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Latest Update Information

This update incorporates information that was previously issued in PC-PRCH
Revision 4, dated September 5, 1997, and all bulletins issued since that time until the
present.

Listed below is a summary of the changes to the PC-PRCH procedure:

Description of Change Page

Added information concerning the PC-PRCH procedure and software available |v
on the Internet at the NFC home page, and how to order a printed copy if you
do not have Internet access.

Added information on Procedures Updates and removed reference to revisions |v, vi
and amendments.

Added downloading to the general information under Software Installation v
Added reference to the Heading Index being part of the procedure. v
Added e-mail addresses for the Customer Support Branch, Purchase Order Vi

Section, and Directives and Analysis Branch.

Added information on downloading PC-PRCH software from the NFC Web site |5
and requesting PC-PRCH diskettes from NFC.

FFIS agencies should use Sub code DA for all types of purchase orders when |21
correcting the vendor’'s name/address, consignee’s name/address, estimated
freight, and F.O.B. point/date.

FFIS agencies are required to enter the Vendor Code (VID) in the Adr2 field. 22

Removed statement that the payment start date must be within the past month | 28
or next three months.

The payment start date for Type 42 purchase orders may be any date. The 28
front-end edit has been replaced with a warning message.

Added new edit and message. The payment state date for Type 42 purchase 28
orders must agree with the fiscal year indicated in the 7th position of the
purchase order number.

Type 40 purchase orders for $2,500 or less do not require receiving reports. 38

Deletions in the text are identified BY * ”; other changes are identified b? <.
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About This Procedure

This procedure provides instructions for installing, How The Procedure Is Organized
accessing, and operating the PC Purchase Order Sy
tem (PC-PRCH). The following information will help
you to use the procedure more effectively and to locate
further assistance if needed.

SThis procedure is divided into several primary sections
and most primary sections are also divided into subsec-
tions or function areas. See the Table of Contents or
Heading Index for a complete list.

» This procedure and PC-PRCH software are available Introduction includes general information as follows:
on the Internet at the NFC home page. (Sefevare
Installation undenntroduction for more information on
downloading software.) You will need to use Adobe
Acrobat to view the procedure. The Web version of the
procedure is the official version of the procedure. The
procedure othe Web will always be the most complete,
accurate, and up-to-date version of the procedure be-
cause the Web allows real-time updating. The Table of
Contents, Heading Index entries, and help references
within the text of the Web procedure are hyperlinked to
the corresponding text.

System Overview describes what the system is used
for and provides related background information and
the equipment needed to operate PC-PRCH.

Software Installation  provides information for the
» downloading® and installation or updating of PC-
PRCH software.

System Access provides access security informa-
tion, defines access levels, provides instructions for
signing onand off the system, and how to save backup
files.

Revisions and amendments to a procedure have been re- ] - o

placed by Procedutgpdates Changes to the procedure ODerati.nq Features provides specific description of
will be identified by “» <€” and deleted information will operating features that apply to the system.

be identified by * * . We have also added a Latest Up- access Levels _(i.e., 1, 2, etc.) gives complete step-by-

date Information section at the beginning of the proce- stepinstructions for each access level. Instructions for the

durewhich will provide a summary of the updated infor- main menu, submenus, and options are provided under

mation. separatdeadings. All options on a submenu are covered
before going to the next option on the main menu. The

Customers will baotified of updates to the procedure by Menu and option screens are presented as figures within
means of the NFC Bulletin. (NFC Bulletins are also the text.

available athe NFC home page.) Bulletins will continue
to be the primary means of communicating all procedural
changes and informing you of processing problems and
needed corrections. NFC will update the Web version of
the procedure concurrently with the issuanahebulle-

tin.

Exhibits include illustrations such as examples of forms,
reports, and screens, or other graphic information.

Appendixes contain reference information, such as code
lists, accounting charts, tables, or excerpts from other
documents.

