Fields will be populated

‘4 start
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Step Description: Tab to the Supplier Item field and enter the part number for the
expense item

Expected Results: Field will be populated

£ DIRAEUSDPYI

Dsscrphinn

‘4 start
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Step Description: Click on the Shipments button at the bottom of the window

Expected Results: Shipments window will appear

SRS HERAEUS 0PTICS SMeuRCH |

= By Supgtier Han:
A0CT2008  MIVETHURSHGST

‘4 start
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Step Description: Click on the Distribution Lines at the bottom of the Shipments window

Expected Results: Distributions window will open

£S5 Oracte Applications - AMMS NEWTEST as of 0508700

4 _POONRE_MEN ‘Windiow tip
SOSPI XD @R LTS P

ShipTo UOM Quanity  Promised Date  Need-8y.
SF NASA GSFC  [Each 1 36.0CT2008  [30.0CT 2008
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Step Description: Slide over to the Charge Account field and change the account number
to reflect the appropriate account

Expected Results: Data will change

Bum And Shipment Detuils

- Line Kum m
1 %895 00 |

‘4 start
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Step Description: Save your work and close the Distributions window

Expected Results: Return to Shipments window

K

Do And Shipme it Detiuils

- Line Num _ Shipmont Num _ C

FRMAINY Tranesctnn ramalste 2 Vvt

4 start en ee Bw
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Step Description: In the Shipments window click on the More tab

Expected Results: Window view will change

wche Appiications - AMMS HREWTEST as of 050800

. UOM Quantity  Promised Date
NASA GSFC  [Each 1 30.0CT 2008
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Step Description: At the More tab change the Match Approval level to 2 Way

Expected Results: Data will be updated

Recsipl Close
Num  Tolerance (%)

Ivoics Chss

Telgrance (% |
001
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Step Description: Save your work and close the Shipments window

Expected Results: Return to Purchase Order window

Recsipl Close
Num  Tolerance (%)

Ivoics Chss

Telgrance (% |
o

FRMAMIMN
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Step Description: Repeat all of these steps for each line on the Purchase Order

Expected Results: Purchase Order will be updated
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Step Description: Click on the Approve button at the bottom of the window

Expected Results: Approve Documents window will appear

Sy MERAEUS OPTICS Sie

Dsscnphinn

NASA GSFC

Fromised MesdBy Suppier ftans
00CT2008  JI00CT2008  M/YSTHUKSHGS!
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Step Description: Remove the check mark from the Email back and click OK

Expected Results: Notice window will appear
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Step Description: Click OK to the NOTE window

Expected Results: Status on PO goes from Incomplete to Approved

5 - ANMS NEWTEST a5 of 050800 ] 'i‘

ORACLE

HOLYAKFOLL
uso
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Step Description: Now Print your Purchase Order using your How to Print a PO script

Expected Results: PO will print

LEBTEINASA GSFC
S Coulson, Theresa Siatos m

Promised MesaBy Supgtier Han:
WOCT2008  30.0CT2008  M7YGTHURSHGS!
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AMMS TRAINING SCRIPT
Create Purchase Order Attachment

Purpose

The purpose of this training script is to explain how to create an Purchase Order
attachment.

Audience

Buyers

Prepared By | Theresa Coulson

Creation Date: | 08/11/2005

Document Name | Creating a Purchase Order
Attachment.doc

Version | 2

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Purchasing.
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Step Description: When you have created your purchase order, and you want the
attachment at the header level, click on the paperclip on the tool bar

Expected Results: Attachment window will open

':7,- Oracle Applications  AMMS NIWTIST as of 07-14.2005

R TR IEN

Sa m SIERPAY & PURCH
SHRTNASA GSFC CEBTINASA GSFC
I Contson, Theresa SUE incomplets |

n

Ham Ry Citegory Description
{Gowds 5930 00 £48.130) CAPACITOR, FIXED
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Step Description: In the Category field click on the LOV and then find who you want the
attachment to go to, usually this is To Supplier, in the Data Type field, select Long or
Short Text

Expected Results: Field will be populated, bottom portion of screen will be yellow.

55 Oracte Applications - AMMS NEWTIST as of 07-14.200%

Categary DataTypo sy B2 Chieged
To Supplisr Long Text v *

fagricaton (LIRS

< sk Sope doe
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Step Description: At the bottom of the screen, hit the enter button once to move down

one line, then type in any important information that the Supplier must know about the
purchase order.

Expected Results: Field will have data

55 Oracte Applications - AMMS NEWTIST as of 07-14.200%

fagricaton (LIRS

s matedial mast be packaged correctly, Single date lot code required for material, manfactures Certificate
of Compliance required for material, Data pack required for matesial. |

< sk Sope doe
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Step Description: If you have a standard attachment for every purchase order, with the
curser in the Category field, click on the Document Catalog button at the bottom of the
window.

Expected Results: Document Catalog window will appear

55 Oracte Applications - AMMS NEWTIST as of 07-14.200%

OataTyps sy B2 Changsd
Long Text v *

Ertity NamePO Haade
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Step Description: In the Description field type in the name of the standard attachment
then click on the Find button

Expected Results: Name of standard attachment will appear at the bottom of the screen

LN e e IR TS w2

mafed|

o Supplier ot Toxt dard 18
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Step Description: Select the attachment that is to go onto the purchase order, and then
click the Attach 1 button

Expected Results: Return to Attachment window

LN e e IR TS w2

imajed

o Supplier ot Toxt dard 18
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Step Description: You can add as many attachments at needed to a purchase order.
When you have added all of your attachments, click on the Save icon, then close the
attachment window

Expected Results: Return to Autocreate Purchase Order window.

55 Oracte Applications - AMMS NEWTIST as of 07-14.200%

PURCHASE ORDER NUMBER MUST APPEAR ON THE OUTSIDE OF BOX OR SHIPMENT WILL BE REFUSED,
PACKAGING MUST IDENTIFY IF PRODUCT HAS A SHELF LIFE

F. FOR TECHNICAL DIFFICULTIES OR OTHER REASONS, THE CONTRACTOR BECOMES UNABLE TO DELIVER
ATERIALS FOR SERVICES AT THE SPECIFIED TWME, NOT WITHSTANDING THE EXERCISE OF GOOD FAITH

AND DELIGENT EFFORTS IN MEETING THE SCHEDULED DELIVERY, THE CONTRACTOR SHALL GIVE 0SS
urzg&ummam&nwwmmmnawmuncumnmvm
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AMMS TRAINING SCRIPT
JIT Expiration Date

Purpose

The purpose of this training script is to show how to reset the JIT expiration date.

Audience

Purchasing Manager

Prepared By | Theresa Coulson

Creation Date: | 02/03/2006

Document Name | JIT Expiration Date.doc

Version | 2

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Purchasing.
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{53 Oracte Applications - AMMS NEWTIST as of 1/31/72006

SR IMNASA GSFC y ([0

F Edes - {hvederie

Click on the Agreement Tab, scroll to the right, in the Expiration Date field, click on the LOV and select a
date, or enter a date. Save and Approve the PO.
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AMMS TRAINING SCRIPT

Manual Closure of Purchase Order,
Blanket Purchase Order, and Blanket
Purchase Order Release

Purpose

The purpose of this training script is to explain how to manually close a purchase order,
blanket purchase order, or blanket purchase order release.

Audience

Buyers

Prepared By | Theresa Coulson

Creation Date: | 11/17/2005

Document Name | Manually Close Purchase Orders.doc

Version | 2

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Purchasing.
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Step Description: Sign onto Oracle and select Purchasing AMMS
responsibility

Expected Results: Purchasing AMMS main menu will appear

25 Oracte Applications - AMMS NEWTIST as of 9/28/200%
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Step Description: From the Purchasing AMMS main menu select, Purchase
Orders > Purchase Order Summary click on the Open button

Expected Results: Find Purchase Order window will appear

25 Oracte Applications - AMMS NEWTIST as of 9/28/200%

Puschiss Orders:Purchase Order Summary
Buyer Wetbkbonch
Notdications & Top Ten List
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Step Description: In the Number field enter the Purchase Order (PO)
number, if you are doing a Blanket Purchase Order (BPA) also enter the
Release number in the Release field. Click on the Find button.

Expected Results: Purchase Order Header window will appear

53 Oracte Applications - AMMS NEWTIST as of 9/28/200%
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Step Description: From the tool-bar select, Tools > Control

Expected Results: Control Documents window will appear

Lo - Aceviwres F Suen W8 REd
Ereterences
Cops Uy
& PO_SOURCING CRESTE_B_AUCTION
PO_BOURCING_CREATE_SRFQ
Nrar Pi MINKGE FHIERONERS Type Glabal Owning Org
£OVEY, CHINOE =etoRy inket Rele -
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Step Description: From the list of Actions select CLOSE, highlight so that
the line is blue. BE SURE THAT YOU ARE ON CLOSE, DO NOT EVER
SELECT FINALLY CLOSE.

Expected Results: Close will be highlighted

Cancel Release

{

lose
Finalty Close
N Freeze

On Hold
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Step Description: After you have selected Close, click OK

Expected Results: Note window will appear

e O B ewEE IR TS wl?
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Cancel Release \pp
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Step Description: Click OK to the Note window

Expected Results: Return to the Purchase Order Header window

25 Oracte Applications - AMMS NEWTIST as of 9/28/200%

Cancel Release

Close |
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AMMS TRAINING SCRIPT
Notification Approval

Purpose

The purpose of this training script is to explain how to approve purchase orders
that are forwarded for approval.

Audience

Buyers

Prepared By | Theresa Coulson

Creation Date: | 07/09/2008

Document Name | Notifications Approval of Purchase
Orders.doc

Version | 2

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Purchasing.
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Step Description: Sign onto Oracle and select Purchase Super User Responsibility

Expected Results; Purchasing Super User main menu will appear

53 Oracte Applications - AMMS NEWTEST as of 0508700

Notifications Summary
Notitications

Top Ten List
Supplier ltem Catalog 1. Requisition Summary
Hom Search 2. Purchase Order Summary
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Step Description: From the Purchasing Super User Responsibility select Notifications
Summary, click on open

Expected Results: Work list will appear

ES5 Oracte Appiications - ANMS NEWTEST as of 050800

Top Ten List
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Hom Search 2. Purchase Order Summary
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Step Description: Items that are on the Work List are items that are waiting for approval.
Select the item you want to approve, click on the item name in the subject box.

Expected Results: Notifications Details box will appear
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Step Description: This window give you details about the purchase order. The Approval
Action box should be defaulted to Approve, click on the Submit Button to Approve the
PO

Expected Results: You will return to the Work List

53 hittplamemsmain. gsfc, nasa. gov 8003 - Detadl motifacation for Booker, Lizabeth - Mozilla Firefox
1 Oracln Appleations 111 |1 Dutwd netification for Booker, the.. ) .
-~
| @ Norification Details 7 > ORACLE
From Coolson, Theresa
To Booker, Flizabeth Seee 09-JUL-2008 09:40:48
Subject Standard Parchase Order 49099 for USD 733697220 requires your approval,

Standard Purchage Order 49095 foe TSD 7336972 50 requares your ippeoval

PO Amewrr USD 7336972 50

Forwarded Freen Coulson, Thereza

Preparer Coulson, Theresa

Note

Purchase Order Lines

The first 20 Purchiase Order bnet wre summarizad below For mformation on addtional tres, I you are logged mto the system, please thek the open document

xon

Lime  Itemn Number Rev, Item Description UOM Quantity Unit Price Lime Amount

1 (7530.00.N83.4436 PAPER, COPYING, XERO |Box ‘ 33} 22332 .J. 733697250

Approval Sequence -

Keturn 1o Worklut s
Esownrd To &
iote
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I
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Step Description: If there are multiple Purchase Orders to approve repeat the process for
each item

Expected Results: Purchase Orders are approved
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AMMS TRAINING SCRIPT
Printed Copy of Purchase Order

Prepared by Theresa Coulson
Author: Theresa Coulson
Creation Date: 5/2/05

Version: 1

Last Updated: 11/24/2010
Buyers

AMMS Training Script:

This will show how to print out a purchase order
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Step Description: Sign onto Oracle and select Purchasing AMMS
responsibility

Expected Results: Purchasing AMMS main menu will appear

E;; Oracle Applications  AMMS NEWTIST as of 3731/0%

Notitication Workbanch
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hom Search
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Step Description: From the Purchasing AMMS main menu select Reports >
Run, click on the Open button

Expected Results: Submit a New Request window will appear

fj:j Oracle Applications  AMMS NIWTIST as of 3731/0%
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Step Description: From the Submit New Request window select Single
request, click OK

Expected Results: Submit Request window will open

Raports:Risn

Subiwit 1equests
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Step Description: In the Name click on the LOV

Expected Results: Reports window will appear

{53 Oracte Applications - AMMS NEWTIST as of 3/31/0%5
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Step Description: From the list of reports find Printed Purchase Order
Report (Portrait Custom Form)

Expected Results: Parameters window will appear

U Pronted Purchase Order Repon (Portrat - custom S|
Cpurating Unat )
Langiage ican English

Language Settings .. Capog Cptions
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Step Results: In the Print Selection Field, click on the LOV and select ALL,
in the Purchase Order Number From field, enter the PO number, in the
Purchase Order Number To field enter the PO number. Change any other
data as required Click OK

Expected Results: Fields will be populated, Return to Submit Request
window

53 Oracte Applications - AMMS NEWTIST as of 3/31/0%
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Run
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Step Description: Click on the Submit button

Expected Results: A decision window will appear

{53 Oracte Applications - AMMS NEWTIST as of 3/31/0%5

At Ihawe Times,,

Upon Completien.

