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@Guided Practice 2.1 - Log-In to PASS

1. Click the Internet Explorer icon on the desktop.
The Internet Explorer main screen appears.
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2. Typethe PASS training website address in the address textbox.
Thetraining web addressis:

http://asmpw01l.dc.gov:3377/Ariba

X

Note: Web site addresses are case sensitive. The training
web address IS NOT the same as the production (the real
system you will use when you receive your login and

password).

Tip: You can mark the real website address as a Favorite,

creating a short cut.
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3. Type your user name and password in the User Name and Password fields from the
Data Sheet.

You are logged into PASS.

Note: Your user name is typically the same as your District

login name.
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Guided Practice 3.1 - Create a Requisition with

Catalog Items
1. Complete the Requisition Preparation Sheet.

2. Log in as the Requestor according to your data sheet.
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3. Click Create on the PASS Swoosh screen.

The Create a New Request screen appears. You can also initiate the
requisition process by clicking Requisition under the Create section of

the Process Step Area.

Create a New Request

@] fou ean ets vanous trpas af raquasis in PASS, indudng reguatiors for praducts andfor services, Bxpenes Ceport, ar campany
farms

Wihat would volu ke to crestes?
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4. Click Requisition on the Create a New Request screen.

The Add Title screen appears. From here, you will provide general
descriptive information for the requisition.
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5. Write down the requisition number located at the top left of the Add Title screen.
6. Type“[Your Name]- Catalog Requisition” in the Title field on the Add Title
screen.
An example of the typed text is “Joe Smith- Catalog Requisition”.
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7. Click Next to proceed to the Add Items screen.

Notice that the Requisition # and the Requisition’s Title continue to
appear in the top left corner. Notice that the Catalog Hierarchy is in
alphabetical order.
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8. Click on the Category and subcategory listed on your Data Sheet.

The Add Items screen refreshes to display only categories or items under
the subcategory selected. A list of available products under this category
appears.

9. Click Add to the right of the product listing on your Data Sheet. The View
Line Items screen appears. Notice that a quantity is defaulted to 1 and is
added to your shopping cart.

10. Change the quantity from one to 20.
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11. Click Next to proceed to the Add Accounting Details screen.

The Add Accounting Details screen appears. From this screen, you will
identify the correct accounting information so that the funds to pay for
the purchase order will be pulled from the correct budget. Comptroller
Object should be pre-filled (based on the commodity codes). You need to
enter the correct Agency Object and Index No.; the remaining fields
should default based on the two selections. If this information is not
provided, you will receive an error message when you try to submit the
requisition.

Buyar "
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12. Click Edit to modify the default information.

The Edit Line Item Accounting screen appears. Notice that certain fields
can now be changed. You must Click Edit to modify the accounting fields,
which is done by line item.

13. Click k4 to the right of the Agency Obj field to access a list of available
Agency Objects for the agency.

The Choose Value for Agency Obj screen appears. The Choose Value
for screen is a general screen used any time a field has multiple values
from which to choose.
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Note: You can view details of any data in a field or a column that appears

with a hypertext link. For example, the Comptroller Object field has a link
for the Comptroller Object data. If you click the link for this data, you will
see detailed information on the Review Details for Comptroller Object
screen, including effective beginning and ending dates. Once you

review the information, click Done to return to the previous screen.

14. Click Select to the Agency Obj listed on your data sheet.

15. The Edit Line Items Accounting screen re-appears with the updated Agency
Obj information.

16. Click E to the right of the Index No field to access a list of available Index
numbers. The Choose Value for Index No screen appears.

17. Click Select to the right of the Index No. listed on your data sheet.

The Edit Line Item Accounting re-appears. The Index number and
other required accounting codes appear.

18. Click OK at the bottom right corner of the Edit Line Item Accounting screen
to accept the change.

The Add Accounting Details screen re-appears with the updated
accounting information.
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19. Click Next to proceed to the Add Shipping Details screen.

The Add Shipping Details screen appears. Notice that you can enter
shipping information for the entire requisition (Header level) or by
line item.

Euryer "
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@ Note: Most PASS users will be limited to selecting agency-

based addresses.
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20. To edit shipping by line item, you need to click Edit below the line item on
the screen.

21. Click Next to proceed to the Add Comments screen.

The Add Comments screen appears. From this screen, you can add
comments and/or document attachments to the requisition.
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22. Type in the Comments textbox on the Add Comments screen.

If you are ordering on behalf of several people, you can use the
Comments textbox to indicate the individuals, as well as which items
on the requisition were ordered for each individual. You can also do
this by adding comments to each line item.

@ Note: You can include comments/attachments on

purchase orders (permitting the supplier to read them) or

you can keep comments internal.
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23. Click Next to proceed to the Approval Flow screen.

The Approval Flow screen appears. This screen displays the pre-
configured approval flow for this requisition. You cannot modify or
delete the existing Approvers; however, you can add Approvers as
needed. Document the approval flow on your data sheet. You will use
this information in subsequent modules.

Approval Flow

Requisition PR526

Title

| PRequisition
| Items: 1 Tatal: §27.84U5D

Test
Add Items
q ~ 3
s m The approval flow diagram shows who needs to approve your request, vou can add approvers or delete them from your request,
Shipping b4
Zomments v | Approval Flow - Requisition

A I Fl
BRI Legend: 4 Pending 2| Active _{] Approved Denied 3| Optional

SUmMary

PR5Z26 S |A Funds Check | — ‘A E. Savannah Little | — |A CROIT Buyer — [ &pproved
Add Approver
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24. Click Next to proceed to the Summary screen.

The Summary screen appears. From this screen you can review the
entire requisition before submitting it.
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Liie Ieains
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LEnEs: W
Contact  GARCMER, KAMYA-ASSHCIATES, PO
Commodity Code: Z0TA000;Compect Disles, YD, ROM, mtr

Camract Number: PODS-2002-C-518-21
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@ Note: To reduce the number of screens on which you work and wait time for
refreshing screens, you can work directly from the Summary screen to prepare
most of your requisition if it is straightforward. To do so, once you have initiated
the requisition, click Summary in the Process Step Area to access the Summary

screen.
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25. Click Submit to proceed to the New Requisition — Submitted screen.

Your requisition is submitted and the New Requisition — Submitted
screen appears.

New Requisition - Submitted

Vor Fagsest hak baen submicted Tor soproval, ou can Siad the stetus or the appraval 1w to ae Mhers e raguest is in the
pracaTa.

PR526 - Tesl has been submiced,

% Frnt 4 oopy of this requast

® ligw the stabus of ¥our request

¥ Craate b serme by e of request
& Create s JdURErED tipe of FE st
» Raturn o the Pam Hams Pege

26. Log out of PASS.
You are now logged out of PASS.
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0 Individual Exercise 3.1 - Create a Catalog

Requisition

Objective(s): Submit a requisition with catalog items.

Duration : 20 minutes

Instructions: Complete each step in the following exercise.

to discuss how you accomplished each step.

Be prepared

Step | Activity Completed
COMPLETE REQUISITION PREPARATION SHEET FIRST
1 Log into PASS using the login from the Data Sheet.
2 Start a requisition.
3 Name the requisition “(Your Name)- Lab 3.1”.
4 Browse for floppy diskettes.
5 Add a quantity of 50 boxes of diskettes from a supplier with the
lowest price per box to your requisition.
6 Search the entire catalog for reams of 8 ¥2 x 11copy paper.
7 Add a quantity of 245 reams of 8 Y2 x 11copy paper from a supplier
with the lowest price per ream and is an LSDBE entity to your
requisition.
8 Select the appropriate accounting codes from your data sheet.
9 Change the shipping addresses on each item so that the shipping
address of each item is a different location for your agency. (if
possible)
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I;I Activity Completed
10 Review and document your approval flow on your data sheet.
11 Review the summary of the requisition.
12 Submit the requisition.
14 Log out of PASS.
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Guided Practice 3.2 - Requisitions with Non-
Catalog Items

1. Complete Requisition Preparation Sheet.

2. Type in your Requestor login as per your Data Sheet.

You are now logged into PASS.