To view and/or print this procedure, go to the NFC home P Heading Index is an alphabetic list of all headings and

page www.nfc.usda.ggvand click thePubs & Forms appropriate page numbers for a quick reference %ol.
icon atthe top of the page. At the Pubs & Forms page left-

hand menu, under Publications Catalog, clict by
Acronym/Name or List by Title/Chapter and search
for PC-PRCH or Title 6, Chapter 7, Section 2 on the list T0 select a function, option, or from a list, move the cur-
provided. sor by using thel# 1, I¥ 1, P>, and & keys until

the appropriate item is highlighted and press [Enter]. Or,
when at a function or option menu, in many cases you

What Conventions Are Used

l];])éo\lljvgl;ef;(;f(?;.L:]tl‘ee%l(jgzt}/:r;?irif d”g:;);ebt; s&g‘rtnfligrr?g may key in the first letter of the function or option name
Form AD-1083, Request For Action For Procedures/Re- (e.g.,E for Enter Purchase Ordefsfor Add an Order).
ports, to the address or fax number printed on the form. s procedure uses the following visual aids:
Thisform is available on our NFC Web page. At the Pubs

& Forms page left-hand menu, under Forms, click O Page numbering is consecutive and is shown at the
Pubs Order Formsand choose AD-1083 from the list  bottom ofeach page frombout this Procedure  through

provided. < Appendixes .

\Y Updated 6/28/02
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O Messages displayed by the system are printédlin
ics. Example: The messaddove order being marked
for deletionis displayed.

O For date fields, “(mmddyyyy)” you should key in the
8-position date in month/day/year order, using leading
zeros for single-digit months and days. Example: Key in
January 08, 2002, 4082002

O Data that is system generated or that you must key in
exactly ashown is printed ibold italics Example Key
in 32

O Emphasizedext within a paragraph is printediold.
Example:A subtotal of each column andgrand total
are calculated.

O Figure, exhibit, and appendix references link figures,
exhibits, and appendixes with the text. These reference
are printed in a bold font as shown here. Example: The
PC-PRCH Banner ScreeFidure 6) is displayed.

O References to sections within the procedure are
printed in bold. Example: Seelding An Order under
Enter Purchase Orders .

O Keyboardreferences are printed in brackets. Example:
Press [Enter]. Press [F6].

O Optionalactions at the end of a processing function are
preceded by square bullets. Example:

* To exit the system, press [F9].

Updated 6/28/02 Vi

O Important extra information is identified as a note or
caution. ExamplesNote: Enter only one codeCau-
tion: Do not enter line item description to precede stored
data.

O Field specifications are printed in italics. Example
Enter Order Number (required, alphanumeric, max. of
12 positions)Key in the purchase order number.

Note: If the field specifications state a maximum number
of positions, you may enter any number of positions up to
the maximum amount. If you do not enter the maximum
number of positions, press [Enter] to move to the next
field.

Who To Contact For Help

For questions about the system (including help with
unusual conditions or obtaining access authority), con-
tact®™ Customer Support personneb@-255-52300r

S .

via e-mail atcustomer.support@usda.go¥

However, if you experience a DOS error at any time
while using this software refer #ppendix A , List of
DOS Error Numbers , prior to contacting Customer Sup-
port personnel.

For guestions about processing, contact the Purchase
OrderSection ab04-255-4724 > 1-800-421-032%r
via e-mail atprch@usda.gaved

For questions about this procedure, contact the Direc-
tives and Analysis Branch &§04-255-5322or P via e-
mail atnfc.dab@usda.gow
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shouldhave a working knowledge of DOS Version 3.0 or
above.

The PC Purchase Order System (PC-PRCH) is a menu

driven personal computer program of the U.S. Depart-2 The PC-PRCH Security Officer (Access Level 3)
ment of Agriculture (USDA). PC-PRCH is a front-end establishes user ID’s with proper access levels.
softwaresystem used to prepare and create a transmit file

of purchase order obligations or receiving reports for 3 Procurement personnel enter purchasiers and re-
electronic transmission to the Purchase Order Sys-ceipts (Access Levels 1, 2, 3, O, and R).

tem (PRCH) at the National Finance Center (NFC).

System Overview

4 Procurement personnel print purchase orders for
PRCH is an automated data processing system whichapproval (Access Levels 1, 2, 3, and O).
provides a complete procurement system for the pur-
chase ofjoods and services from commercial or Govern- 5 Procurement personnel select purchase orders or

ment supply sources. receiptsand prepare an XMIT diskette file to transmit the
data to NFC using 3780 Remote Job Entry (RJE) or

PC-PRCH and PRCH process payments to vendors inequivalent hardware/software communications equip-

accordance with the Prompt Payment Act, giving full ment (Access Levels 2, 3, O, and R).

control to the procurement office to determine not only

the terms of the payment, but also the timeframe. 6 The agency receives a Proof of Transmission from

NFC when the transmission has been accepted.
This system is equipped with many front-elits to re-
duce the entry of invalid data. Equipment
The Purchase Order, Form AD-838, is used to procure The following equipment is needed to operate PC-
goodsand services from commercial supply sources. The PRCH:
AD-838 purchase order requirements in the NFC proce-
dure Title Il, Chapter 5, Section 1, Purchase Order Sys-
tem,should be used as a guide to input valid AD-838 data
on the screens in PC-PRCH.