Ta S all Ouepant Files
Prnt1a {8

EETTIE T

R T

Page: 495 of 1264



Step Description: Click No to the Decision

Expected Results: Window will go away, return to Purchasing main menu

Language Settings .. Capug Cpions

Q Requant scbwitted m
(Raguast 0= 4056EA1)

vegom all Outonn Filun ¥ 3 thie recuast?
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Step Description: From the Toolbar select View> Requests

Expected Results: Find Requests window will appear

y )
+ RFO= and Ouctaties
+ Supely Base
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Step Description: Click Find on the Find Requests window

Expected Results: Your list of requests will appear

Seloot the Number of Days 1o View.
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Step Description: Once the concurrent job has completed normal, click on
the View Output button

Expected Results: PO will open in a PDF file

-

PO SO eNs e AT s ?

Refrash Dats Eind Requests Sibent @ New Request

i Purchase Ordor mpoted vmal , 34068, 34068, ,, .. ¥, . Y., 105"

 |AMMS Summiaty JON Us)| |Completed  [Mormal 20050301 00:00:00, 20050331
|, Guantity On Hand {Camptotad | Nonmal 184, #1, , . FORRDS. FORRDS,

Hutd Ragups View Detyls . View Output

Canval Repnss ‘Dagpozbes View Log.
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Step Description: Print the PO from the PDF file

Expected Results: PO will print

FHOWRR.exe {appbcation/pdf Object)  Mozilla Firefox
Dl Lt Wew ftegory [Qocknads ook deb
X A L) temliaremanosz sf.nsse gov 00O _CRPHOWRR, mx eve_Hw 2519252701 o= 2y ’

A Most ekad @ Gatting Rarted L Lavest weacines [a 0Ew. (Gl rewrEsT ) Logn 8 Glester Washngon D | ] REZ
| Cracke Appicatiore s Page ) itpfannsagps2 Smcbcigvismtest | | | | Orac Apgicatis Ri ] FNDWRR.exe (spplication/pd 0... K | + | -

e e -

; CODE 279 [ PURCHASE ORDER __|
GODDARD SPACE FLIGHT CENTER
GREENBELT, MD 20771 Page 10t2

INTERNATIONAL

FO# 66002 1
GL# GD.852520.1050.01.57000.000

ORDER  FRANK PARSONS INC SHIP  TRAX Intematicnal Corp
TO TO
1300 MERCEDES OR GSFC COOE 279
BLDG 16W
GREENSELT MD 20771
HANOVER, MD 21075-3140 United States
United States

BILLTO  TRAX International Corp. GSFC CODE 279 BLOG 16W GREENBELT MD 20771

CONTACT EHOOD CONTRACT. NASS-01031
PHONE (410) 737.7529 DSM REQ-1 PRIORITY RATING DO-C9
FAX 412 795-4143 F.0.B, DESTINATION

PLEASE SUSMIT ALL INQUIRIES FOR THIS PROCUREMENT TO
RACHEL OSTER PHONFE 301-286-3777. FAX 301-286- 1740 EMANL Rachal | OsIec@inass ooy

I
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AMMS TRAINING SCRIPT

Project Parts Create an Attachment to
a Purchase Order

Purpose

The purpose of this training script is to show Buyers how to create an attachment to a
Purchase Order. Attachments are added after any change to a purchase order.

Audience

Buyers

Prepared By | Theresa Coulson

Creation Date: | 04/26/2005

Document Name | Project Parts Adding Attachment to
PO.doc

Version | 4

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Purchasing.
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Step Description: Sign onto Oracle and select Purchasing AMMS
responsibility

Expected Results: Purchasing AMMS main menu will appear

25 Oracte Applications - AMMS NEWTIST as of /31/0%

Notification Workbench
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Step Description: From the Purchasing AMMS main menu select Purchase
Order > Purchase Order Summary click Open

Expected Results: The Find Purchase Order window will appear

53 Oracte Applications - AMMS NEWTIST as of 3/31/0%
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Step Description: Enter the PO number you want to create the attachment
for, click on the Find button

Expected Results: Purchase Orders Header window will appear

L PO QW 8 T AT SETT?
o
Narmiber Retease  |Rev |Dssonption Type Global Ownng Org
)4 {Standand P C
"
Lines New Ralsase ey PO Qpen
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Step Description: Click on the Open Button to Open the Purchase Order

Expected Results: Purchase Order Summary to Purchase Order window will
appear

L PO QW 8 T AT SETT?
o
Narmiber Retease  |Rev |Dssonption Type Global Ownng Org
)4 {Standand P C
"
Lines New Ralsase ey PO Qpen
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NOTE: TO PUT ATTACHMENT AT THE HEADER LEVEL CLICK IN A
FIELD AT THE TOP OF THE FORM. TO PUT AN ATTACHMENT AT
THE LINE LEVEL CLICK ON A LINE ON THE PURCHASE ORDER.

Step Description: From the Tool Bar select the icon that looks like a Paper
clip

Expected Results: Attachments window will appear

Dascription
[7530.00 6911258 : REFILL,TELEPHONE [Pack,
10830.00.G97.0043 | 12026830 |GAS HYDROGEN NIT|Cylin1
16630 00 695 0190 ! GAS ARGON Cyfin
0630006940232 | GAS NITROGEN  |cyfin{3
1683000692 0406 I GAS HELIUM Cybin
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Step Description: If you are using an Attachment format click on the
Document Catalog button at the bottom right of the window

Expected Results: Document Catalog window will appear

Oracte Appiications  AMMS NIWTIST as of 04/119/2006
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Step Description: At the Document Catalog window, in the Description
field enter part of the attachment name, example % TENN%, click on the
Find button

Expected Results: Attachment will appear at bottom of window

TR TR e i

TENNY
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Step Description: Select the attachment, by clicking in the field, then click
on the Attach 1 button

Expected Results: Attachment will be added to PO

25 Oracte Applications - AMMS NEWTIST as of 0471172006
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Step Description: To add multiple attachments to a PO click in the next line
in the Attachment window

Expected Results: Field will be ready to populate

T?,-(lr.u o Applications  AMMS NEWTIST as of 04/19/2006

) EL ALAMI ;
ONE: 3012067956 FAX: 3012861740 E-MAIL: MAJED.A.ELALAMLIGGSFCNASA.GOV

PURCHASE ORDER CONFIRMATION REQUIRED,
NUMBER MUST APPEAR ON THE OUTSIDE OF BOX OR SHIPMENT WILL BE REFUSED,
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Step Description: If you are typing an attachment, click on the Category
field click on the LOV and in the Find window enter a % sign and a list of
choices will appear, select the appropriate category. To Supplier is the one
to be used.

Expected Results: Field will be populated

=3t pnitts - Sl
=

Imeenid Yo Purchase Orgar
Miscellareous

To Apgerese

To Buyer

To Payables

To Roteiwer
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Step Description: In the Data Type field click on the LOV and select Short
Text, this will allow you to type more information

Expected Results: Field will be populated

25 Oracte Applications - AMMS NEWTIST as of 0471172006

BPO B LVQW & RS

—
aaa b | 110000
=

Seg  Catagory
qlo | To Supplist

i
I
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Step Description: Notice the bottom field is yellow start typing you required
information

Expected Results: Field will be populated

'3 Oracte Appiications  AMMS NIWTIST as of 04/119/2006

gg Oata Type May B2 Chiegsd
To Supplisl Shet Text 1~ A

fagradcaton (TR

T 20000 Attarhwert |

Page: 513 of 1264



Step Description: Follow this format for putting attachments on purchase
orders. Please note: changes to purchase orders are not to be put in
attachments, they are to be put in the Note to Supplier field:

1. Change information to supplier, if applicable — address in the Notes to
Supplier use this field for changes to PO only.

Change 2, April 10, 2006 (list the change number to the supplier
along with the date, do not abbreviate)

Added Line 12, PN 788978

Deleted Line 3, PN 245895

Added Line 16, Pre-cap Inspection, PN 78985

Increased Quantity on Line 4, PN 898574, from 10 each to 15
each.

Decreased Quantity on Line 6, PN4568, from 12 each to 9 each

2. Buyer Contact Information
3. Notes
4. Verification of Services
7. Quote Reference Information
8. Quality Assurance and Shipping information (ie:see below)
Single Date Lot Code Required
Manufacturer’s C of C Required
Special Packaging Requirements
Chemical and Physical Analysis Required

Multiple date codes acceptable (if non flight and customer has
indicated such)

Pre-cap Inspection information (ie: Pre-Cap Source Inspection
appplicable to Line 3 also any Technical POC give, name, and
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telephone number along with verification information, if
applicable)

Other testing/data requirements information. (ie: Lot Charge
and Screening and Group A Test Data applicable to Line 4)

7. Physical, Chemical & Proof Test Required ( IF Applicable).

Attachments are to be put on the Purchase Orders in this order. Again any
changes to purchase order there is NOT to be an Attachment, use the Note to

Supplier field, see the Project Parts Change Established Purchase Order
script.
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Step Description: Once you have entered all required information click on
the Save button

Expected Results: Transaction Saved and Applied message

'3 Oracte Appiications  ANMMS NIWTIST as of 3731/05

OataType sy B Charged
Long Text v *

Ertity NamePO Haade

is matedial tequires one date lot code and manudactures cortificate of compliance
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Step Description: Close the Attachment window.

Expected Results: Attached added to PO, will return to Purchase Order to
Purchase Order Summary window.

25 Oracte Applications - AMMS NEWTIST as of /31/0%
F v Taole PO_MOLERE_MEr) ‘tin 4
BP0 O agWl & ol

Type am
[Gosds [7530.00 6911258 : REFILL, TELEPHONE
Goods  (6830-00-GY7 0043 12026830 (GAS HYDROGEMN NIT |Cylin:

Goods 16630 00 695 01%0 GAS ARGON
|Goods 5830.00-G34 0232 | GAS NITROGEN
1663000692 0406 i GAS HELIUM
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Step Description: Close all forms Transaction Complete.

NOTE: If you want to put an Attached on the PO Header click in one of the

fields at the top of the Purchase Order Summary to Purchase Order window.

If you want to put an Attachment at the line level for a specific item, click on
the specific item, and then create the attachment.
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AMMS TRAINING SCRIPT

Project Parts Changes to Established
Purchase Order

Purpose

The purpose of this training script is to show the buyers how to make changes to
established purchase orders.

Audience

Buyers

Prepared By | Theresa Coulson

Creation Date: | 05/12/2006

Document Name | Project Parts Changes to Established
Purchase Orders.doc

Version | 2

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Purchasing.

Page: 519 of 1264



Step Description: Sign onto Oracle and select the Purchasing AMMS
responsibility

Expected Results: The Purchasing AMMS main menu will appear

Oracte Applications  ANMMS NIWTIST 1271944

Purchase Ordess

Hotificarioens Tap Tan List
Supplier ltem Cataloy
Mem Seasch

« Requishions
- TS

AuteCreate
+ RFOQ% and Ouotations
+ Reponts

Change Organizatiens

-
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Step Description: From the Purchasing AMMS main menu select Purchase
Orders > Purchase Order Summary, click on the Open button

Expected Results: The Find Purchase Order screen will appear

53 Oracte Applications - AMMS NEWTIST 12/19/4

Buyer Workbench

Wotificationns I Top Tan List
Supplier Irem Cataloy
Mem Seasch

+ Requisitions

- Puichase Orders

Purchase Orders
Releases
PO Change History
Exconded Prico Tolorances
Pending Purchss Order Chay
Asite Cromte
« RFO% and Ouotatiens
« Reports 3}

: Change Orqanizations v
~ 5

]
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Step Description: In the Number field enter the purchase order number you
want to view. Click on the Find button

Expected Results: The Purchase Order Header window will appear

23 Oracte Applications - AMMS MEWTIST 12/19/4
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Step Description: To make changes to an item on the purchase order click
on the Open button.

Expected Results: The Purchase Order Summary to Purchase Order screen
will appear

A SRS 8 T AT SETT?
&
Nuriber Retease  |Rev |Dssonption Type Global Ownng Org
0121 » {Standard P .
"
Lines New Relsase New PO Qpen
Clany Neow Relonss (H) Naw PO Find ()
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Step Description: Update the any necessary information if you need to
change the cost, click on the price field and update the cost. If you need to
change any other information select the field and make the appropriate
changed.

Expected Results: Information will change

Shp-To NASA GSFC NASA GSFC MDY Ez l
Suyer (RN .. [ roui. (KT |

Dsscrphon

mcﬁﬁn Duseription 0N

_[RUIW_ [BWOERLOOSELEN [Each 2
12133580  [BINDER.LOOSELEAIEach

BINDER,LOOSE LEAIEach
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Step Description: After you have made the changes to the purchase order,
you MUST put the changes in the Note to Supplier field. Click on the
Terms button at the bottom of the screen.

Expected Results: Terms and Conditions window will appear

g;'-?; Oracte Appiications  AMMS NIWTIST as of 04/119/2006

'H— S
PAY & PURCH

o
)

]
Sp-To BT
Buym St

Dsscnphinn

Typs tsm Rev  Category Descrition
[Gosds 5935 00 E97 0572 1204 5935 CONTACT, ELECTRIC

Goods (503500 E470%E | (CONNECTOR. RECEF

Page: 525 of 1264



Step Description: In the Note to Supplier field enter what was changed in
this format:

Use the Note to Supplier field for changes to PO only.