3. Click Requisition under Create on the Process Step Area on the PASS
Swoosh screen.

The Add Title screen appears.
4. Type“[Your Name]- Non-Catalog item” in the title.
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5. Click Next to proceed to use Add Items screen.

The Add Items screen appears.
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6. Click the Non-Catalog tab.

The Non-Catalog portion of the Add Items screen appears.
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7. Inthe Description field, type in the details from your Data Sheet.

The Description field is a mandatory field. In this scenario, you are
creating a services request with discrete line items.

Buyor®

e {I{I ltems
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8. Click Ed next to the Commodity Code field.
The Choose Value for Commodity code screen appears.

9. Type the commodity code from your data sheet in the textbox, preceding the
Search button, and then click Search.

The commodity code appears on the Choose Value for Commodity.

Y Note: Commodity codes are based on text and numbers.

You can do a search by using numbers or text.

10. Click Select to right of the commodity code.

The commodity code selected appears in the commodity code field on
the Add Items screen.

11. Change price amount to $30,000.00.
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12. Click Add Item to add non-catalog item to requisition.

The View Line items screen appears. Notice your non-catalog items
appear.

Note: You must click the Add Item button or the item will

not be attached to your non-catalog requisition.

13. Click Next to proceed to the Add Accounting details screen.
The Add Accounting details screen appears.

14. Select the accounting codes for Agency object, and Index number from the
drop-down list for each field.

If you have previously used a code, it will appear in the drop-down list
for the field.

15. Click Split Accounting to proceed to the Split Accounting by Line Item screen.

The Split Accounting by Line Item screen appears.
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Spppraien Ve 0 L0l it e B
"o ki Bt OFFICE SPPLEED I
Capmrery by e wh ) 0 I
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16. Change the Split Amount for the first set of accounting to 50%.
17. Change the codes for the second set of accounting information.
18. Click OK to accept changes.

The Edit Line Item Accounting screen appears.
19. Click OK to accept changes.

The Add Accounting Details screen appears.
20. Click Comments on the Process Step Area.

The Add Comments screen appears.

Ll

Buyer

s, it @ Add Comments [
Remision RO100 432 FErcuinkian

Trawing Asgustian Bt tiems 1 Tokali 431.8EUED

m TOLF COMpaNny My reduia pou to justly your purchase mquest. Ener et fication commants, i dacirad.

Caanimsin s - Eding Regessitaan
nesesd] for |oegisti o5 =]
Commerts:
|
i include commient s sttachment it ane existsl an purchase orders
add scachmare | Calws |

Iﬂ Expand Add Commests - by Lise e 1o o] comments ta indisdusl lne itemrs.

| Commeants - by Lina Bam

Tearms in this request: 1

1 i‘ﬂl SPORTE BOTTLE-A2 02, CWE[S-#1 22ling drirkoaare .. 45 Each $OFUSD $31 95UE0

21. Type in any comment in the Comments field.

@ Note: If you had an attachment, you may want to type
“See attachment” which will notify the Contracting Officer
that there is an attachment. The comment is optional
since the Contracting Officer will also see a paper clip

symbol if there are attachments to a requisition.
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22. Click on Add Attachment to view the process.

@ Note: The process is similar to add attachments in email.

23. Click Cancel to return to the Add Comments screen.

@ Note: You can add multiple file attachments to a

requisition, but only one at a time. However, if you click

Delete it will delete all your file attachments and you wiill

need to re-build the file attachments list if you only

intended to delete one or a few of the file attachments.

24. Click Approval Flow on the Process Step Area to the left of the Add
Comments screen.

The Approval Flow screen appears. Notice the approval flow may be
different depending on what you want to buy.

) Approval Fiow TS T ST T
Ruguigmion RGIO00GS

Trainirg kepastion

S Repasiban
Sl Tterne: i Total: §31.950E0

m The sppraval flow dagram shoms rhoe needs be approve pour request, Tau can add spprovers o delabe them Fromn paur reguest.

Apprineal Flew - Reguesition

Legsnd: @ Pending (2] Adies B Approved [ Cenied 3] optanal

— || Funds Sommit 7 |l PO Eidget Besporstle Mnnaer
rodooods [

+ [~ Approved
el Podl Agency Mansaes

Add Appraser |

| ECIN ETES T T

25. Review the requisition, and click Submit.

The New Requisition-Submitted screen appears.
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0 Individual Exercise 3.2 — Create a Non-
Catalog Requisition

Obijective(s)
Submit a requisition with non-catalog items.

Duration
20 minutes

Instructions
Complete each step in the following exercise. Be prepared to discuss how you
accomplished each step.

Step | Activity Completed
COMPLETE REQUISITION PREPARATION WORKSHEET FIRST.
1 Log into PASS using the login name from your Data Sheet.
2 Start a requisition.
3 Name the requisition “(Your Name - Lab 3.2”.
4 Add two separate non-catalog items to requisition.
5 Select the appropriate accounting codes from data sheet.
6 Review shipping details.
7 Review and document your approval flow on your data sheet.
8 Review the summary of the requisition.
9 Submit the requisition.
PASS Buyer Training Essentials Package Page 23



ASMP

Working As 1

Activity

Step Completed

10 Check to make sure the requisition has been submitted.

11 Log out of PASS.

12 Log back into PASS to check the status of your requisition.

13 Check to make sure the requisition has been submitted and funds
have been committed.

14 Log out of PASS.
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@Guided Practice 4.1 - Approve a requisition

1. Login as the Approver according to the Data Sheet.

You are logged into PASS and the PASS Swoosh screen appears. The
Swoosh screen will appear and the Approve button should be flashing.
The flashing indicates there are requisitions awaiting your approval.

Conmposing
Submithed
Approwsd
De=nied

_Ra
Weloorme to PASS

Create O r' i ._ :
i ;

2. Click on the Approve button on the Swoosh menu.

The Approve Requests screen appears. The Process Step Area
indicates how many approvals you are required to complete, as well as
how many that are optional. Required and optional approvals do not
appear in the same queue.

Buyar

- B emess  Tue. 10 Jun, zoos #E’;“’"‘ Submitted Cony of Tranng Materi s Resies $9,569.60USD
: At :

M & emssp i, & i, 2003 nrll:\bs Eubmitted Untitled feguistion $0.00UED
r E‘”— Fri, 23 Mar, 2003 S00F®E g bmitind Systorn Teat C1id chenua/eanss! $395,20U5D
[7 [B eezen weo, zeprzoos J07°™ penied  CRP TestS.Clammons $L,677.60USD
T (B emeas wed zaprzooz A77FH peried AP Tesd-Clemouns $254.16U5D

1 Mone to Palder | [Brchive Tems =]
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3. Click on the ID or Title of a requisition from your Data sheet to review the
details.