Example: Change 2, April 10, 2006 (list the change number to the
supplier along with the date, do not abbreviate)

Added Line 12, PN 788978

Deleted Line 3, PN 245895

Added Line 16, Pre-cap Inspection, PN 78985

Increased Quantity on Line 4, PN 898574, from 10 each to 15
each.

Decreased Quantity on Line 6, PN4568, from 12 each to 9 each

Expected Results: Field will be populated

Agreameni Controly

~3 Eo) ]
SRR Change 1 May 10, 2006 Added Line 2, PN 123156789 !
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Step Description: Click on the Save button

Expected Results: Note Creating new document revision

05 - ANMS NEWTIST as of 04/19/2006

Agreament Controle

5 ay
SO Change 1 May 10, 2006 Added Line 2, PN 123156789 !

NOTE: YOU MUST PUT INFORMATION IN THE NOTE TO SUPPLIER
FIELD FOR EVERY CHANGE THAT IS MADE TO A PO. IF
INFORMATION ALREADY EXISTS IN THE FIELD, GO TO THE END
OF THAT STATEMENT AND START A NEW STATEMENT.
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Step Description: Once you have made desired changes, Save your work.

Expected Results: A note window will appear

53 Oracte Applications - AMMS NEWTIST 12/19/4

Num n UM ¢
.1 CTRONIC [[Each |58
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Step Description: Click Ok to the Note

Expected Results: Window will go away

53 Oracte Applications - AMMS NEWTIST 12/19/4

vy —

1w b Pt hese
FRANK PARSONS

SRR NASA GSFC

O Hall, Chwck

Desonphion

Num n UM ¢
.1 CTRONIC [[Each |58
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Page: 529 of 1264



Step Description: Take note that Status on the PO is Requires Re-Approval,
any changes made to a purchase order the purchase order will have to be re-
approved. Click on the Approve button.

Expected Results: Approval Documents window will appear

53 Oracte Applications - AMMS NEWTIST 12/19/4

TR

Sapglior (21 RS S PURCH SR HOOD, ERIC ——
SN RNTINASA GSFC Bi-To SA GSFC

Newd-By
20 JAN 2005

L. Chuck States 02600 WG]
\ n
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Step Description: Remove the check mark from the Email box and click on
the OK button

Expected Results: A Note window will appear

23 Oracte Applications - AMMS MEWTIST 12/19/4

SRR NASA GSFC
I Hall, Chack
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Step Description: At the Note window, Document has been submitted for
Approval, click OK

Expected Results: Return to the Purchase Order Summary Screen

23 Oracte Applications - AMMS MEWTIST 12/19/4

Step Description: Take note that the Status on the Purchase order is now
Approved.

NOTE: Any changes made to a Purchase Order require a new printed
copy of the Purchase Order.
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AMMS TRAINING SCRIPT

Using Purchase Order Summary

Purpose

The purpose of this training script is to show how to get information on Purchase
Orders from Purchase Order Summary

Audience

Prepared By | Theresa Coulson

Creation Date: | 07/09/2008

Document Name | Purchase Order Summary.doc

Version | 2

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Purchasing.
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Step Description: Sign onto Oracle and select your Purchasing responsibility

Expected Results: Purchasing responsibility will appear

53 Oracte Applications - AMMS NEWTEST as of 0508700

Notifications Summary
Notitications

Top Ten List
Supplier ltem Catalog 1. Control Purchasing Periods
Hom Search 2. Purchase Ordes Summary
Reguisitions 3. Mamage Buyer Workload
Purchase Ovders 4. Releases
AuteCreate 5. Recelpes
Receiving . Receiving Trapsactions
RFO'% and Ouotations 7, Resums
Supply Base 8. Rocwiving Transacsion Summary
Management 9. Emter Employee
ftems
Accounting
Parsenal Proflles
Repons
Change Organization
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Step Description: From the Purchasing responsibility main menu select Purchase Orders
> Purchase Order Summary click the open button

Expected Results: Find Purchase Order AMMS window will appear

Purehase Orders:Purchase Ordar Summary
Buyer Werkbonch

Notifications Summary
Supplier ltem Catalog
Hom Search

+ Reguisitions
P

Purchase Orders

Releases

PO Change History
Excecded Price Tolerances

Top Ten List

1, Control Purchasing Periods

2. Purchase Ordes Summary

3. Mamage Buyer Workload

4. Releases

5. Recelpes

6. Receiving Transactions

7. Resums

8. Recwiving Transacsion Summary
9. Emter Employes

Pending Purchase Order Changes
AuteCroate
+ Racsiving
+ RFQ% and Quotations
+ Supply Bose

- | CF ek st
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Step Description: From the Find Purchase Orders AMMS window you can search by
many different criteria, here are some examples:

You can enter a specific Purchase Order number in the Number field, click on find to see
different information about the purchase order, lines, shipments, status

£S5 Oracte Applications - AMMS NEWTEST as of 0508700
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Step Description: You can also enter a Buyer name and look for specific purchase orders
that a specific buyer has done, you can also set a date range

(-]
ORACLE

LLTENTE

01401 2000 N0IUL2008 |-
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Step Description: You can also look for purchase orders by the status, there are two
different statuses Order Approval Status and Control Status

These are the Order Approval Status

(-]
ORACLE
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These are the Control Status

-1l
ORACLE
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AMMS TRAINING SCRIPT

Project Parts Changes to Established
Purchase Order

Purpose

The purpose of this training script is to show buyers how to make changes to
established purchase orders

Audience

Buyers

Prepared By | Theresa Coulson

Creation Date: | 05/10/2006

Document Name | View or Changes to Established
Purchase Orders.doc

Version | 2

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Purchasing.
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Step Description: Sign onto Oracle and select the Purchasing AMMS
responsibility

Expected Results: The Purchasing AMMS main menu will appear

Oracte Applications  ANMMS NIWTIST 1271944

Purchase Ordess

Hotificarioens Tap Tan List
Supplier ltem Cataloy
Mem Seasch
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- TS

AuteCreate
+ RFOQ% and Ouotations
+ Reponts

Change Organizatiens

-
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Step Description: From the Purchasing AMMS main menu select Purchase
Orders > Purchase Order Summary, click on the Open button

Expected Results: The Find Purchase Order screen will appear

53 Oracte Applications - AMMS NEWTIST 12/19/4

Buyer Workbench

Wotificationns I Top Tan List
Supplier Irem Cataloy
Mem Seasch

+ Requisitions

- Puichase Orders

Purchase Orders
Releases
PO Change History
Exconded Prico Tolorances
Pending Purchss Order Chay
Asite Cromte
« RFO% and Ouotatiens
« Reports 3}

: Change Orqanizations v
~ 5

]
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Step Description: In the Number field enter the purchase order number you
want to view. Click on the Find button

Expected Results: The Purchase Order Header window will appear

23 Oracte Applications - AMMS MEWTIST 12/19/4
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Step Description: To make changes to an item on the purchase order click
on the Open button.

Expected Results: The Purchase Order Summary to Purchase Order screen
will appear

A SRS 8 T AT SETT?
&
Nuriber Retease  |Rev |Dssonption Type Global Ownng Org
0121 » {Standard P .
"
Lines New Relsase New PO Qpen
Clany Neow Relonss (H) Naw PO Find ()
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Step Description: Update the any necessary information if you need to
change the cost, click on the price field and update the cost. If you need to
change any other information select the field and make the appropriate
changed.

Expected Results: Information will change

Shp-To NASA GSFC NASA GSFC MDY Ez l
Suyer (RN .. [ roui. (KT |

Dsscrphon

mcﬁﬁn Duseription 0N
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Step Description: After you have made the changes to the purchase order,
you MUST put the changes in the Note to Supplier field. Click on the
Terms button at the bottom of the screen.

Expected Results: Terms and Conditions window will appear

g;'-?; Oracte Appiications  AMMS NIWTIST as of 04/119/2006
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Step Description: In the Note to Supplier field enter what was changed in
this format:

Use the Note to Supplier field for changes to PO only.

Example: Change 2, April 10, 2006 (list the change number to the
supplier along with the date, do not abbreviate)

Added Line 12, PN 788978

Deleted Line 3, PN 245895

Added Line 16, Pre-cap Inspection, PN 78985

Increased Quantity on Line 4, PN 898574, from 10 each to 15
each.

Decreased Quantity on Line 6, PN4568, from 12 each to 9 each

Expected Results: Field will be populated

Agreameni Controly

~3 Eo) ]
SRR Change 1 May 10, 2006 Added Line 2, PN 123156789 !
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Step Description: Click on the Save button

Expected Results: Note Creating new document revision

05 - ANMS NEWTIST as of 04/19/2006

Agreament Controle

5 ay
SO Change 1 May 10, 2006 Added Line 2, PN 123156789 !

NOTE: YOU MUST PUT INFORMATION IN THE NOTE TO SUPPLIER
FIELD FOR EVERY CHANGE THAT IS MADE TO A PO. IF
INFORMATION ALREADY EXISTS IN THE FIELD, GO TO THE END
OF THAT STATEMENT AND START A NEW STATEMENT.
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Step Description: Once you have made desired changes, Save your work.

Expected Results: A note window will appear

53 Oracte Applications - AMMS NEWTIST 12/19/4
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Step Description: Click Ok to the Note

Expected Results: Window will go away

53 Oracte Applications - AMMS NEWTIST 12/19/4
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Step Description: Take note that Status on the PO is Requires Re-Approval,
any changes made to a purchase order the purchase order will have to be re-
approved. Click on the Approve button.

Expected Results: Approval Documents window will appear

{53 Oracte Applications - AMMS NEWTIST 12/19/4

%0 L I
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Step Description: Remove the check mark from the Email box and click on
the OK button

Expected Results: A Note window will appear

25 Oracte Applications - AMMS MEWTIST 12/19/4

Sp-To
I Hall, Chack

Page: 552 of 1264



Step Description: At the Note window, Document has been submitted for
Approval, click OK

Expected Results: Return to the Purchase Order Summary Screen

25 Oracte Applications - AMMS MEWTIST 12/19/4

!
SRR NASA GSFC
I Hall, Chack

Step Description: Take note that the Status on the Purchase order is now
Approved.

NOTE: Any changes made to a Purchase Order require a new printed copy
of the Purchase Order.
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AMMS RECEIVING
TRAINING SCRIPTS
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AMMS TRAINING SCRIPT
Accept and Deliver a Standard Receipt

Purpose

The purpose of this training script is to provide detailed instructions on how to process a
receipt for an item, receive, accept and deliver

Audience

Material coordinators, Supply Technicians, and Inspectors

Prepared By | Theresa Coulson

Creation Date: | 08/22/2005

Document Name | Accept and Deliver a Standard
Receipt.doc

Version | 4

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Receiving.
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Step Description: Sign onto Oracle and select the Receiving Inventory AMMS
responsibility

Expected Results: Receiving Inventory AMMS main menu will appear

25 Oracte Applications - AMMS NEWTIST as of 5/21/0%
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Step Description: From the Receiving Inventory AMMS main menu select
Transactions> Receiving> Receiving Transactions, click on the Open button

Expected Results: Find Receiving Transactions window will appear

Transacions:RecoldngRacelving Transactions
Eater Racwiving Tramsaction
- Transactions

- Recelving
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Material Transactions
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Step Description: From the Organization window select the appropriate organization.
GSF for Goddard or WFF for Wallops, click the OK button

Expected Results: Find Expected Receipts window will appear

55 Oracte Applications - AMMS NEWTIST as of 07-14.200%
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Step Description: At the Find Receiving Transactions window in the Purchase Order
field enter the PO number for the material you are receiving, if known enter the stock
number in the Item, Rev field click on the Find button

Expected Results: Receiving Transactions window will appear

Purchase Order 35279

une |

7530.00.N83 4436
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Step Description: In the bottom right hand corner, click on the Inspect button

Expected Results: Inspection Details window will appear

F_;- Oracle Applications  AMMS NIWTIST as of 07-14.2005
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Step Description: At the Inspection Details window click on the OK button

Expected Results: Return to Receiving Transactions window
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Step Description: Save your work

Expected Results: Transactions Complete and Applied Message

F_;- Oracle Applications  AMMS NIWTIST as of 07-14.2005
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Step Description: From the toolbar select the flashlight to “refresh” your window

Expected Results: Return to the Find Receiving Transactions window

55 Oracte Applications - AMMS NEWTIST as of 07-14.200%

Ham
Fev Desenption Locaton
APER, COPYING NASA GSFC

B o B b B -3 =

&
3
r
r
3
r
r

Page: 563 of 1264



Step Description: The Purchase Order field should be populated with the PO number.
Click on the Find button

Expected Results: Receiving Transactions window will appear

55 Oracte Applications - AMMS NEWTIST as of 07-14.200%
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Step Description: Use the scroll bar move to the right until you see the Sub Inventory

field, the Sub Inventory should already be populated, if not click on the List of Values

(LOV) and select the appropriate Sub Inventory. NEVER DELIVER MATERIAL TO
THE STAGING SUB INVENTORY.

Expected Results: Field will be populated

E;- Oracle Applications  AMMS NEWTIST as of 5/31/0%
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Step Description: Go to the Locator field, enter the locator that the material is physically
located in.