The details of the requisition appear defaulted to the Form tab.

welooeme B msvannsh LiHe last wisit @)/ 1252000 600 B0
L q Prafar 0i 4] Hiol)
PRGE3 - Copy of Training Materials Review Status: Submitted
Bagh to Apgrove

fpprove Cany Prnt |
T AT T,

Tl - Flegilaitia

Title: “opy of Training Materials Revien
ol Catslog Hems: [

Prepars’s Bgency: RO (DEPT. OF CONELMER AND REGULATCORT AFFALAS)

Funds Stabue: Fureds Commitbed

Line Hems
1 £l Rdministrative Eupport 160 hour 96821050 §9,56860U50 | Daetall |

4. Click on the Approval tab to view the other Approvers for this particular
requisition.

Notice the Active symbol next to the user name that you used to log
on. Once you have acted on the requisition (approve or deny), the next
Approver in the flow will receive it. The next Approver will be in a
Pending state until you have acted.

Walpmme B Sywannsh Lrtle last yisrk 601 22003 &1 28 PM

ApEre T Dhany Pk |
[ s o~ e~

Logerd: Ll Pending 2] Active B8 dpproved [l Denisd | opbonal

~ |l mungzeneds | —— = coooudoesmemonsble mansser | —— 4 CED Contracting officer =
rReaz B
r B E.Elnmunah Lt
Ardd mver |
Pk b approve
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5. Select Approve to approve the requisition.

The Add Comments screen appears. You may or may not add comments,
but you must hit OK for the approval/denial to be submitted. If you
have denied a requisition, you are encouraged to explain why you
denied the request.

Comments

vou chose to approws PRGN, requestad by Annetie Tibbs,

=
Commers;
=i

I include comment and attachment [ are exnsts) an purchaze ceders

Arghive Opbions;

[¥ &rchiwe itern(s) to falders [Archme ttems =] £

6. Click OK to confirm the approval.

You must Click OK even if you have not added any comments. If you
want to rethink your decision, you can click on Cancel, which will
bring you back to the requisition. Once you Click OK, the Approve
Requests screen appears if you have more requisitions pending your
approval. The requisition you just approved no longer appears in the
gueue. If you have no more requisitions to approve in either queue,
you are returned to the Swoosh screen.
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@) Guided Practice 4.2 - Adding Approvers

1. Log in as the last Approver in the approval flow from your original
requisition.

You are logged into PASS.

2. Click on the Approve button on the Swoosh menu.

The Approve Requests screen appears. The Process Step Area
indicates how many approvals you are required to complete, as well as
how many that are optional. Required and optional approvals do not
appear in the same queue.

welcoma E. Ssvannah Litde last vlsi S 22003 §
Approve Reguests

SOpRE fany |

e hwvw 5 raguesks awaiting your appreeal

T I eessa Tus, 1000 2003 pe0e¥® sibmited Copy of Training Hateriss Baviee $9,563.50050
I B eeson riceoom zony 20U oprived Lerkied Requiition $0.000U50
T H ;2—'11 Fi, 23 Way, 2003 BO0ES copaied Svstam et 1.3 changescancal $400.20L50
1._ [B ERzdr wed, 2 ape, 2003 ;'.I'E_'E_':"” Dened  QRF TestS-Clemmans $1,677.60L50
T" [B pe2ss wedzape,zonz 220W™  Denied  CRETectd-Clewmmon: $254.160U50

L ||t Fogee | [Archive iterns (€] 3
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3. Click on a requisition you created. Click on the Approval Flow tab.
4. Click Add Approver to add another approver to the requisition.

A form with the information required for adding an Approver appears.

PREE3 - Copy of Training Materials Review

Cpfignsldpproval D Back o Approve
sppriae | [ Cbene | R

CafTImCTACTAEE |
Soloet the uses o Pobe 1o add: E. Tavannah Litda -i | %]

Promede a reason: ||

Zpacify an approver o add relativae to:

Legend: & Pending 8] Astive B epproved i Denied | ©ptionsl

v #] ceoBudgat Responcbde Managar " |4 ced contrading cifficar -
e

rria] B
+ i L. Savanmah Litile -

5. Click to the right of the Select the User or Role to Add field.
The Choose Value for Approver screen appears.

weicomne E. Savannah Lithe last visk §/12:2003 6.:25 PR

Choose Value for Approver

Fsld: Marna I Saardh |

of Spenalist Saleck
Adarn Bubirman Ealact |
Edrian Thampson _B:Ied: |
Ggarncy Direcor Enlmct
ngercy Hansger Saluct
Ajary Kapoor Ealadt |

PASS Buyer Training Essentials Package Page 29



ASMP

Working As 1

6. Type “Training” in the textbox preceding the Search button, and then click
Search.

A list of all training ids, which contain “Training” in the name, appear.

nu,lf'er . Vipkcnme Trairing Ragquestar lsst wise 20W/2000 B;319 A4

Pgnistios Choose Value for Approver

Tiile o Cliks Gedect to add bhat walus to paur rsquest, oF Crps a vabls inthe ssarch fiekd and dick Seanch to retisve o B3 of valss
CANTainng thal beet. o can A dick 4 page mamber oo display e valuss that appear an that page, snd then make your sekctian
Ao ke i (&)

A Ui L
} Finld: Mamu m sanrch |
Ehinpirg. + Page 123k

commants B e

) tooroveirkw o+ Tesnie AF Gpesisist ]

Ih Lirhers Trainirg Agancy Cirscior Hl_l!f_l
Trainry Apenay Manape Salntt |
Tranire &pency RECEWED Cbedem |
Tranry Apencr Spec ic Sacurty Gticar Ealme: |
Tranie] Appraves ﬁl
Trainirg Approver 2 Ealuc: |
Trainireg Budget Besporeble Manager Ealmet |

7. Click Select to the right of the Training Agency Director.
The approval flow screen re-appears.

8. Select the radio button of your approval node.

9. Choose the In Parallel radio button.

The new Approver will appear in parallel to you.

CarTTEN TG
Sebeh the weew or e booadd I Hiun g AP Spem il v| %]

Frovida & reason: rand for montering

Specfy &N approver o sdd reltve o)

Legend: @ Pending 3 Active [l Approved [l Denied & optanal

+|2l  pooBudoet becnoncibie Nangear | —7 |Lal | R0 Conracing o
roioooco [}

Specdy mhara pou Mank 1o add thie Mevs appresser:

= in paralial
T betore
T afar

15 this usacrabs paquisd b sppross? B apreaval required

oK | Sl |
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10. Remove the checkmark in the Approval Required checkbox.

The new Approver will not need to approve this request before it
proceeds to the next Approver. This new Approver will be a Watcher.

11. Click OK to confirm the new Approver.

Notice how the new Approver is noted with a line extending
throughout approval flow.

12. Log out of PASS.
The PASS log in screen appears.
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Individual Exercise 4.1 — Approve a requisition

Objective(s)
Approve arequisition

Duration
20 minutes

Instructions
Complete each step in the following exercise. Be prepared to discuss how you
accomplished each step.

Step | Activity Completed
1 Log into PASS as the Approver for one of your requisitions.
2 Click on the Approve button on the Swoosh.
3 Review details of your requisition.
4 Approve the requisition.
5 Provide comments to support your approval.
6 Click on OK.
7 Review the approval status of other requisitions.
8 Return to PASS Home page.
9 Log out of PASS.
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@) Guided Practice 5.1:Reviewing Purchase Orders

1. Log in as the Requestor according to your Data Sheet.

You are now logged into PASS. The Swoosh screen appears.

Rocalva

Status

= e

b pass Help Page
¥ ASHP Hame Fags

2. Click on Status on the Swoosh main screen.

Every requisition that you have created will be displayed.

Staius

' w of tha riwren pou has s regussbed . Click s D ba dmpdey debabe b or bren meraamted raquk, You car eebeck ora e
mars l‘\.l|-| h|!| v b b dewpnated ql‘q

Conn | Dol |

FROR S ) Oreg e 4

T B oipoes Teday, 504 04 Subpited Unttled Beggpiig Framsn
1:_ B Eolomasd Todar. Bas e Ordersd  iwmo renngren $2.33usp
'__ m EQLOOES Today. B1 @Y Cbred  Trenig Bsgpmdor FLIME0
I |8 moLoeory Toder, noe e Qmred - Tesinks Ters Fag $2.1350

Wara ko Falde | [Arcires teme 2] B
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3. Select the ID or Title of the requisition you created with the Status of Ordered.

Selecting the link under Status will bring you to the Purchase order
that the supplier received. This is in a printable format.

.-..\ Reference: Refer to the Job Aide: How to Check the Status

of a Requisition.

4. Select the Orders Tab.

You are able to see when the Order was made.

RG100003 - Training Requisition

Status: Ordeied
Composing

@ Thezs ars the details of the request pou =elected , Oepemnding on its status, pou can edi, change, carcel; or submik the request for
approva . Yoo pan alao copy the reguest and pred the details, Aeviay your raguest and bake the dasred achondah

Do b Statys
Charpe ance I F'ﬂ!'!t_ |
CANCTTITREra TR

=i D Today, 0:5% am irdmred Treining Requisiion f: = b N EA u]

Back to Statue
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5. Select the History Tab.

You are able to see the entire history of your requisition.

iMelame Traning Aagquector last olet 30005003 O:05 BM
Loy ¥

R100003 = Training Requisition Status: Ordered

Composng

Subsmiitad
v Aporoved

Crenisd

Sheee Al

These are the detais of the request yoo selected. De=pendireg an ks status, you can edt, change, canoes, or submit the request for
spproval, vou cen alen copy the request and print the details, Bevies your request and ks the desired sctonis)

Euzck to Stebus

Chengs/Canzal | Print |

Eacm e e e
CDate | luser A Swmmaee 0

Today, PAES § Order PCLDDNOE was sucessshully

W00 AW  Adminictrator ordered  Eendyerbariba.procure serverordering GribaNetworkMimeCrderSender to LOSER ART
[ Bdminietratar iH

Taday, PARES Bvstem riduirest Order POLOOOOZ was sucossshully

20081  admipistrator =endVerbconfig jsva custom, DEHP_SoarERFOrderSerder to LASER aRT [N

Todar, Irainin LA Approved AOLI00R0T apprawed.

B:59 AH Officar

Today Training Budgat
856 AN Rospanshie Hansger PPPoYed ECLEOND sppraved.

;‘.’::':1'" Training Apgrover Approved  BOIO0003 sporoesd,
;?ﬁdzﬂl;:l‘l Funide Carnnnit Approvad BO100003 approved.
Taday,

noy Ay RN Esaumstar  Submited LQLOD00E submitted for spproval

Elack to Etabls
6. Log out of PASS.

You are now logged out of PASS.

Tool: The Facilitator will demonstrate the Change/Cancel

Purchase Order Process. A Change order must go through

the approval flow one another time.
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O

Individual Exercise 5.1 - Change Order Exercise

Obijective(s)
Change order.

Duration:
20 minutes

Instructions:

Complete each step in the following exercise. Be prepared to discuss how you
accomplished each step.

Step | Activity Completed
1 Log into PASS as a requestor.
2 Select Status from the Swoosh.

3 Select a requisition that has been ordered.

4 View the details of the ordered requisition.

5 Select the Change/Cancel button.

6 Change the quantity on the line items.

7 Review new approval flow.

8 Submit new version.

9 Log out and log in as all the Approvers on the Approval Flow to

complete process to make the new version into a Purchase Order.

10 Log out of PASS.

PASS Buyer Training Essentials Package Page 36



@) Guided Practice 6.1 — Receiving

ASMP

Working As 1

1. Log in as Designated receiver according to the Data Sheet. The PASS
Homepage appears. Click Receive on the Swoosh screen.

If there are items that have been Ordered, the Receive button on
the Swoosh menu should flash to indicate there are items
waiting to be received.

2. The Select Order screen appears.

0 Select Order
=

n e to recely

Arders reuimedi 16

GRP Trot T - Chfiprd Coly
CRE Tegth - Thmys Berderson
XILES CEE Tegte-Cliford Sraoks

EEEEEEEEE
E

T

ZEF Teut¥-Cliferd Cooka

PASS Buyer Training Essentials Package

Mo, 2 Mar, 503
Men, X Mar, 1003
Pon, =1 Mar, S0
Mo, 5 Mer, 5003
Mo, 5 Mer, E003
Thu, 3 Apr, MI3
Thu, = Apr, 2003
Tha ¥ apr; 2003
This, 24pe, 2083
Th, = ape f003

Thu, 3 Apr, Z003

Srdermd
Qrdered
Ardered
2rd ered
Ordered
Aoeciving
Asnswing
Srdered

Orderud

GREHER, 14
GRAEHAW, THC,

ERAHAN. THG,

GRAHGW, THS,

CRAHAW, JUS,

o | e

HATIOHAL £50 CIRTES, JKG,

HE=D % IHETITUTIONAL FOODE [RNG
HELO'S INETITUTIONAL FROOE [RC
HATIE AL kSSs CIATES, RS,
HEOD'S IHSTITUTIDNAL FOODS (RN

Page 37



ASMP

Working As 1

3. Choose an order to receive by clicking on the link.

The Receive Items screen appears. If you have many line items on the
order, you may receive each line separately. You can also accept the
entire order if all items were received properly.

9 Receive kems
bacept BO5E1
Firl 3% - CRP Tast2 - Clifford Cooks

LIrvee Wi - Rotalsing e wied

i ] Effin Laaf, Banans, 7% &8/ 1 &, 1 an

Frcsipt Detalls

Ordar [0 [2=kF1]

vk Trde AP Tt & - CEerd Cooks
= v

Cloaw Ordar: & ua

Carter Tadar, P00 PN

Frocesiing Stabia:  RecaRing

4. Choose to Accept All.

The Summary screen appears. Click Submit to process the receipt.
The Receiving Done screen appears, and the receipt has been created.

D-\.Illlli

Hacaipe BT
FOULBRRED - 1' W Tame Bag

m Chack toc ses i sddiiansl mformetion far the neceieed fBerra 0 resded . This map indads Feection corsmants o e debe

e

Lime &mms  Hermiving Hemdag

1 1 FEHADLLER DELATLC, IBE 1 l_ I'|

Reqizig Gl

dirdder I PURREEED
v THla Trgaweg Term Reg
Chiie Geder e
L]
Datn Tacs, 840 A

Frecamiing Siwnn:  Facaiving
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6. Click on the Logout button on the top navigation bar to exit the system.

FEw Ed wiom | Faaibes  Tocs Wl .
| Mekreao rﬁhupu'rm.nm.nm.n-rst.nJ:.l.uuqmrnhu--mmu-ulmaunmn“-- - =] e [

walcone Richard Harms et vise 3ILCE000 413 PR

Recetving - Done
m Fau succmEshdly raceiue d ths selactsd £erma. fou can conbinus fo recsive itmms ar retum to the homs page.

FUNEE . Tho soefing of fadjissitte e hee beon ruccarsfully rece romd

= ZTolpct sncirar order bo raomve
& Aetum tothe PAES Hores oaae

I~ Dantshow this pags somn

7. Log back into the system using the Requestor according to your Data Sheet.

The Swoosh Screen appears. Select Approve.
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8. Place a check mark in the check box preceding your Purchase Order.