Expected Results: Field will be populated
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Step Description: Save your work

Expected Results: Transactions Saved and Applied message
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AMMS TRAINING SCRIPT

Deliver Material to Inventory

Purpose

The purpose of this training script is to explain how to deliver a purchase order to
inventory, once the material has physically been put into location.

Audience

Warehousemen, Inspectors, Material Coordinators, and
Supply Technician Team Leads

Prepared By | Theresa Coulson

Creation Date: | 06/02/2005

Document Name | Deliver Material to Inventory.doc

Version | 3

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\270Public\279 IT\TraininglAMMS Customer Training
Docs\Published\Receiving.
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Step Description: Sign onto Oracle and select the IM Inventory AMMS responsibility

Expected Results: IM Inventory AMMS main menu will appear
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Step Description: From the IM Inventory AMMS main menu select Transactions>
Receiving > Receiving Transactions, click on the Open button

Expected Results: Organization window will appear

25 Oracte Applications - AMMS NEWTIST as of 5/21/0%

Functions | Documan
Transactions:RecoldngRaceiving Transactions
Fater Racwiving Transactinm

- Transactions = Top Ten List
- Racelving
Receipts
1)

L

-

Cotsections

Manage Shipments

View Receiving Transactio

Transactions Statws Su
Suhbrventery Transfer
Inter-organization Transtes
Miscellaneous Transactions
Material Tramsactions
Tramsaction Swimmaies

=

Page: 570 of 1264



Step Description: From the Organization window select GSF click OK

Expected Results: Find Receiving Transactions window will appear

{53 Oracte Applications - AMMS NEWTIST as of 5/31/0%

Window

N N L IS~

Transactions:Re coldngRacetving Transacsions
Eater Racaiving Transactions

Transactions I Top Ten List
- Racelving

Recelpts

Retiens

Cotrections

Manage Shipments

View Receiving Transactio i Caod

Transactions Statws Sunmsm,
Suhbnventery Transfor
Inter-organization Transtes Resayale
Miscellaneous Transactions | | Vealiops Fught Faciiey
Material Tramsactions
Tramsaction Swmmaries

CUNPSCARN

| O O

Page: 571 of 1264



Step Description: In the Find Receiving Transactions window enter the Purchase Order
number and the Item number, click on the Find button

Expected Results: Receiving Transactions window will appear
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Step Description: Verify that this is the item that was put into location. If all of the
material went into one location use the scroll bar move to the right until you see the
Sub Inventory field, the Sub Inventory should already be populated, if not click on the
List of Values (LOV) and select the appropriate Sub Inventory. NEVER DELIVER
MATERIAL TO THE STAGING SUB INVENTORY.

Expected Results: Field will be populated
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Step Description: Go to the Locator field enter the locator that the material is physically
located in.

Expected Results: Field will be populated
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Step Description: Save your work

Expected Results: Transactions Saved and Applied message
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AMMS TRAINING SCRIPT

Deliver Material to Inventory,
Multiple Locators

Purpose

The purpose of this training script is to explain how to deliver a Bulk purchase order to
inventory to multiple locators, once the material has physically been put into location.

Audience

Warehousemen, Inspectors, Material Coordinators, and
Supply Technician Team Leads

Prepared By | Theresa Coulson

Creation Date: | 01/09/2006

Document Name | Deliver Material to Multiple
Locators.doc

Version | 2

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Receiving.
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Step Description: Sign onto Oracle and select the IM Inventory AMMS responsibility

Expected Results: IM Inventory AMMS main menu will appear
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Step Description: From the IM Inventory AMMS main menu select Transactions>
Receiving > Receiving Transactions, click on the Open button

Expected Results: Organization window will appear
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Step Description: From the Organization window select GSF click OK

Expected Results: Find Receiving Transactions window will appear
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Step Description: In the Find Receiving Transactions window enter the Purchase Order
number and the Item number, click on the Find button

Expected Results: Receiving Transactions window will appear
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Step Description: Verify that this is the item that was put into location. If the material
was put in to multiple locations, click in the Quantity field and change the gty that is
being delivered, use the scroll bar move to the right until you see the Sub Inventory field,
the Sub Inventory should already be populated, if not click on the List of Values (LOV)
and select the appropriate Sub Inventory. NEVER DELIVER MATERIAL TO THE
STAGING SUB INVENTORY.

Expected Results: Qty field will change and field will be populated
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Step Description: Go to the Locator field enter the locator that the material is physically
located in.
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Expected Results: Field will be populated
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Step Description: From the Tool Bar select your flashlight to re-fresh your screen
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Expected Results: Return to the Find Receiving Transactions window
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Step Description: Click on the Find button
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Expected Results: Return to Receiving Transactions window
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Step Description: Repeat steps, check quantity if needed, scroll over to Sub Inventory,
enter if necessary, move to Locator field, enter locator. Repeat all steps the full quantity
has been delivered to inventory.

Expected Results: Transactions Saved and applied
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AMMS TRAINING SCRIPT

Deliver Shelf Life Material
To Inventory

Purpose

The purpose of this training script is to demonstrate how to deliver material to
inventory that is shelf life (lot controlled).

Audience

Warehousemen, Inspectors, Material Coordinators, and Team Leads

Prepared By | Theresa Coulson

Creation Date: | 02/10/2005

Document Name | Deliver Shelf Life Material to
Inventory.doc

Version | 3

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Receiving.
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Step Description: Sign onto Oracle and select your Inventory responsibility.

Expected Results: Inventory Main Menu will appear
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Step Description: From the Inventory main menu select Transactions>Receiving >
Receiving Transactions

Expected Results: Organization window will appear

23 Oracte Applications - AMMS NEWTIST 12/19/4

Transactions:RecoldngRaceiving Transactions
Fater Racwiving Transactinm

- Transactions = Top Ten List

- Racelving 1. Master ltems

Receipts 2. Digamization Mems
1 3. Cost Periods

4. Mateslal Workbench

Cotsections 5. Recelpts

Manage Shipments 6. Racelving Tramsaction Summary

View Receiving Transa 1. Receiving Tramsactions

Transactions Statws Su 4. Reviens
Suhbrventery Transfer
Inter-organization Transtes
Miscellaneous Transaction
Material Tramsactions
Tramsaction Swimmaies

=

Page: 588 of 1264



Step Description: Select the appropriate organization, GSF for Goddard or WFF for
Wallops.

Expected Results: Find Receiving Transactions window will appear
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Step Description: In the Purchase Order field enter the PO that is being delivered to
inventory. You can also enter the item number in the Item,Rev field at the bottom of the
screen. Click on the Find button

Expected Results: Fields will be populated and you will the Receiving Transactions will
appear.
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Step Description: Click in the box to select the line, a check mark will appear. Tab to the
Subinventory field, if the field is not populated click on the List of Values and select the
appropriate Subinventory. Tab to the Locator field and enter the location the material
will be in the warehouse.

Expected Results: Field will be populated.
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Step Description: Click on the Lot-Seriel button at the bottom of the screen.

Expected Results: Lot Entry window will appear.
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Step Description: Place the curser in the Lot field and click on the Generate button, this
will assign an Oracle Lot number to this item.

Expected Results: Lot number and expiration date will appear.
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Step Description: Place the curser in the Quantity field, enter the quantity that is being

delivered.

Expected Results: Fields will be populated.
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Step Description: After you have generated the Lot and entered the Qty, write the lot
number on your paperwork and click on the Done button

Expected Results: You will return to the Receiving Transactions window.
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Step Description: Save your work.

Expected Results: Transactions Saved and Applied message.

Looation Parson
SULATIONNASA GSFC  |Coulson, TherdStores

Note: You have just completed delivering a Shelf Life item to inventory. Please make
sure to take note of the lot number that Oracle generated and place it on the material.
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AMMS TRAINING SCRIPT

Process Direct Receipt

Purpose

The purpose of this training script is to provide detailed instructions on how to
process a Direct Receipt.

Audience

Inspectors, Material Coordinators, and Supply Technicians

Prepared By | Theresa Coulson

Creation Date: | 08/19/2005

Document Name | Process Direct Receipt.doc

Version | 3

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Receiving.
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Step Description: Sign onto Oracle and select your Receiving Inventory AMMS
responsibility

Expected Results: Receiving Inventory main menu will appear
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Step Description: From the Receiving Inventory AMMS main menu select Transactions
> Receiving > Receipts, click on the open button

Expected Results: Organization window will appear
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Step Description: From the Organization window select the appropriate organization,
GSF for Goddard, WFF for Wallops, click OK

Expected Results: Find Expected Receipts window will appear
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Step Description: At the Find Expected Receipts window enter the Purchase Order
number, and if possible the Item number, click on the Find button

Expected Results: Receipt Header window will appear
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Step Description: Close the Receipt Header window

Expected Results: Receipts window will appear
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Step Description: Select the line that you want to receive, place a check mark in the box
at the beginning of the line.

Expected Results: Line will be selected
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Step Description: Use the scroll bar and move to the right until you see the Sub
Inventory and Locator fields

Expected Results: Window view will change

100 Raquastor ﬁ““m’

NSON, nl(.«lsu-. Then|Cryogenics
.E, VEROI|Coulsom, Ther(|Cryogenics
ETCHKA, |Coulson, Then|Cryogenics
1GH. DAN|Caulsom, Ther|Cryogenics

1Z, BRUN [Canlson, Thei|Cryogumics
1Z, BRUN |Ceulson, Then|Cryogenics

Page: 604 of 1264



Step Description: The Sub Inventory field should already be populated, if not click on
the LOV and select the appropriate sub inventory, click in the locator field and enter the
locator that the material is being delivered to.

Expected Results: Fields will be populated

55 Oracte Applications - AMMS NEWTIST as of 07-14.200%

Flﬂw-ﬂn'r
_ Lo Rogquester ' Cotegory F
7R FERGUSON, FI Cowlsan, Ther Crysgenics 2
3R [PONCE, VERO! Coutson, Ther Crysgenics (0
R KLETETCHKA. Coules, Then Crysqenics 12059135 |
IR MCHUGH, DAN Coutsen, Ther Cryegenics 12059135 |
IR MUNDZ BRUN Cowlson, Thun Cryegenics 12050135 |
R MUNOZ BRUN Coulsen, Thee Crysgenics | 12059135 |

¥

Note : NEVER choose the Staging sub inventory, if there are no other sub
inventories, contact the appropriate Material Coordinator.

**Short Cut: At the locator field enter a % sign hit tab, this will bring up the
locators assigned to this item
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Step Description: Go to the field at the end of the line with the [ ] and click in this field.
This is a Descriptive Flex Field

Expected Results: Receiving Transactions window will appear
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Step Description: In the Dock Date field enter the date the material was physically
delivered, example 18-AUG-2005, click OK

Expected Results: Return to the Receipts window
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Step Description: Save your work

Expected Results: Transactions Completed, Applied and Saved
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AMMS TRAINING SCRIPT
Process JIT Receipt

Purpose

The purpose of this training script is to provide instructions on how to process a
JIT Receipt.

Audience

Inspectors, Material Coordinators, and Supply Technicians

Prepared By | Theresa Coulson

Creation Date: | 08/19/2006

Document Name | Process JIT Receipt.doc

Version | 3

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Receiving.
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Step Description: Sign onto Oracle and select your IM Inventory AMMS responsibility

Expected Results: IM Inventory main menu will appear
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Step Description: From the IM Inventory AMMS main menu select Transactions >
Receiving > Receipts, click on the open button

Expected Results: Organization window will appear
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Step Description: From the Organization window select the appropriate organization,
GSF for Goddard, WFF for Wallops, click OK

Expected Results: Find Expected Receipts window will appear
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Step Description: At the Find Expected Receipts window enter the Purchase Order
number, release number and Item number, click on the Find button

Expected Results: Receipt Header window will appear
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Step Description: Close the Receipt Header window

Expected Results: Receipts window will appear
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Step Description: Verify that this is the correct order, check the Location field , if the
customer name matches the JIT receipt this is the correct line. Select the line that you
want to receive, place a check mark in the box at the beginning of the line.

Expected Results: Line will be selected
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Step Description: Use the scroll bar and move to the right until you see the Sub
Inventory and Locator fields

Expected Results: Window view will change
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Step Description: The Sub Inventory field should already be populated, if not click on
the LOV and select the appropriate sub inventory.

Expected Results: Fields will be populated
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Note : NEVER choose the Staging sub inventory, if there are no other sub
inventories, contact the appropriate Material Coordinator.
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Step Description: Go to the field at the end of the line with the [ ] and click in this field.
This is a Descriptive Flex Field

Expected Results: Receiving Transactions window will appear
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Step Description: In the Dock Date field enter the date the material was physically
delivered, example 18-AUG-2005, click OK

Expected Results: Return to the Receipts window
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Step Description: Save your work

Expected Results: Transactions Completed, Applied and Saved
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AMMS TRAINING SCRIPT
Process Standard Receipt

Purpose

The purpose of this training script is to provide detailed instructions on how to process a
receipt for an item, receive, accept and deliver

Audience

Material Coordinators, Supply Technicians, and Inspectors

Prepared By | Theresa Coulson

Creation Date: | 08/22/2005

Document Name | Process Standard Receipt.doc

Version | 2

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Receiving.
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Step Description: Sign onto Oracle and select the Receiving Inventory AMMS
responsibility

Expected Results: Receiving Inventory AMMS main menu will appear

25 Oracte Applications - AMMS NEWTIST as of 5/21/0%
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Step Description: From the Receiving Inventory AMMS main menu select Transactions
> Receiving > Receipts, click on the Open button

Expected Results: Organization window will open

- Transactions -
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Step Description: From the Organization window select the appropriate organization.
GSF for Goddard or WFF for Wallops, click the OK button

Expected Results: Find Expected Receipts window will appear
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Step Description: In the Purchase Order field enter the PO number for the material that
you are receiving, in the Item, Rev field enter the stock number for the item if known,
click on the Find button

Expected Results: Receipt Header window will appear

55 Oracte Applications - AMMS NEWTIST as of 07-14.200%
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Step Description: Close the Receipt Header window

Expected Results: Receipts window will appear

25 Oracte Applications - AMMS NEWTIST as of 07-14.2005
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Step Description: At the Receipts window, place a check mark in the box at the
beginning of the line, this will select the line that you want to receive.