Approve Requests

Chik a0 B0 o dsgay deimk for the mAsEEsd regusi, Chik Apprave & DRI 0 spprovd oF deny T FRgeRE Ty
car ilin 4 & camemant T the e

e |

e hisa | INCLEWT SREENG FEET BREITTH. I-l“'v-rl.l-: ?inln.l-mr!.-_}.-_
i B acaooos Teins, w02 am I"":m“ Suheemal Liddbed Beiasta ST

Wasastelin | [es pva 2 O

9. Click Approve to approve the receipt of goods.

The Comments screen appears. Click OK to confirm approval. The receipt
has now been approved and the process is finished.

Comments
Ewter- 4 corwrend 4 partof pear apgrvsal Fea cer vl archeve tho desurves oo deferent dolder, B osaect F be
'm ABILITH el SR i i PR PIATRG, 11 sl 8 ek 6 e Gu0 o] THI0RT i B4l paTiion. 11t Rddee pi
mipct 43w rit axiit v that parbber, s fzosrant &1 bs mareed o dha Arthive Thems folder sioreatcell. Clak OF

e yimg i dEEE

fori chaer iz govewee B 1OMME, reouemed bs Traresy Regseder

g
Gorwrenis:
H
T mchade comvrant avd stfachmant (F o smris] on curckaes ordery
Arieay Todsgr

P dschies riemial da Felder: |drthive Barea o) B3
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Individual Exercise 6.1 — Receiving

Objective(s):
Partialy receive and provide comments.

Duration:
20 minutes

Instructions:

Complete each step in the following exercise. Be prepared to discuss how you
accomplished each step.

Step | Activity Completed
1 Log into PASS, using a Receiver’s user name and password.
2 Select an order to receive.
3 Review each line item.
4 If there is a line item with a quantity of more than 1, accept 1 and

reject the remaining.

5 Provide a reason to the supplier for the rejection of the line items.
6 Review the approval flow process to ensure last Approver is original
requestor.

7 Submit the receipt.

9 Log out of PASS.
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Guided Practice 7.1- Locating and Organizing
Information

1. Select the Explore button on the Swoosh.

The Explore button will bring you to many of the functions for locating
and organizing information.

Explare
Iﬂ Tou ran gxplors the seamches you caved, browse the cetadogs, or seench for iteme in Folders

What would you e o explore?

2. Select Saved Searches on the Explore screen.

The Use Saved Search screen appears. If you already have saved
searches, you are able to run them again.

Use Saved Search

I
Apitam Saarches
Latelops
Eakdars

E Run, adt, or dekita any of your previosly Saved Seardha,

Chok Creste a Hew Search b aveate a new searth,

[ Soardiing For cupplars Szt |

L puleal
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3. Click Create a New Search on the Saved Search screen.

The Create Search screen appears. Give your Search a descriptive
name.

Create Search

Emtor & search name, selnct 4 cabeqory in which ta ssarch, srd soaody. your seanch omrbery, I 4 fiker s assoamted sth Ine tem
m- inform.ation, yaur sesrch retneyes evary daoument phere eny [ne fem matches the specfied vakis, & fiter thet & mat lins item
spaohe appdies to the antirg document

Srerch Meme: [ TRDERIRDTTE

Cabagore: | kmgasrian =1
(smbaat
. ol
Commodty Cock (anp lina itamy: D
3]
Created On Bahalf of) Tbh=, anreitts .

et Creatsd Ha Chipie -rI
el Ko Chinge: 'i

Zupplar [any Ene bem: (amlact s walus) B

Tatal <z | To; | [

Ananh ; 7
Bnarh | AddBumern Saarch Fitars

4. Select a Category for the Search.

This will specify what PASS documents you would like to include in
your search.

B v lcomme Training Requestor Fast visie 7782003 1:20 &M

Create Search

Emtar & s&arch narme, select  category in which to search, and specify your search critena.

m 3f ‘a filter 15 associated with line item information, your search retrieves every document
whars any ling ibam matches the specified value, & flker Bhak is not fne item specfic sppliss
to the entire document,

Sesrch Nama: [Pembroake

Category: [Requisiu'on |
{salect

Commadity Cods [y a

lire =l abieh

Crasted On Behall Of: . Training B -3

Date Created: Mo Chaice —E

Shatus: Mo Chaigs -I

Supplier {any kne e

el PEMBROKE WEST, NG, B3

Tokal Cast: | Toi | ]
Fuarch Add/Ramovs Search Fiters
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5. Select a filter to search.

Click k4 to the right of the Supplier field to search Suppliers. The
Choose Values for Supplier (any line item) screen appears.

welcome TIBbS, Bneame lset visk AL 5003 9105 PM

! Cwmeaily Sebacigd

GAACIMER, KENVE b AESTIATES 1EZEZEIId = _Pmmeue

! Bdd te Currendly Solecied

Ghick Add b add khe dazired valusds] to your Cumantly Selscted e ik Cick Remowe o remors the desired valuss] from your
m Currently Salected e |at Enter & value in khe search fiald srd cick Sesnch to retrisve velid valuss, Tou can dick a pep= rumber
to display the walues that appear an that page. When wau are frished, dick 0K

Finkd 1 [Campary =1 E Saarch |

GHRDIMER, KENVA k ASSOCTATES 1521525154 = add

6. Type in any Supplier in the textbox preceding the Search button, and then
Click Search.

Your results will be presented. Click Add to add the Supplier to your
search. Then click OK to return to the Create Search page.

Wekome Tibbs, Onnetie last visk 61 2/2007 3:05 PH

Review Search Results

IE Thes= are pour s=arch resuks, Click Befime Seanch to refine vour nesuks, Click Seve Search W seve yoor search orieris

Saarch Name: Seahing for supplers
Swarch Cabagory: Ascasibon

Bearch Fibars: Craated an Behalf Of = Tibbs, dnnethe, Bpplier dany lre ke = GAROCHER, KENvA B AESOCTATEE

Sans Gmarch _' Fsfine Ssarch

[terns ek raet wour zesrch crkena 1

L chey | [Detete |
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7. Click Search to generate your search.

The Review Search Results screen appears. All the requisitions that
are related to your filter are displayed. You can further refine your
search or save it

Review Search Results

E These are pour seach resuls, Click Refing Sesrch o rafine vour results, Slok Save Sench boosyve pour seeroh oitsriy

Sy Mg AR requition: el sted to Hoods
Taarch Catsgory: Requmrbon

Saarh REES Crestad On Bahalt Of w dncwrtie Tibbe, Suonber (e Ing ieml = HOGDS TRESTITUTICRAAL FOOCE:

[teris thart et T iwarch critaia: 7

Apr, 2000 Bammicsd  BE's Sasand Ik BRLST  §14m.00UD

o Tug, 1 4pn 2000 Paceed  Bo's Third Invaice FRLAS 148 DOLED
7 [# wod, z fr.200 Gnjamd  CAE TeatZ-Clammans PRL33  §193.zLE
- Wad, £ Apr, 2000 Subrmbted  CRE-Tastd-Clermens PSS 420,51 LD
'T B Thu, ® dpr, 2009 Composng Capy of CEP Testl- Clermamnrs FRE8 93, HHLED
l':' Iﬂ Thu, 3 Apr, 2000 Compoeing Capy af CREP Teskd-Clermmom RN $193.IAUsD
" @ Thu, ® ap, 2003 Subritied  Copeaf CEP Testl- Clermors PRI §199.E8LED

Capy | Caleks |

8. Click Save Search to save the search.

The Save Search screen appears. You can review the details of your
search. Your search is not saved until the OK is selected.

Flease confiem st ¥ sanc o seve the sasrch using the ssarch name pou eniered by oioking 0K, Cliok Canosd If yau do nor want
o mava the march

Sewchhame: TSRS

Saarch Semgory: Requnkon

Sasrchfkar: Created ©n Behalf Of = Tibhe, Annsita, Supplar (any ine item) = GAADIMEFR, KEMTA & ASSOCIATES
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9. Click Saved Searcheslink in the Process Step Area.