Expected Results: Line will be selected

Rev  Deserigtion Lecstion
753000 H83 4436 IPAPER, COPYING MASA GST| =
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Step Description: Go to the field at the very end of the line with [ ], this is the
Descriptive Flex Field, click in this field

Expected Results: Receiving Transactions window will appear
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Step Description: In the Dock Date field enter the date the material was physically
delivered, example 19-AUG-2005, click the OK button

Expected Results: Field will be populated and return to Receipts window
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Step Description: Save your work

Expected Results: Transaction Completed message

25 Oracte Applications - AMMS NEWTIST as of 07-14.2005
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Step Description: Close all forms and return to the Receiving Inventory AMMS main
menu

Expected Results: Receiving Inventory Main menu appears
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Step Description: From the Receiving Inventory AMMS main menu select Receiving
Transactions, click on the Open button

Expected Results: Find Receiving Transactions window will appear

55 Oracte Applications - AMMS NEWTIST as of 07-14.200%
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Step Description: At the Find Receiving Transactions window in the Purchase Order
field enter the PO number for the material you are receiving, if known enter the stock
number in the Item, Rev field click on the Find button

Expected Results: Receiving Transactions window will appear
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Step Description: In the bottom right hand corner, click on the Inspect button

Expected Results: Inspection Details window will appear

Re-ceiving ] APER, COPYING NASA GSFC
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Step Description: At the Inspection Details window click on the OK button

Expected Results: Return to Receiving Transactions window

ZOOTGLOSGE I e IR ST SR
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Step Description: Save your work

Expected Results: Transactions Complete and Applied Message
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Step Description: From the toolbar select the flashlight to “refresh” your window

Expected Results: Return to the Find Receiving Transactions window

55 Oracte Applications - AMMS NEWTIST as of 07-14.200%
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Step Description: The Purchase Order field should be populated with the PO number.
Click on the Find button

Expected Results: Receiving Transactions window will appear

55 Oracte Applications - AMMS NEWTIST as of 07-14.200%
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Step Description: Use the scroll bar move to the right until you see the Sub Inventory

field, the Sub Inventory should already be populated, if not click on the List of Values

(LOV) and select the appropriate Sub Inventory. NEVER DELIVER MATERIAL TO
THE STAGING SUB INVENTORY.

Expected Results: Field will be populated
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Step Description: Go to the Locator field, enter the locator that the material is physically
located in.

Expected Results: Field will be populated
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Step Description: Save your work

Expected Results: Transactions Saved and Applied message
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AMMS TRAINING SCRIPT
Rejecting Material

Purpose

The purpose of this training script is to show how aq Purchase order is rejected
in AMMS

Audience

Inspectors, Material Coordinators, and Supply Technician Team Leads

Prepared By | Theresa Coulson

Creation Date: | 06/21/2005

Document Name | Rejecting Material.doc

Version | 2

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Receiving.
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Step Description: Sign onto Oracle and select the IM Inventory AMMS responsibility

Expected Results: IM Inventory AMMS main menu will appear

B Oracte Applications  AMMS NEWTIST as of 5/31/0%
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Step Description: From the IM Inventory AMMS main menu select Transactions >
Receiving > Receiving Transactions click on the open button

Expected Results: Organization window will appear
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Step Description: Choose the appropriate organization GSF for Goddard or WFF for
Wallops click the OK button

Expected Results: Find Receiving Transactions window will appear
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Step Description: In the Purchase Order field enter the purchase order that you want to
reject, click on the Find button

Expected Results: Receiving Transactions window will appear
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Step Description: Verify that all of the data is correct, PO number, item number. Click
on the Inspect button at the bottom right of the screen

Expected Results: Inspection Details window will appear
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Step Description: At the Inspection Details window in the Status field click on the arrow,
then select Reject from the options

Expected Results: Status field will have Reject
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Step Description: Still in the Inspection Details window go to the Quality Code field and
click on the List of Values, select the best reason that applies to why you are rejecting
this material, click Ok

Expected Results: Field will be populated

INCORRECT MATERW. 20 MNCORRECT MATERIAL RECH]
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Step Description: Click on the OK button at the Inspection Details window

Expected Results: Return to Receiving Transaction window
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Step Description: Save your work

Expected Results: Transaction Saved and Applied message

ORACLE

Rev  Description Location
[MICROCIRCUIT, H{KRUS, DENNIS 01 =

Coulson, Therosa KRUS. DENNIS GRE,

FRMAMLO: Transackon ¢

‘4 start

Close all forms.

NOTE: You are still required to write up a Receiving Discrepancy form and forward to
the appropriate Material Manager for corrective action.
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AMMS TRAINING SCRIPT

View Receiving Transactions

Purpose

The purpose of this training script is to walk you though looking at a Purchase
Order that has been received

Audience

Supply Technicians, Supply Team Leads, and Material Coordinators

Prepared By | Theresa Coulson

Creation Date: | 04/07/2005

Document Name | View Receiving Transactions.doc

Version | 2

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Receiving.
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Step Description: Sign onto Oracle and select the IM Inventory AMMS responsibility

Expected Results: IM Inventory main menu will appear
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Step Description: From the IM Inventory AMMS main menu select Transactions >
Receiving > View Receiving Transactions, click on the open button

Expected Results: The organization window will appear

25 Oracte Applications - AMMS NEWTIST as of 3/31/0%
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Step Description: Select the appropriate organization, GSF for Goddard or WFF for
Wallops, click OK

Expected Results: Find Receiving Transactions window will open

25 Oracte Applications - AMMS NEWTIST as of 3/31/0%
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Step Description: In the Purchase Order field enter the Purchase Order number for the
material, then at the bottom of the form, in the Item, Rev field enter the Item Number
(Stock Number), click on the Find button

Expected Results: Receiving Headers Summary window will open

f;;- Oracle Applications  AMMS NIWTIST as of 3731/0%
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Step Description: Click on the Transactions button at the bottom right of the Receiving
Headers Summary window

Expected Results: Receiving Transactions Summary window will open

LB LIOSW I TSI
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16-FEB2005 14:20 |FRANK PARSONS PURCHASING £

Transactions

Page: 657 of 1264



Step Description: The Receiving Transactions Summary window will give you details
about the receipt that was processed. It will tell you if all three transactions have been
processed, the dates the material was received, and the quantity received.

Expected Results: Window will have data
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Step Description: To see who specifically processed the transaction, from the Toolbar

select Help > Record History

Expected Results: About this Record window will open
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Step Description: The About this Record window will tell you who processed the receipt
and what time: to close this window click OK

Expected Results: About this Record window will close:

LY QWG W € @ (AT HH?

Quantty L0 |Oaste tam Rev | Destination:
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Note: To view another receipt summary use the Flashlight from the Toolbar and the Find
Receiving Transactions window will appear
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AMMS WAREHOUSE
TRAINING SCRIPTS
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AMMS TRAINING SCRIPT

Auto Create and Backorder Item on
Pick Slip

Purpose

The purpose of this training script is to explain how to Auto Create a delivery number,
and backorder lines on a pick slip.

Audience

Warehousemen, Material Coordinators, and Supply Technicians

Prepared By | Theresa Coulson

Creation Date: | 06/01/2005

Document Name | Auto Create delivery and Backorder
item on Pick Slip.doc

Version | 2

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Warehouse\.
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Step Description: Sign onto Oracle and select OM User AMMS responsibility

Expected Results: OM User AMMS main menu will appear

pes Oracte Applications  AMMS NEWTIST as of 5/31/0%5
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Step Description: From the OM User AMMS main menu select Shipping> Shipping
Transactions, click on the Open button

Expected Results: Query Manager window will appear
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Step Description: In the Order number field enter the sales order number for the pick slip
you are working with, enter the sales order number in both field, then click on the Find
button

Expected Results: Shipping Transactions window will appear
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Step Description: You want to transact against the line that does not have a delivery
number, and the line status is Staged/Pick Confirm, make sure that the blue line indicator
IS next to the appropriate line. In the Actions field at the bottom of the screen select
Auto-Create Deliveries, then click the Go button.

Expected Results: Delivery field will be populated with a number

25 Oracte Applications - AMMS NEWTIST as of 5/21/0%
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Step Description: For the line that you want to backorder, make sure the blue line

indicator is next to the appropriate line, then click on the Delivery tab at the bottom of the
screen

Expected Results: Window view will change

E=3 Oracte Applications  AMMS NEWTIST as of 5/31/0%
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Step Description: At the Delivery Tab, in the Action field at the bottom of the screen
select Ship Confirm, click on the Go button

Expected Results: Confirm Delivery window will appear

25 Oracte Applications - AMMS NEWTIST as of 5/21/0%
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Step Description: In the Ship Options section, select the Backorder All option, then click
the OK button

Expected Results: Return to the Shipping Transaction window
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Step Description: To verify that the transaction is complete, from the toolbar select the
Flashlight to re-query the record. Click on the Find button

Expected Results: Query Manager window will appear

25 Oracte Applications - AMMS NEWTIST as of 5/21/0%
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Step Description: Line status is not backordered. Transaction successful. Close all
forms, transactions complete.

Expected Results: Return to OM User AMMS main menu

25 Oracte Applications - AMMS NEWTIST as of 5/21/0%
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AMMS TRAINING SCRIPT
View On Hand Qty

Purpose

The purpose of this training script is to explain how to ship confirm customer pick slips
in Oracle, this script is only to be used when shipping a complete order with no quantity

variances.

Audience

Warehousemen

Prepared By

Theresa Coulson

Creation Date:

06,/01/2005

Document Name

Ship Confirm Complete Pick Slip.doc

Version

2x

Last Updated:

11/23/2008

Docs\ Published\ Warehouse\.

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
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Step Description: Sign onto Oracle and select the OM User responsibility

Expected Results: OM User AMMS main menu will appear
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Step Description: From the OM User AMMS main menu select Shipping > Shipping
Transactions, click on the Open button

Expected Results: Query Manager window will appear
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Step Description: In the Order Number field enter the sales order number for the pick
slip that you want to close you need to enter this number in both fields. Click on the Find
button

Expected Results: Shipping Transaction window will appear
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Step Description: Verify that this is the order that you want closed, use the scroll bar
verify the item number and the requested gty. Once you have done this click on the
Delivery tab at the bottom of the screen.

Expected Results: Screen view will change
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Step Description: Once you have verified that this is the correct order, in the Actions
field, select Ship Confirm, click on the Go button

Expected Results: Confirm Delivery window will appear
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Step Description: Make sure that the Ship Entered Quantities button is selected, Click
Ok

Expected Results: Return to the Shipping Transactions window

25 Oracte Applications - AMMS NEWTIST as of 5/21/0%

g8 0ata Entry

!?{Jﬁm-c«\l Ouenes

§ il Public Ousrios Nome | IntwiShptom | Ut Shigto
g8 Tamporary Dusries e . - .

Ship Options

e Dulry for Staged Dunitie

Aule croste Trip Optians

Shio Method
EYSITSURRETFTIEER U TR0 1. JUN 2005 1020747

e Sat Detrary v Tram |

% Duter itortace

Page: 678 of 1264



Step Description: To verify that the order is closed, re-query the record. Select from the
toolbar the Flashlight, the Query Manger window will appear, click on the Find button,
the screen should be blank

Expected Results: Screen will be blank
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AMMS TRAINING SCRIPT

Split Line on a Pick Slip
When Ship Confirming

Purpose

The purpose of this training script is to explain how to ship partial quantity when ship
confirming a pick slip.

Audience

Warehousemen, Inspectors, and Material Coordinators

Prepared By | Theresa Coulson

Creation Date: | 01/09/2006

Document Name | Split Line on Pick Slip.doc

Version | 2

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Warehouse\.
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Step Description: Sign onto Oracle and select the OM User AMMS responsibility

Expected Results: OM User AMMS main menu will appear
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Step Description: From the OM User main menu select Shipping > Shipping
Transactions, click on the Open button

Expected Results: Query Manager window will appear
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Step Description: In the Order Number field enter the sales order that you want to
transact against, enter the number in both fields, click on the Find button

Expected Results: Shipping Transaction window will appear
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Step Description: If you are only able to full partial quantity for one of the lines you need
to split the line. Make sure that the blue cursor is next to the line you are shipping for the
partial gty. From the Actions at the bottom of the screen select Split Line

Expected Results: Action menu will change
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Step Description: Click on Go

Expected Results: Split Delivery Line window will appear
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Step Description: In the Quantity to Split field enter the quantity that is NOT being
shipped, click OK

Expected Results: Line will split, you will have different detail number, but the same
item and delivery number
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Step Description: If you scroll to the right you will seen the quantities for each line. If
you only want to ship one line to MUST Un-Assign the other line from delivery.

Expected Results: Line Qty will be different
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AMMS TRAINING SCRIPT

Un-Assign Item from Delivery
on Pick Slip

Purpose

The purpose of this training script is to explain how to unassign items from a
pick delivery

Audience

Warehousemen

Prepared By | Theresa Coulson

Creation Date: | 06/01/2005

Document Name | Un-Assign Item from Delivery on a
Pick Slip.doc

Version | 2

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Warehouse\.
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Step Description: Sign onto Oracle and select the OM User AMMS responsibility

Expected Results: OM User AMMS main menu will appear
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Step Description: From the OM User main menu select Shipping > Shipping
Transactions, click on the Open button

Expected Results: Query Manager window will appear
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Step Description: In the Order Number field enter the sales order that you want to
transact against, enter the number in both fields, click on the Find button

Expected Results: Shipping Transaction window will appear
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Step Description: If you were unable to fill one of the items on the order you need to
Un-assign the item from the delivery. Make sure the blue indicator is next to the item
you want to us-assign. In the Actions field at the bottom of the screen select un-assign
from delivery and then click the Go button.

Expected Results: This will remove the delivery number from this line on the order
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Step Description: This line has been unassigned from this delivery, the remaining items
on the order can be ship confirmed.

Expected Results: One line still open
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AMMS INVENTORY
TRAINING SCRIPTS

Page: 694 of 1264



AMMS TRAINING SCRIPT

Assign Locator to Item at Organization
Level

Purpose

The purpose of this training script is to walk you through how to assign a locator to an
item at the organization level

Audience

Warehousemen, Material Coordinator, Inspectors, and
Supply Technician Team Leads

Prepared By | Theresa Coulson

Creation Date: | 06/02/2005

Document Name | Add locator at Organization
Level.doc

Version | 2

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Inventory.
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Step Description: Sign onto Oracle and select the IM Inventory AMMS responsibility

Expected Results: The IM Inventory AMMS main menu will appear
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Step Description: From the IM Inventory AMMS main menu select, Items >
Organization Items, click on the Open button

Expected Results: Organization window will appear
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Step Description: From the Organization window select GSF, click OK

Expected Results: Find Organization Items window will appear
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Step Description: At the Find Organizations Items window in the Item field enter the
item number you want to assign the locator to, the click on the Find button

Expected Results: Field will be populated and Organization Item window will appear

g’;: Oracte Appiications - AMMS Production
File o v Taole Window ey
2P0 8O E & IER LTI G

.00 0. 1055 [

Page: 699 of 1264



Step Description: From the toolbar select Tools > Item Sub Inventories

Expected Results: Item Sub Inventory window will appear
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Step Description: At the Item Sub Inventory window select the appropriate sub
inventory, NEVER ASSIGN LOCATORS TO STAGING SUB INVENTORY, you will

see locators at the bottom of the screen.

Expected Results: Field will be populated
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Step Description: At the bottom of the screen in the next available line enter the locator
you want to assign to this item

Expected Results: Field will turn white and will be populated
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Step Description: Save your work

Expected Results: Transaction Saved and Applied message
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Step Description: Close Item Sub Inventory window

Expected Results: Return to Organization Items window

ORACLE
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SIZE: 15 IN, X 12 IN. X 9,875 BN, 38,1CM X 30,48CM X 25 8825CH), MATERIAL: CORRUGATED FIBERBOARD, =
CLOSURE METHOD: FLAP, BOX MANUFACTURER CERTIFICATE: REGUIRED. BURSTING STRENGTH: 200 PSI,
SPECIAL FEATURES: RECORDS TAPE STORAGE BOX, LABEL TO BE CENTERED ON 12 IN. SIDE.

Duld in WP

NOTE: To add locators to multiple items, once you are at the Organization Item
window from the keyboard hit the F11 button, screen will go blank and fields will turn
blue, enter new item number, hold down Ctrl button and hit F11 again, new item number
information will appear.
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AMMS TRAINING SCRIPT
Adding New Manufacturer

Purpose

The purpose of this training script is to give direction on how to enter a new
manufacturer and cage code

Audience

Material Coordinator and Supply Team Leads

Prepared By | Theresa Coulson

Creation Date: | 03/15/2005

Document Name | Add New Manufacturer.doc

Version | 2

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Inventory.
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Step Description: Sign onto Oracle and select the Inventory responsibility.

Expected Results: Inventory main menu will appear
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Step Description: Select Items > Manufacturers’ Part Numbers > By Manufacturer

Expected Results: Organizations window will appear
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Step Description: Select the appropriate organization. GSF for Goddard, WFF for
Wallops.

Expected Results: Manufacturers window will open with existing list of manufacturers.
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Step Description: To add a new manufacturer and cage code place the cursor in a line
with data, then from the tool bar select the icon with the green + sign.

Expected results: This will provide a blank line
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Step Description: In the blank line in the manufacturer column enter the new
manufacturers’ name, then tab to the description field and enter the cage code for the
manufacturer.

Expected Results: Fields will be populated.
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Step Description: Save your work.

Expected Results: Transaction complete, record saved and applied message at bottom of
screen.
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AMMS TRAINING SCRIPT
ADDING A NEW ITEM
TO ORACLE

Purpose

The purpose of this training script is to demonstrate how a Material Coordinators and
Supply Technician Lead add a new stock number to the Oracle data base. After the item
has been added to the system you also have to add it to BOTH Master Price Lists (GSF
and WFF).

Audience

Material Coordinator and Supply Technician Leads

Prepared By | Theresa Coulson

Creation Date: | 11/05/2004

Document Name | AMMS Create New Item Number.doc

Version | 3

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Inventory.
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Step Description: Sign on to Oracle Applications and Select User Responsibility “IM
Inventory AMMS”

Expected Results/Actions: Oracle Displays the Inventory main Menu

b

Step Description: Select “Items” then “Master Items’

Expected Results/Actions: Organization form opens.
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Step Description: Select “AMS” as the Organization and Click OK

Expected Results/Actions: Blank Master form opens.
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Step Description: Enter the New Item Number

Expected Results/Actions: Field is Populated.
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Step Description: Click on the Description Field

Expected Results/Actions: Cursor moves.
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Step Description: Enter an Abbreviated Description (noun) for the item

Expected Results/Actions: Field is Populated.
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Step Description: Click on the Long Description field at the bottom of the screen

Expected Results/Actions: Cursor moves
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Step Description: Enter the Entire Item Description.
Expected Results/Actions: Field is Populated.
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Step Description: Click on the Primary Unit of Measure field and change if necessary
from List of Values (LOV) then Click OK Please remember to select the correct
Primary UOM as to this field can never be changed.

Expected Results/Actions: U/l is updated
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Step Description: Navigate to the Purchasing Tab, go to the Unit of Issue field and select
the Unit of Issue from the LOV, this should match the Primary UOM.

Expected Results/Actions: Purchasing Unit of Issue is changed
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Step Description: Save Information Entered

Expected Results/Actions: Transaction Complete Message at the bottom of the form.
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Step Description: Navigate to “Tools” and choose “Categories

Expected Results: Category form opens.
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Step Description: At the Category Set field click on the LOV and choose “Inventory”

Expected Results/Actions: Field is Populated.
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Step Description: Tab to Category and Enter the Correct Category, NASA
INVENTORY ACCOUNT CODE (NIAC) for that new item number, SAVE and CLOSE
form. A list of NIAC is included.

Expected Results/Actions: Transaction Complete Message at the bottom of the form.
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Step Description: Navigate to “Tools” and choose “Copy From”

Expected Results/Actions: Copy From form opens
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Step Description: Click on the LOV and select item type that you are loading. To copy
an Item Template. Click “Apply” then click “Done”

Expected Results/Actions: Note Message will appear
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Step Description: Note Window will appear with message “The following attributes of
the Purchased Item Template were not copied: Include in Roll UP. Click OK to this
Note.

Expected Results/Actions: Window will close, Returns to the Master Items form with
“Template Implemented” message at the bottom of the form.
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Step Description: Navigate to the “Purchasing” Tab and verify the UN code it will
default to CO3 if different change UN code.

Expected Results/Actions: Field is Populated.
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Step Description: At the “Purchasing” Tab enter the “List and Market Price” of the item

Expected Results/Actions: Fields are Populated
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Step Description: Navigate to “Tools” and choose “Manufacturer Part Number”

Expected Results/Actions: Manufacturer Form is opened

r;; Oracle Applications  AMMS NEWTIST 107372004

2 Burchis Sr9anaaton Assgnment
£ Allow D Eind Mribute.

; From..
Cutsida %u

Unt Type

Displuy Attributes

LRSI

T~ Use Approved Supplion

" - tiwolce Matching
C— [ oot toqes ¥

inspection Requred | Ye

Defadt Buyer
Fscaipt Close Toleance

Unit of lssue
["S Invoxs Ciese Tolerance

UN Nurribee
Lst Price
Price Tolsrance 10

03

Wisnal Inspection Ree  Hazard Clase
101 Marwat Price
% Rounding Factoe

Encumiaance Accoant

Expanes Avtount
Ass0t Catogory

AM.0000.00.0000.00 53300.000

o S Mrcsolt Extel

Page: 731 of 1264

Each

] %

Nonm
10.10.

35

_h Oocunentl

) 31 200G P

]

f L



Step Description: Choose the Manufacture from the LOV and enter the part number.

Click on “Save” then close the form.

Expected Results/Actions: Manufacture information is populated
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Step Description: Navigate to “Tools” and choose “Organization Assignment”

Expected Results/Actions: Organization Assignment form is opened.
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Step Description : Click on the white box next to GSF and WFF, click Save.

Expected Results/Actions: AMS, GSF and WFF have check marks next to them
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Step Description: From the Organization Assignments screen click on the GSF and then
click on the Org Attributes button at the bottom of the screen

Expected Results/Actions: Organization Item window appears
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Step Description: Verify that all of the information at the Organization Level is the same
as the information you entered at the Master Level. Navigate to “Tools” and choose
“Item Sub inventory”

Expected Results/Actions: Item Sub inventory Form opens
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Step Description: Choose the correct primary sub-inventory from the LOV then click
“OK”. While on the primary sub-inventory, check the box for Min Max Planning. Click
on the Locator field at the bottom of the screen and enter Receiving as the Locator. All
items MUST also be assigned to the Staging sub-inventory.

Expected Results/Actions: Sub-inventory and Locator Information is Populated

oD
RO & QW N ER LTS 512
-00.GO5 0055 ADWRITING PAPER
Fanning
Sub Dastrighion W\Mh" Max uem | |
ant Ll 4
ﬁ—n [Store Stock lventory v b o PG }—"-'

Staging IRequited for Order Mgmt » | | v | ‘
" [ i
r [l
r P ‘
ro Ils S

Closer Find

Close the Item Sub Inventory window.
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Step Description: At the Organization Items (GSF) window, select the “Receiving” Tab

Expected Results/Actions: You will be at the Receiving Tab
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Step Description: In the Receiving Sub Inventory field click on the LOV and enter the
same primary sub inventory as you did for the sub-inventory screen.

Expected Results/Actions: Field will be populated
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Step Description: Click on “Save” and close form
Expected Results/Actions: Transaction Complete Message.

Note: Store Stock item will need to add sub-inventories to both Organizations GSF and
WEFF.
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Step Description: Close the GSF Organization Item screen and select the WFF Wallops

Organization assignment click on the Organization Attributes button at the bottom of the
screen

Expected Results: The Wallops Organization Item window will appear.
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Step Description: Verify all data is the same as the Master Item Record and add the
appropriate sub inventories following the same steps for the GSF Organization.

Expected Results/Actions: Sub inventories will be assigned.

Step Description: Save your work and close all forms.

Expected Results/Actions: Will be back at the IM Inventory AMMS Menu
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Step Description: Change responsibilities to the OM USER Responsibility

Expected Results/Actions: The OM USER main menu will appear
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Step Description: Select Price Lists> Price List from the menu and click on open

Expected Results/Actions: A blank Price List screen will appear
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Step Description: On your keyboard hit the F11 button to send Oracle into query mode,
then hold down the Ctrl button and hit F11 again to end the query.

Expected Results/Actions: The Goddard Price List will appear
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Step Description: At the bottom of the Goddard Price List window, in the List Line
section, click on an occupied line then click on the green plus sign (+) on the tool bar to
add a new line, make sure you are at the bottom of the screen.

Expected Results/Actions: A blank line will appear and the Item field will be yellow

F Oracle Applications  AMMS NEWTIST 107372004

b@ o AR Il e

]

Pries Lim

T Gaddard Price List W tdokide Downlona
WO Gaddard Price List

Fromgre Tenm

Lomresat

List Lines
2|

Prodoct Contxt  Product Atrbute | Product Value | Praduet Dascrgtion

Mem [Iverm Nusmbor 5133008685701  DRILL, TVAST |

134001368 7778 FORM, PRINTED

-
'hm 73000 G43-1039  ELBOW PIPE
Mem I504000.6G97.0631  TERMINAL LUG

o

2 1 DO PURCHAS [T R hovis Sere Laora.