The Use Saved Search screen appears. The search you recently
created is now listed.

Use Saved Search
m Fun, mdit, or deleb= any of your previously Ssved Searches

Click Craats a Maw Saarch to chaats & ned saarch.

I Searching far sugpliers Suard,

10. Click on the Catalog link in the Explorer bar.

The Explore Catalog screen appears. This screen is similar in content
to the Add Items screen when you are creating a requisition (Lesson 3-
Requisitioning).

walcome Tihbs, Annette luct vlct 8,705/ 2004 0:05 PN

Explore Catalog

To locake an tam bo sdd Eo pour reguest, dick a cabs=gory or sub-category link, or snter 8 value in the s=arch field and dick Search
to fatriave thi lise of valid ~aluas; Tou can aleo didk a page numbar o dieplay the valuas that appear on that page, and then make
vaur selechon|s]

s e

| Smarch|  entire cotalog © =t cakegor it
Catalog Homa
b moricultural & Farm Suppies and Equipment b Apparel, Aoressories aml Personal Care
Cerling Badoes, Emblemns, Mame Tage and Plates Clathing
fcrecepries  Clothing: Sthldic, Cacusl, Dress, UnForm
Yémmiher R Wark ..
b dutomative & Tramspoctation Equipment ol Supnlies I Buildinn B Construction Machinery and
.ﬁu:nrrmlun accaisoras for Autcrnobilas, Busas, Traikers, Trocks G"IE Lkl
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11. Type in a word or phrase in the Search field directly under the Catalog tab.

This is a general search for anything related to your word or phrase.

s Expiore Catalog

To locabs an ism to add to your requeat, click a category or sub-pategory link, or matsr 8 value in tha s=arch fisld and clck Search

SyEtanm Searchat El t retriave thes izt of valld vakioe. vou can ka dide 2 paga nomber to dplay tha valuee that appess on that page, and than make

Catainas FOur selechards)

Iolders

1 Eaarsh

Browse Catalog

Supplier: . BMERTCAN SUPPLY COMPANT
LgoeE: T

Supplier Part Humber: 171

ETA fdams): 20

Found 34 itemes For cat=gory Clothing Accessories

Catelog Home = dpparel, dccessories snd Parsors| Core = Clothing focessories
THER UNDERWEAR TOPS & BOTTOMS” s Circul

(e~ e

F Erdire catakog O Cument cakmgory Advanoed

Hide d=tails Wiew IBems By Harme =
Page 1 .. T F Bk

1 - 15 of 8d itsms=

EE.B3IUSD [/ each  Addy

THERMAL LUNDER'WEAR “TOPE E BOTTOMI Men's Circular Knit, Medium seight, ong
sleeves shirt, crem neck vath bk cuffs, full elastic waist drssver with knit anklet,
reirforced seamns for longer sesc, color cresm, S0% polyscher, 50% cobon, d &=
LARGE

12. Click on Search to locate items meeting these criteria. All the items related

to the term are displayed.

Explore Catalog

pour sebeokonls]

Wekame Annetts Tibbis 1450 vt 5014,2005 8:34 AW

Search Rasults

Catalog Home

all =

Computor Oparatar 101

Supplier; WATIGHA, AEROCIATES, [he,
Leoee: [#

supplier Fart Number; 53

ETa [daysh 1

Computer @ratar 1

Supplior: HATIONAL SSSOCIATES, [WE.
LeDeE: [¥

Suppher Part Mumbar: BL

ETa [daysn L

Computar Dparatar 14

PASS Buyer Training Essentials Package

To lopats anitern to &dd o pour raquest, dick & catagory of sub-categary link, oF anber a valie in the iesrch flald ard clck Saarch
E to retrieve the lisk of walid walues. You can slso click & pege romber to display the values that appear on that page, and then make

T
o rcot- Saarch| & Erire catalog urrent.cangory At

e _Bg!n:_l'_._'- Found 2% jberns in 3 catsgories for computer,

Hids deraik Wimds Rasiilts By! | Redasanos -I
Papa L 5k

1 - 16 of 23 makmhes

$32DEUSD 7 hour  Add]
Compuber Qperator [

R4 b4UE0 S hour  Add
Compubsr Spesrator |

FI254UED S hour Add
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13. Click Save Search button to save this search.

The Save Catalog Search screen appears. Select a title that fits your
needs. Click OK to generate saved search. The Explore Catalogs
screen re-appears.

Save Catalog Search m

IIl: Chooes 8 descriphwe name far the: seerch  This mill balp yoa ta And snd recess it later in the catalog Saved Search tab

Search mpme: fSearch far sheaa|
Seaprh Parsmelness bepwnndse'shees

Swarch ficops: Erbrw Cetalog

14. Click Saved Searches tab.

Your search is now listed under Saved Searches. You will be able to
run the search in future.

Buyar

Explore Catalog

Ta locats wn #am to add o your regut,; chok s categary o sub-crtsgory ink;, or armar & valum in the sasrch fid and chick Smanch
E__]_ o patrieve thes Bk of vl wad U, Yoa an -k ikl & pags Aok toodispl ey e ¢ akies ot sopear an That page, s tn maks
yaur smbackionin ).

[EESEY -

Swrad smanches allam yauta sava cammonly used catalag asarches. After pou smsrch for an item ard succsssfully rotrieve regbs,
chck Save Sesrch, Tou oan fetom tothe Baved Sesrches teb 1o L yaur Faved search in the funsee

T zsarch for shoss sanrch | EdE |
|

L
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15. Click Catalogs link in the Process Step Area.

This enables you to clear the screen and return to original catalogs.
Perform another search for an item.

Explore Catalog

Zoved Soarghes To Incabe an dam b acdd b your request, click a catsanry or sub-pstegary link, or snter 8 walis in the s=arch fisld snd click Ssarch
Sxitam Saarchec @ 0 retrlave the list of valld Wakiee, You can aka ik 3 paga namber to deplay ta valuee that appass on that page, and than make
Cataings your selectiords)
Ilders
s
1 Esarh | F Ertirs cataleg © Cupeent camgory fidanoed

Found 34 kemes for category Clothing Accessories

Browse Catalog Hide details View lems By-  (Nare <
Page B .. T F M
Catslog iome = dpparel. decessories snd Pereors| Cars = Clothing Accessories 1 - 1% of 83 jtem=
THEEMAL UMDERWEAR TTORS & BOTTOMS™ Men's Ciroular., SE.BIUSD [ each  Add

Supplier: . AMERTCAN SUPPLY COMPANT THERMAL UNDERWEAR “TOFS E BOTTAMS Men’s Circular Knit, Medium seghe, koo
LsoBE: T slopves shirt, erem neck vath bmk cuffs, ful elastic waist dresver with knit anklet,

reirforced seams for longer sesr, color cresm, 0% polyester, 50% cobon, d &=
Gupplisr Part Humber: 171 LARGE

ETA fdays): 30

16. Click the link on an item in the catalog.

The details for the item appear. Click Add to Favorites.

Name Tags and Materials $1.21USD / each

Product Details: Guantity: I Add
Description: Mame Tags and Materials

Supplier: GARDIMER, KENTA & ASSOCIATES

Supplier Part Number: 47
Manufacturer:

Contract Murnber:

Manufacturer Part Nurnber:

ETA {daysh 5
More Info on Supplier Website:

Maore Info on Manufacturer Website:

Add ta Favarites
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17. The item is added as a favorite, which you can access directly from the Catalog
page under the Favorites tab.