Page: 745 of 1264



Step Description: In the Item field click on the LOV and select Item from the list, tab to
the Product Attribute field and click on the LOV and select Item Number from the list. In
the Product Value field enter the Item number you just loaded.

Expected Results/ Actions: All fields will be populated
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Step Description: Tab over to the value field and enter the cost for the item. Example:
1.55

Expected Results/ Actions: Field will be populated with cost.
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Step Description: Save your work and close all forms, Repeat the same process for the
Wallops Price List.

Expected Results/Actions: Transactions Complete and Applies message at the bottom of

screen, and will return to OM USER main menu.

This stock number is now loaded and on the Price List.
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AMMS TRAINING SCRIPT
Approve Cycle Counts

Purpose

The purpose of this training script is to give instructions on how to approve
items that have been cycle counted and required an adjustment

Audience

Material Coordinators and Supply Technician Leads

Prepared By | Theresa Coulson

Creation Date: | 12/13/2004

Document Name | Approve Cycle Counts.doc

Version | 2

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Inventory.
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Step Description: Sign onto Oracle and select the IM Inventory AMMS
responsibility:

Expected Results: You will be at the IM Inventory Main Menu:

+ Tramsactlens
+ Onhand, Avallabibity
+ Moms

e Ca
T
+ Plamning
+ ABC Codes
+ Reponts
Change Organization

-
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Step Description: From the IM Inventory AMMS main menu select
Counting > Cycle Counting > Approve Counts

Expected Results: The Organizations window will appear

Counting:Cycle Counting:Approve Connts
Approve Cycls Count Ardjustinans

+ Tramsactlons
+ Onhand, Avallabibity

- Cycle Counting
Cycle Counts
Manual Requests
Cycle Count Entries

+ Open nterface
+ Physical lventery
* Replonishiment Counts
+ Planning
+ ABC Cades
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Step Description: Choose the appropriate organization GSF for Goddard or
WEFF for Wallops click OK

Expected Results: The Count Adjustments Approvals Summary window
will open
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Step Description: In the Cycle Count field click on the LOV and select the
name of the cycle count you are conducting. Click on the Find button.

Expected Results: Field will be populated with cycle count name and a
Decision window will appear

Applications  AMMS NEWTIST 1172904

Vo Toole Window ey

VO o aaw s

resa’s Test 1

eTea S ]

Approval Delsubs

ST 13 DEC. 2000 11:3 LR Cauleen, Tharesa
LRSS ST GO .0000.00.0000.00 60300000

[N

System s
Quentey  LUOM Quantity

Page: 753 of 1264



Step Description: At the Decision window answer the questions “Query
counts pending approval only?” click on Yes.

Expected Results: Information will be populated at the bottom of the screen
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Step Description: Once you have completed your research and are ready to
adjust the balance, click on the “approve” button and then save your work.

Expected Results: The “approve” button will be selected
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Step Description: Save your work.

Expected Results: Note window will appear
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Step Description: Click on Ok to the APP-INV note telling you the
Adjustments have been processed.

Expected Results: Transaction Complete message at bottom of screen

Notes: This step must be done before the final inventory reports are ran,
balances will not adjust until the counts entered are approved.
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AMMS TRAINING SCRIPT

ADDING EXPENSE ITEM TO
ORACLE

Purpose

The purpose of this training script is to demonstrate how a Material Coordinators and
Supply Technician Lead will add a new Expense stock number to the Oracle data base.

After the item has been added to the system you also have to add it to BOTH Mater Price
Lists (GSF and WFF).

Audience

Material Coordinators and Supply Technician Leads

Prepared By | Theresa Coulson

Creation Date: | 11/05/2004

Document Name | Create Expense Item Number.doc

Version | x

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Inventory.
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Step Description: Sign on to Oracle Applications and Select User Responsibility “IM
Inventory AMMS”

Expected Results/Actions: Oracle Displays the Inventory main Menu

b

Step Description: Select “Items” then “Master Items’

Expected Results/Actions: Organization form opens.

+ Tramsactlens
+ Oohand, Avallabitity
Mams

Organization Nems
Cross Referonces
hem Relationships
* Manufacturers’ Past Numbers
Mem lnfermation
hem Seasch

+ Costs

+ Counting
+ Planning I
+ ABC Codes

L=l rrrnrra—— l?"

Step Description: Select “AMS” as the Organization and Click OK
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Expected Results/Actions: Blank Master form opens.
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Step Description: Enter the New Item Number
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Expected Results/Actions: Field is populated.
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Step Description: Click on the Description Field
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Expected Results/Actions: Cursor moves.

Displuy Atfributes

* Mt .0

< Univ of Meassio

[_—. User Hom Type |

tem Status Active

Dusd Caetrol | Non Dual -
Sacondary
Desiation Factor +
Dewation Factor -

Long Gescnption

Page: 761 of 1264



Step Description: Enter an Abbreviated Description (noun) for Expense items the Noun
could possibly be the Vendor Name

Expected Results/Actions: Field is populated.
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Step Description: Click on the Long Description field at the bottom of the screen

Expected Results/Actions: Cursor moves
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Step Description: Enter the Entire Item Description then, if the Noun is the Vendor name
enter the Vendor information in the Description field

Expected Results/Actions: Field is populated.
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Step Description: Click on the Primary Unit of Measure field and change if necessary
from List of Values (LOV) then Click OK Please remember to select the correct
Primary UOM as to this field can never be changed.

Expected Results/Actions: U/l is updated
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Step Description: Navigate to the Purchasing Tab and select the Unit of Issue from the
LOV; this should match the Primary UOM.

Expected Results/Actions: Purchasing Unit of Measure is changed
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Step Description: Save Information Entered

Expected Results/Actions: Transaction Complete Message at the bottom of the form.
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Step Description: Navigate to “Tools” and choose “Categories

Expected Results: Category form opens.
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Step Description: At the Category Set field click on the LOV and choose “Inventory”

Expected Results/Actions: Field is populated.
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Step Description: Tab to Category and Enter the Correct Category (NIAC) for that new
item number, SAVE and CLOSE form.

Expected Results/Actions: Transaction Complete Message at the bottom of the form.
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Step Description: Navigate to “Tools” and choose “Copy From”

Expected Results/Actions: Copy From form opens
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Step Description: Click on the LOV and select “EXPENSE” to copy an Item Template.
Click “Apply” then click “Done”

Expected Results/Actions: Note Message will appear
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Step Description: Note Window will appear with message “The following attributes of
the Purchased Item Template were not copied: Include in Roll UP. Click OK to this
Note.

Expected Results/Actions: Window will close, Returns to the Master Items form with
“Template Implemented” message at the bottom of the form.
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Step Description: Navigate to the “Purchasing” Tab and verify the UN code it will
default to CO3 if different change UN code.

Expected Results/Actions: Field is populated.
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Step Description: “Purchasing” Tab enter the “List and Market Price” of the item

Expected Results/Actions: Field is populated

ferr; 10.00.404 0055 O Maste .
(R Theresa's Awto Pan | .l

W Buthsed . T Use Aggroned Supglion
¥ Allow Qescoption Update [ ice Matchimg
Cutsida P aing Baen Recept Rpqursd ‘.“
Unt Type | ' inzpection Requred |Ye

Defadt Buyer Unit of lssue |Each
Racaipt Clogae Toleance % Invoxzs Siose Tolerance | "
UN Namise |03 Wisnal Inspection Ree  Hazard Clase [Non Hazardouws
Lat Price | 101 Martcat Price 1010
Price Tolsrance 0% Reunding Factee | 5
Encumiaance Accoant
Expanss Avcourt |AM.0000.00.0000.00 55900.000

Ass0t Catogory

T Mesolt Extel PR -} Documents

Page: 775 of 1264



Step Description: At the Purchasing Tab in the Expense Account Field, change the GL
number to:

AM.0000.00.0000.00.59050.000 — for Auto Part Expense Items
AM.0000.00.0000.00.59060.000- for EEE Expense Items
AM.0000.00.0000.00.59070.000 — for Furniture Expense lItems
AM 0000.00.0000.00.59061.000 — for Special EEE Expense Items

Expected Results: Account Number will change
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Step Description: Navigate to “Tools” and choose “Manufacturer Part Number”

Expected Results/Actions: Manufacturer Form is opened
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Step Description: Choose the Manufacture from the LOV and enter the part number.
Click on “Save” then close the form.

Expected Results/Actions: Manufacture information is populated
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Step Description: Navigate to the “Inventory” Tab if the Inventory box is already
unchecked, ok but if not un-check the Inventory box, this will also uncheck the Stockable
and Transactable boxes, Save your work

Expected Results/Actions: Check boxes un-checked and Transactions Saved and Applies
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Step Description: Navigate to “Tools” and choose “Organization Assignment”

Expected Results/Actions: Organization Assignment form is opened.
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Step Description : Click on the white box next to GSF and WFF

Expected Results/Actions: All GSF and WFF have check marks next to them.
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Step Description: From the Organization Assignments screen click on the GSF and then
click on the Org Attributes button at the bottom of the screen

Expected Results/Actions: Organization Item window appears
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Step Description: At the Organization level navigate to the Purchasing Tab and update
the Expense Account number with the appropriate GL #:

GD.0000.00.0000.00.59050.000 — for Auto Parts Expense Items
GD.0000.00.0000.00.59060.000 — for EEE Expense Items
GD.0000.00.0000.00.59070.000 — for Furniture Expense Items

GD 0000.00.0000.00.59061.000 — for Special EEE Expense Items

Expected Results: Account Number will change
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Step Description: Verify that all of the other information at the Organization Level is the
same as the information you entered at the Master Level. Navigate to “Tools” and
choose “Item Sub inventory”

Expected Results/Actions: Item Sub inventory Form opens
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Step Description: Choose the correct sub inventory from the LOV then click “OK” For
Expense items to select the Appropriate Expense sub inventory, all items MUST be
assigned to the Staging sub inventory. There are no Locators required for Expense
items.

Expected Results/Actions: Sub inventory Information is Populated
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Step Description: Click on “Save” and close form
Expected Results/Actions: Transaction Complete Message.

Note: You need to add sub inventories to both Organizations GSF and WFF.
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Step Description: Click the GSF Organization Item screen and select the WFF Wallops

Organization assignment click on the Organization Attributes button at the bottom of the
screen

Expected Results: The Wallops Organization Item window will appear.
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Step Description: Verify all data is the same as the Master Item Record and add the
appropriate sub inventories following the same steps for the GSF Organization.

Expected Results/Actions: Sub inventories will be assigned.

Step Description: Save your work and close all forms.

Expected Results/Actions: Will be back at the IM Inventory AMM Menu
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Step Description: Change responsibilities to the OM USER Responsibility

Expected Results/Actions: The OM USER main menu will appear

f-:‘_;- Oracle Applications  AMMS NEWTIST 107372004

Transactions:
Teansaction e

Rasponsiviny

Move Ondars
On-hand, Avallahiting
Htems

Cosn

Cownting

Plamning

ABC Codes
Accoumiting Close
Reports

Setup

Change Organization
Notfication Summary
Workflow Momites
Norfication Liss

. Recsiving 1
. Receiving

. Reserve Si
. Renins

3 1 AL PR O

ANNS Order Entry

ANMS Payables Anakst

AR Supearyssn - ANNS

EEE OM Usqr - ANNS

IN Fwenlory - ANMS

1% Ordar Mgmi - AMeS

IN Furchazsing - AMME
Imventry Sugsrussr - ANNS

Ordee Mirsagament Super User
Payatles Manager
Purchasing - ANMS
Purchasing Buyer

Purchsing Supes User
Sysem Adminktrator
e-Commerce AMNG

Page: 788 of 1264

3 AVE Crodte Exdens



Step Description: Select Price Lists> Price List from the menu and click on open

Expected Results/Actions: A blank Price List screen will appear
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Step Description: On your keyboard hit the F11 button to send Oracle into query mode,
then hold down the Ctrl button and hit F11 again to initiate the query.

Expected Results/Actions: The Goddard Price List will appear
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Step Description: At the bottom of the Goddard Price List, in the List Line section, click
on an occupied line then click on the green plus sign (+) on the tool bar to add a new
line, make sure you are at the bottom of the screen.

Expected Results/Actions: A blank line will appear and the Item field will be yellow
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Step Description: In the Item field click on the LOV and select Item from the list, tab to
the Product Attribute field and click on the LOV and select Item Number from the list. In
the Product Value field enter the Item number you just loaded.

Expected Results/ Actions: All fields will be populated
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Step Description: Tab over to the value field and enter the cost for the item. Example:
1.55

Expected Results/ Actions: Field will be populated with cost.
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Step Description: Save your work and close all forms, Repeat the same process for the
Wallops Price List.

Expected Results/Actions: Transactions Complete and Applies message at the bottom of

screen, and will return to OM USER main menu.

This stock number is now loaded and on the Price List.

Notes: Expense item are not Inventory items, they can not be transacted against like
other item numbers.

All Expense items must be added to both Price Lists. The sales order can not be created
until the items are on the price lists.
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AMMS TRAINING SCRIPT

ADDING FURNITURE EXPENSE
ITEM TO ORACLE

Purpose

The purpose of this training script is to demonstrate how a Material Coordinators and
Supply Technician Lead will add a new Furniture Expense stock number to the Oracle
data base. This particular item number is not an inventory and will use the Template of
Furniture Expense. After the item has been added to the system you also have to add it to
BOTH Mater Price Lists (GSF and WFF).

Audience

Material Coordinator and Supply Technician Lead

Prepared By | Theresa Coulson

Creation Date: | 08/03/2005

Document Name | Create Furniture Expense Item
Number.doc

Version | 2

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Inventory.

Page: 795 of 1264



Step Description: Sign on to Oracle Applications and Select User Responsibility “IM
Inventory AMMS”

Expected Results/Actions: Oracle Displays the Inventory main Menu

Step Description: Select “Items” then “Master Items”

Expected Results/Actions: Organization form opens.
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Step Description: Select “AMS” as the Organization and Click OK

Expected Results/Actions: Blank Master form opens.
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Step Description: Enter the New Item Number

Expected Results/Actions: Field is populated.
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Step Description: Click on the Description Field

Expected Results/Actions: Cursor moves.
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Step Description: Enter an Abbreviated Description (noun) for Expense items the Noun
could possibly be the Vendor Name

Expected Results/Actions: Field is populated.
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Step Description: Click on the Long Description field at the bottom of the screen

Expected Results/Actions: Cursor moves
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Step Description: Enter the Entire Item Description then, if the Noun is the Vendor name
enter the Vendor information in the Description field

Expected Results/Actions: Field is populated.
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Step Description: Click on the Primary Unit of Measure field and change if necessary
from List of Values (LOV) then Click OK Please remember to select the correct Primary
UOM as to this field can never be changed.

Expected Results/Actions: U/l is updated
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Step Description: Navigate to the Purchasing Tab and select the Unit of Issue from the
LOV; this should match the Primary UOM.

Expected Results/Actions: Purchasing Unit of Measure is changed
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Step Description: Save Information Entered

Expected Results/Actions: Transaction Complete Message at the bottom of the form.
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Step Description: Navigate to “Tools” and choose “Categories

Expected Results: Category form opens.

-
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Step Description: At the Category Set field click on the LOV and choose “Inventory”

Expected Results/Actions: Field is populated.
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Step Description: Tab to Category and Enter the Correct Category (NIAC) for that new
item number, SAVE and CLOSE form.

Expected Results/Actions: Transaction Complete Message at the bottom of the form.
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Step Description: Navigate to “Tools” and choose “Copy From”

Expected Results/Actions: Copy From form opens
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Step Description: Click on the LOV and select “Furniture Expense” to copy an Item
Template. Click “Apply” then click “Done”

Expected Results/Actions: Transaction Saved Message will appear
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Step Description: Navigate to the “Purchasing” Tab and verify the UN code it will
default to CO3 if different change UN code.

Expected Results/Actions: Field is populated.
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Step Description: “Purchasing” Tab enter the “List and Market Price” of the item

Expected Results/Actions: Field is populated
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Step Description: At the Purchasing Tab in the Expense Account Field, change the GL
number to:

AM.0000.00.0000.00.59070.000 — for Furniture Expense ltems

Expected Results: Account Number will change
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Step Description: Navigate to “Tools” and choose “Manufacturer Part Number”

Expected Results/Actions: Manufacturer Form is opened
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Step Description: Choose the Manufacture from the LOV and enter the part number.
Click on “Save” then close the form.

Expected Results/Actions: Manufacture information is populated
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Step Description: Navigate to “Tools” and choose “Organization Assignment”

Expected Results/Actions: Organization Assignment form is opened.
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Step Description : Click on the white box next to GSF and WFF

Expected Results/Actions: All GSF and WFF have check marks next to them.
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Step Description: From the Organization Assignments screen click on the GSF and then
click on the Org Attributes button at the bottom of the screen

Expected Results/Actions: Organization Item window appears
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Step Description: At the Organization level navigate to the Purchasing Tab and update
the Expense Account number with the appropriate GL #:

GD.0000.00.0000.00.59070.000 — for Furniture Expense Items

Expected Results: Account Number will change
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Step Description: Verify that all of the other information at the Organization Level is the
same as the information you entered at the Master Level. Navigate to “Tools” and
choose “Item Sub inventory”

Expected Results/Actions: Item Sub inventory Form opens
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Step Description: Choose the correct sub inventory from the LOV then click “OK” For
Furniture Expense items to select FURN-EXPEN sub inventory, all items MUST be
assigned to the Staging sub inventory. There are no Locators required for Expense
items.

Expected Results/Actions: Sub inventory Information is Populated
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Step Description: Click on “Save” and close form
Expected Results/Actions: Transaction Complete Message.

Note: You need to add sub inventories to both Organizations GSF and WFF.
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Step Description: Click the GSF Organization Item screen and select the WFF Wallops

Organization assignment click on the Organization Attributes button at the bottom of the
screen

Expected Results: The Wallops Organization Item window will appear.
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Step Description: Verify all data is the same as the Master Item Record and add the
appropriate sub inventories following the same steps for the GSF Organization.

Expected Results/Actions: Sub inventories will be assigned.

Step Description: Save your work and close all forms.

Expected Results/Actions: Will be back at the IM Inventory AMM Menu
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Step Description: Change responsibilities to the OM USER Responsibility

Expected Results/Actions: The OM USER main menu will appear
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Step Description: Select Price Lists> Price List from the menu and click on open

Expected Results/Actions: A blank Price List screen will appear
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Step Description: On your keyboard hit the F11 button to send Oracle into query mode,
then hold down the Ctrl button and hit F11 again to initiate the query.

Expected Results/Actions: The Goddard Price List will appear
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Step Description: At the bottom of the Goddard Price List, in the List Line section, click
on an occupied line then click on the green plus sign (+) on the tool bar to add a new
line, make sure you are at the bottom of the screen.

Expected Results/Actions: A blank line will appear and the Item field will be yellow
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Step Description: In the Item field click on the LOV and select Item from the list, tab to
the Product Attribute field and click on the LOV and select Item Number from the list. In
the Product Value field enter the Item number you just loaded.

Expected Results/ Actions: All fields will be populated
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Step Description: Tab over to the value field and enter the cost for the item. Example:
1.55

Expected Results/ Actions: Field will be populated with cost.
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Step Description: Save your work and close all forms, Repeat the same process for the
Wallops Price List.

Expected Results/Actions: Transactions Complete and Applies message at the bottom of

screen, and will return to OM USER main menu.

This stock number is now loaded and on the Price List.

Notes: Expense item are not Inventory items, they can not be transacted against like
other item numbers.

All Expense items must be added to both Price Lists. The sales order can not be created
until the items are on the price lists.
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AMMS TRAINING SCRIPT

ADDING A NEW ITEM WITH DIRECT
RECEIPT TO ORACLE

Purpose

The purpose of this training script is to demonstrate how a Material Coordinators and
Supply Technician Lead will add a new stock number, and set it up for Direct Receipt,
to the Oracle data base. After the item has been added to the system you also have to add
it to BOTH Mater Price Lists (GSF and WFF).

Audience

Material Coordinator and Supply Technician Leads

Prepared By | Theresa Coulson

Creation Date: | 11/05/2004

Document Name | Create Purchased Item with Direct
Receipt.doc

Version | 2

Last Updated: | 11/23/2008

The most current version of this training script can be found at
GSFC-FileSRVC\ 270Public\ 279 IT\ Training\ AMMS Customer Training
Docs\ Published\ Inventory.
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Step Description: Sign on to Oracle Applications and Select User Responsibility “IM
Inventory AMMS”

Expected Results/Actions: Oracle Displays the Inventory main Menu

b

Step Description: Select “Items” then “Master Items’

Expected Results/Actions: Organization form opens.
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Step Description: Select “AMS” as the Organization and Click OK

Expected Results/Actions: Blank Master form opens.
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Step Description: Enter the New Item Number

Expected Results/Actions: Field is Populated.
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Step Description: Click on the Description Field

Expected Results/Actions: Cursor moves.
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Step Description: Enter an Abbreviated Description (noun) for the item

Expected Results/Actions: Field is Populated.
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Step Description: Click on the Long Description field at the bottom of the screen

Expected Results/Actions: Cursor moves
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Step Description: Enter the Entire Item Description.
Expected Results/Actions: Field is Populated.
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Step Description: Click on the Primary Unit of Measure field and change if necessary
from List of Values (LOV) then Click OK Please remember to select the correct
Primary UOM as to this field can never be changed.

Expected Results/Actions: U/l is updated
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Step Description: Navigate to the Purchasing Tab, go to the Unit of Issue field and select
the Unit of Issue from the LOV, this should match the Primary UOM.

Expected Results/Actions: Purchasing Unit of Issue is changed
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Step Description: Save Information Entered

Expected Results/Actions: Transaction Complete Message at the bottom of the form.

terr; 10.00.404 D055 L ST [ T
(SRR Thesesa's Auto Pan | .:

- I Use Aggroned Supglion
¥ Allow Qezcnplion Update Inwaice Matching
Cutside P 3ing Reen Recept Rpqursd

Unit Type I | Inspection Requred |

Defwdi Buyer Unit of lssue [Each

Ricaipt Cloge Tolerance Invors Ciose Tolerance
UN Nurribee Hazard Clase

LatPice [ Markst Price

Price Tolsance Rounding Factoe
Encumiaance Accoant
Expans Avcourt |AM.0000.00.0000.00 55900.000
Aaset Catogery |

FRM D400
Fecord 1N

‘4 start 3 s+ {n < T sl Extel 2} 11 A0OwG AU 2} Oocumentz - #

Page: 841 of 1264



Step Description: Navigate to “Tools” and choose “Categories

Expected Results: Category form opens.
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Step Description: At the Category Set field click on the LOV choose “Inventory”

Expected Results/Actions: Field is Populated.

HP0 O WO P LD R LTO 2

il e Awto Part

ny Ld

1 Master : 3 Duﬂwm

: Matching :
Recept Rpqured Yoo =
Inspection Required .

Uit aflsue Each
Cwse Tolorance »
Hazard Clase
Martat Price

Rounding Factee

Asant oa-m

Page: 843 of 1264



Step Description: Tab to Category and Enter the Correct Category, NASA
INVENTORY ACCOUNT CODE (NIAC) for that new item number, SAVE and CLOSE
form. A list of NIAC is included.

Expected Results/Actions: Transaction Complete Message at the bottom of the form.
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Step Description: Navigate to “Tools” and choose “Copy From”

Expected Results/Actions: Copy From form opens
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Step Description: Click on the LOV and select item type that you are loading. To copy
an Item Template. Click “Apply” then click “Done”

Expected Results/Actions: Note Message will appear
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Step Description: Note Window will appear with message “The following attributes of
the Purchased Item Template were not copied: Include in Roll UP. Click OK to this
Note.

Expected Results/Actions: Window will close, Returns to the Master Items form with
“Template Implemented” message at the bottom of the form.
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Step Description: Navigate to the “Purchasing” Tab and verify the UN code it will
default to CO3 if different change UN code.

Expected Results/Actions: Field is Populated.
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Step Description: At the “Purchasing” Tab enter the “List and Market Price” of the item

Expected Results/Actions: Fields are Populated
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Step Description: Still at the Purchasing Tab, in the Invoice Matching area, change
Inspection Required to NO

Expected Results: Field will change
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Step Description: At the Receiving Tab, in the bottom right hand corner, Receipt
Routing, change this to Direct

Expected Results: Field will change
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Step Description: Navigate to “Tools” and choose “Manufacturer Part Number”

Expected Results/Actions: Manufacturer Form is opened
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Step Description: Choose the Manufacture from the LOV and enter the part number.

Click on “Save” then close the form.

Expected Results/Actions: Manufacture information is populated
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Step Description: Navigate to “Tools” and choose “Organization Assignment”

Expected Results/Actions: Organization Assignment form is opened.
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Step Description: Click on the white box next to GSF and WFF, click Save.

Expected Results/Actions: AMS, GSF and WFF have check marks next to them
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Step Description: From the Organization Assignments screen click on the GSF and then
click on the Org Attributes button at the bottom of the screen

Expected Results/Actions: Organization Item window appears

-

LPO QMO W D@ (AT 2
5 10.00 AD4 0055 rosi's Aute Part
™
_8

SF [Each

v ops Flight Facifity {Each

|RES  Resituals {Each
Qg Adtritetes Aseag M

Crganization kems Foem

Page: 856 of 1264



Step Description: Verify that all of the information at the Organization Level is the same
as the information you entered at the Master Level. Check the Purchasing tab to make
sure the Inspection Required is set to NO, also check the Receiving tab and make sure the
Receipt Routing is set to Direct. If fields are different update at the organization level

Expected Results: Field will reflect correct data
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Step Description: Navigate to “Tools” and choose “Item Sub inventory”

Expected Results/Actions: Item Sub inventory Form opens
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Step Description: Choose the correct primary sub-inventory from the LOV then click
“OK”. While on the primary sub-inventory, check the box for Min Max Planning. Click
on the Locator field at the bottom of the screen and enter Receiving as the Locator. All
items MUST also be assigned to the Staging sub-inventory.

Expected Results/Actions: Sub-inventory and Locator Information is Populated
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Close the Item Sub Inventory window.
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Step Description: At the Organization Items (GSF) window, select the “Receiving” Tab

Expected Results/Actions: You will be at the Receiving Tab
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Step Description: In the Receiving Sub Inventory field click on the LOV and enter the
same primary sub inventory as you did for the sub-inventory screen.

Expected Results/Actions: Field will be populated
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Step Description: Click on “Save” and close form
Expected Results/Actions: Transaction Complete Message.

Note: You need to add sub-inventories to both Organizat