Malcomp Annets Tibbs bk vt SO4/2 000 8, H AW

Explore Catalog

Ta lopcate & item 1 add b0 paur reguess, pliok s categary oF fub-categary ink, or anier 5 walus inthe search fiekd and oliok Seaech
o ratri e the Bstaf walkd vakias . Tou can o= dick & p3ge numher 1o depley the ks that appear on that page, and then maks
Four seachion sl

e

Favaries allow pou 1o save cormmanty ardered tams. Add anitem 1o your favontes falder by clicking Add ko Favesibes onthe
cobalog kem detod peoge .

T Shdme Crem] (par clided EOFQINCF, KENTL B LSEOCIOTES §1210USD ach
I7 Burcet srgivst BESLE THG, $TSEILED hour

L Addam | R From Farorksr |

5 A9E-2002 Briba, [, A1 Righes Raseresd
Sagpot

18. Click Folders in the Process Step Area.

The Explore Folders screen appears. Take note of the PASS folders
already available and the Personal folders that can be created.

Explore Folders

Status Ttarmy 21
Aporpvs loams o Foldary mnsble you ta orpenize your requesis sany May pou ke, There sre stendand Ffalders for Skebos; Approve;, and Archive teme;
mared au can clids flew Falder to ocwets & ner persanal folder.

I PASS Faldems

B oiphyy ey 0 sut-lodians]  BY fodder dmmy)
B aop o [inma 0 sub-indamrs] 0 fedder dmmis)
B pgeondie Ham 0 nb-ialdsas] 0 fodder demir)
B porhive Jrsms 0 nad-oldens] 3 fodder deesii)

Femonad Falilnes

“fau surrently have no parvonsd faidars . Click Maw Folder to oests & rea
[l iy

Har Foliar
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19. Click New Folder to create new folder.

The Create New Folder screen appears. Select a title that will fit your
needs. Click OK to generate the new folder. The new folder is now
listed under your Personal Folders. You have the option to rename it,
move it or delete it.

Create New Folder

Ertnr & namn for e ney folder, snd indicabs phars it Belongs in relstion to yoor existing Folders, Chck DKt grests tha nea Foldar,
Tiou can placa foldars mithin folders, howavar, necting folders more than s faw lovale dasp may maka £ difficult o kbesto ibeme.

Hew folder name; |

Farent folder;

F B Al Foldare

=L Cancal

20. Click Status Items in the Process Step Area for Personal Folders.

All of the requisitions are displayed. Click Ed next to the Move to
Folder field to select your newly created Personal Folder. Select the
folder you just created, and then click OK.

Choose Folder

m Chok @ redio bitton o ssinct the Folder to which.you would lice to move the selected 1itema)

4 B Siatus Cterme

i R Appraes e
- W nocondle kems
i archecs e
4% B Suppllar A

ok | | Emneal]
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21. Select one of your requisitions and select the option to Add Instead of Move
Click Move to Folder to add requisitions to your personal folder.

The Confirm Move to Folder screen appears. Click OK to confirm

move. You are returned to the View Folders screen. You can continue
to organize your items into folders from this screen.

Buyar

Confirm Move to Folder

E Chick DE to mows the zslected requests to ths decignsted folder, or Camcel to cancel the move and returm 1o the previous pags . OF
rou do nok wart ko sea this confirmsdion n the Arturs, cheds the check box below,

You hava chosen to mava tha salahad raquest’s) to the designated foldar, Any requast that was oreatad in a diffarant partkban
will be mavad ba the salectad falder In that pargtion. I the foldar you selact does not et In that pardton, the reguast will be
moved to the Archive [tems folder avtomaticaly,

_ ok Cancal |

I Don't shom this page again,
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@Guided Practice 7.2 - Create a basic report

1. Select Standard Reports under Report section of the PASS main home page. The
Select Report Category screen appears.

Note there are step-by-step procedures for creating a report, much
like creating a requisition. Select a category and click Next.

Buyer ~

[0

0 Select Report Category

u Esject Category v
Eeslect Repart

Selmct Fikers & Accounting

£ Global Catalog Repors
£ Global Orders

C |moicing

0 Ordars

© Racamng

= Raquisition

[l -Tw |

Iﬂ Balack & repart catagory from the lisk, Reparts are graupad by Fumrton

Hun Eupork
Sl REnen

2. The Select Report screen appears. These are all the reports available within the
category you have chosen. Select a report and click Next.

) select Report

[@] uiaet = repurt from tha list. 16 pou connat find tha repart pou mard, e o diffarerct catagerr.

Skl Caleoory W
Select RBeport v
Sekct FIEes & Commadily Delais

Shaas ewsry kng iem rabided on the seleoted requistions, sorted b line kem

Eln Eaport
Sl Bapan

© Agancy Detais
Prowides 4 breskdamn of arders from & particular Sgency,

. Reaguisibon Dedai
SLETWNAFEE 3 Qroup of requisiione, shoming hoth header and §na lam iformation.

©: Fesquistions To be Apgrcwvad
Lisks recpsnitiors that are sithar ma#ing far appraval or that have bean esplickly daniad .

- Fequistion Summary
Surrrmary of requisibors submitied during samae particuar pariod.
1 Suppliar Dbl
Shaows the suppliers 1ou've been uzing and the types of sommadities Tou've besn ordenng from sach,
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3. The Select Report Filters screen appears. You will need to add parameters for
your report.

a Salect Report Fillers

Lo repret e e Enit your ek resatts b g portimabor o orzon s sbobus, or e frome, 1F paw dan't spoofe 2 volucs e roon
1echrdrs alvohurs

Ropart Farmais [ HTHL =)

om Eahalf Of Thbs, Ao erie [#]
dupplEr Hane: [ELERERT T |
(B
: -
Tamnodty Doda walum|
— e
Cratm Suomited: J"'hll Quﬂlrﬂ fromi: Tum, 1 Aer, 3001 Toe  Mon, 30 Jun, 2300
Stutan: |l1n- l:MnE.]

4.Click k2 to access the each of the values next to the fields.

5. Click Next to proceed to the Run Report screen.

Lk winik BT ZFE003 2:05 P

Buyer '™ tinlcore Tibbs, Arcatts

b G Run Report
Sulect Catagoey W

lﬂ Click Rusn Report to generate the report.
Solect Paport

Report: Fiksrs; Or Bshalf OF = Thbe, Anpetie, Dats Submitted = Thiz Quartsr
¢ betvasn Tus, 1 Apr, 200G arad Mom, 30 Jun, 2003 1

Bun Beport
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6. Click the Run Report link.

The report appears in a new window. This is a report that has been
run in html format. Close report window and make PASS window
active.

District of Columbia
Sapplier Details
O Behalf 0f = Tibbs. Annetie, Date Submitted = This Guarter | between Tee, 1 &pr, 2003 and Mom, 30 Jen. 2003 )
Fri, 13 Jun, 2003

Amaunl by Supplisr

. =
& 3
: i
i 3
X o
= a
E w
3 £
Eupd mr
Supelinr LAGER SAT, INC.
LEDEE: Yar
Cornmpdry: EZ0R100 FPar Rarklle [ Gararsl Yebrimg Typarl Buli Poink, Mylom T, Flaris T, el
Foa e tion Roo ROT00MED
Dezgripion Corbract 10 Oy Wak Uit Frige Extznded Price
FEFILL.FEERASER.PEMBTYLE 2P FODE 20z 00501 13 eieh 0D FISANUED
Faquiction He.tokal FIsEOUSD
Commedty bobal FIsEOUSD
Soprlier boinl 415 B0USD
Bupolier THE AD AGERCY
LEDBE: Tax
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7. Click Next to proceed to the Save report screen. Click Save to save report.

Buyar

Heqoig r <
J D Save Report
Felmct Catmgory v
E Erdar a uniqus narme for pour Fepoet and clek Savs . Yo ean acoess the raport o the Tukure From your Seved Raports (6t
Solnct Begort

&) Zalace Fitars o
Saue Report 50 I'Euppier un | o
Eun Beport +

lj Sawe Repart
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Individual Exercise 7.1 — Creating a standard report

Objective(s):
Create a new report.

Duration :
20 minutes

Instructions:

Complete each step in the following exercise. Be prepared to discuss how you
accomplished each step.

Step | Activity Completed
1 Log into PASS.
2 Click on Standard reports.
3 Select Orders as the report category.
4 Select Order Summary by LSDBE Supplier.
5 Select the Yes radio button next to LSDBE.
6 Run report.
7 Title Report.
9 Save Report.
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Guided Practice 8.1 - Changing Personal Profile
Information

1. Log in to the PASS and select Create on the Swoosh

BN i edcarie: Training Resgquisiir BO0GE 120 P

lagt wisit 3/

) Explore

e s -
Weslcorme 1o PASS

b ST e
@ Ir-||.- | i
Ty
E:

2. Select Company eForm. On the next screen, select User Maintenance Form.

The Create Request Using Company eForm screen appears. The
structure of the eForm is similar to requisitions. To complete the
eForm, follow the step-by-step wizard

Create Request Using Company eForm

Select the desred form to creste your request, pr erker the name of the forrn wou want ta use in'the search Aeld, and click SBearch to
retrisye the forms that match vour search criterig

—

‘What woulbd you like to create?

- Ll Hail nancs R
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3. Add title to User Maintenance eform

Buysr

Mew Campamy sForm 9 Add Title

User Mainbananoe Requsst LMD
Unbtled User Mantsnance Ragquest

[] e the ke aF e Farm

T - Lsnr M ol e o0 Pl dpodsa

Tid: [ harsgine peosde infa rmvetian |
= aod

Muneensnce Beledtor ) Maincain
i Dot

® value misk b sel

4. Select Maintain radio button.

The User field defaults to the person logged in. You are able to
send changes to another user’s profile but that person will be in

the approval flow to ensure that changes are not made without
his/her permission.

Huyer

Hew Compaey eFesm 0 Add Title

lger Mantenanas Remiet UAIZ
Urrtitind Usar Maimtsnancs Raguast

E Erar the tie of the form

Thle - User Mefstehance Raguest

Tithe: Ehenging profiks nfamaton
© add

Manisrancs Salacior: & Maintun
 Delatn

Unar: [Tibhs, nrette =] 0

@ Note: Add indicates that you are adding a new PASS user.

Delete indicates that you are deactivating a PASS user.
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If the request is on behalf of someone, you may use the button to select
another user within your agency.

Buyer’

Pz Cantisgnivg e 011

Chck Select by add thet valus bo paur reguest, o Bros s value in the seerch fisk and chob Seasch to estrsve & kst of waless
@ corkainng that tesk, Vou can akso chok a pege nomber o dapley bhe vahies that apcear on that page, and then make vour selachan

|

Choose Value Tor User

Fuld: |Marre _'_-.I ||

?uu:h 1

Poge 1. &b
CHame  EmailAdeesss  DeleRSieTs  (kdie

Adridge, Iypnes Jerres s 4l drldgs B o gay DEFT. ©F COMSUMER AND BECUILATORT AFFA[RE bt
Afard, Hemsiey o rrwainas o Hio i ik e e FT. ¢ RAHD B ATORT SFFSLR bt
Allen , Cragn gaendlim alkn@dogoy QEFT. oF SOMSUMER AND RECLLATORT AFFALRE Sabact
AE[SFD Ban ben, sl o, goy REPT , ©F 2 B AND B ATORT SFFSLR bt
Banks, A ruth, ban ks gk ooy DERT . &F CORSUMER AND REGLLATORT AFFALRE Sabc |

Eandhet panchecaboy k@t pov DEPT  &F COMSIMER AND BEGULATORT AFFA[RE Skt

6. Click Next. The User Maintenance Request screen appears.

Buyer

Mhiw Ty 4
Que -
€D corrplats Form
Listly

Anpravsl Flas
SYmMmaAry

On the left side, you can view all the current values of your
profile. On the right side, you can change the values to your
profile. Some fields offer a pull-down or chooser (+) option,
while others are free form text.

PASS Buyer Training Essentials Package

#) user Maintenance Request
Lisar Mairteriares Paguek LRI
hanging prafie information
m Al oart the farm, When vau are dore, chol Meart b connue,
| Complets Faam - User Mefstenance Reguest
Corrunt Taluss: Change Ta:
Leqgin athhs Lagin:
ECUR Lingin ¢ TaECRAT Z06R Lagin
penk [0; Bark 10
Full llame This, drastie Full Hare: I—
Trtla: Schadular THEe: [ 5
bver T Anreins Tibbs

Daleer.y Dediier To:
Shap Ta: BEET, OF COMSUNER SHD AEGULATIAY AFFAIES -

Thio To: i valusy =] @
Hime rear Litthe, €, By varnsh

S parvINDT: [T T 1'I a
Maragementavel: TIRL0AND QRG] P

Msnegarra rkLussl:  |{ra valuriu_zl a
Ermail ddkdre 55 araiptie bbb, go

———
Phorva: IS Ernall Address
————

Pt FMEHIMI Frrares
AQEnDY i 4] LM MER AR A ATORY AFF&RES Faw
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7. Select a Ship-To address by clicking the k< proceeding the Ship to field.

In some cases, an agency may have only one Ship-To address. Others
may have many.

Buyar"”

Trtle v Click Smimct tn add thet valus t1-pour requart, orkyps o walus in e ssarch fnld srd dick Seerch ta retreve @ ot of vabes
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8. Select a Supervisor by clicking the kd proceeding the Supervisor field.

Due to a promotion, the User may have changed Supervisor. The
Choose Value for Supervisor allows you to select another Supervisor
within your agency.
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9. Select a Management Level

Management Levels are monetary thresholds that are associated with your
profile. Most Users will have a management level of 9, which indicates that
every purchase made will have at least one approver (usually the User’s
SUpervisor).
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10. Change your Fax Number using free-form text, then click the Next button.

The Justify Request screen appears where you can provide justification
comments. You can also attach files to justify the changes to your profile.

Buyer™

il el L @ Justify User Maintenance Request

User MaintEnancs Reguest UNI2
Changing profils HFormation

“our compary may recuire pau bn pakifp your requeet. O recascary, anbee your justificelion commarks balaw, You can attsch &
supparting daqument, i dasirad

I Comamanss - Ensire tser Maistenance Raguest

=
Cornmarnts:
a

add artachmant Daketn

PASS Buyer Training Essentials Package Page 62



ASMP

Working As 1

11. Review approval flow.

Like the requisition process, user profile changes need to go through
approvals to ensure that information is accurate and legitimate. Note
the HR Manager is a Watcher and will receive your changes for
informational purposes.
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12. Review the summary details.

When you are ready, press the Submit button to send your request for
approval.
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Individual Exercise 8.1 - Customizing User
Settings

Objective(s):
Delegate your approval authority for 2 weeks.

Duration:
20 minutes

Instructions:
Complete each step in the following exercise. Be prepared to discuss how you
accomplished each step.

Step | Activity Completed

1 Log into PASS.

2 Select Preferences.

3 Select Delegate Approval Authority.

4 Choose a user as a delegate.

5 Select a delegation start date next month.

6 Select a delegation end date of 2 weeks after your start date.

7 Select to be notified via email.

8 Click Next.

9 Click Submit.
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