¢ An IBM compatible PC with a minimum of 512K Ran-
dom Access Memory (RAM) available.

* Diskette(s). The number of diskettes depends on the
floppy-diskdrive size (i.e., 3/2 or 5-1/4 inch)Note:

If data entry and transmission are performed on differ-
ent PC'’s, the two PC’s must have compatible floppy-

disk drives.

PC-PRCH has 10 tables that are used to validate pur-
chase order data keyed in by the users. They are: Ac-
counting; Consignee Address; Standard Description;
SF-281 Codes; Budget Object; Fund Codes; State/Zip
Codes; SUB Codes; Seller Address; and Country Codess One hard-disk drive.
The initial Accounting Codes table built into PC-PRCH ¢ A monochrome or color monitor.
during installation contains no entries. The Accounting
Codegable must be customized by adding your agency’s *
valid accounting codes before you attempt to add pur-
chase order data.

An impact printer connected to the PC operable with a
DOS print command for use with the preprinted
Form AD-838.

OR
A Hewlett Packard Laser Jet compatible printer is rec-
ommended if you want to print a facsimile AD-838
thatreplicates the fitial Departmental AD-838, Pur-
chase Order.

The SF-281 Codes, Budget Object, Fund Codes, State/
Zip Codes, SUB Codes, and Country Codes tables al-
ready have valid codes provided by PC-PRCH and may
be updated or changed by authorized access levels.

Note: The page length must be set to the standard 66

Access Levels (Overview) lines per page.

PC-PRCH provides five levels of access (1, 2, 3, O, and
R). A broad outline of access levels for using PC-PRCH *
is defined below:

A 3780 RJE connection or equivalent (i.e., 3270 TSO
file transfer,SIM XFER, etc.) to batch transmit PRCH
data to NFCNote: The floppy-disk drive of the trans-

1 The agency designates a PC-PRCH Security Officer
(Accesd_evel 3) to install the software and maintain PC-
PRCH (including the system edit tables). This individual

Updated 6/28/02
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PC-PRCH files are transmitted through a communica- Record Retention Requirements

tion connection that the agency establishes with NFC. ) .
I ! gency ! w Agency offices using PC-PRCH to enter purchase order

transactions are the official recordkeepers of the paper
copies of transmitted transactions.
Forms
These agency offices must follow the record retention
If you are using a nonlaser printer, you will generate schedulepublished by the General Services Administra-
printed obligation data entered in PC-PRCH on the tion (GSA) in the General Records Schedule (GRS)-3. In
5-part Form AD-838-5PE, Purchase Order. The 5 partsaccordance with the GRS, paper copies of transmitted
are Issuing Office Copy (yellow), Seller’s Original transactions are disposed of based on the following plan.
(white), Receipt Copy (green), Property Copy (gold), and
Agency Use Copy (blue). (Seghibit 1 for a sample of Retaining Certified Obligation Records Orders of
Form AD-838-5PE (Rev. 7/90).) morethan $25,000 and all construction contracts exceed-
ing $2,000 should be retained for 6 years and 3 months
after final payment. Orders of $25,000 or less and
If you are using a laser printer, you can generate a 3-partconstruction contracts of $2,000 or less should be re-
facsimile purchase order form to replicate the official tainedfor 3 years after final payment. Close the file at the
Departmental AD-838, Purchase Order. The 3 parts are:end of the fiscal year; retain it for 3 years and then destroy
Issuing Ofice Copy, Seller’s Original, and Receipt Copy. it, except when actions are pending and files shall be
(SeeExhibits 2, 3, and4 for a sample of each part.) The brought forward to the next fiscal year for destruction
Issuing Ofice Copy is the same as the Agency Use Copy therewith.
of the 5-part form, and the Receipt Copy is the same as the
Property Copy of the 5-part form. Reproduce as needed Retaining Certified Receiving Report RecordsRe-
For more information about printing the AD-838, see ceivingreports should be retained for the same time peri-
Print_Order(s) or Laser Print Order(s) under Access ods and monetary values as explained above in Retaining
Level 1. Certified Obligation Records.

4 Updated 6/28/02
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Software Installation Receiving PC-PRCH on Diskettégency locations that

prefer to obtain PC-PRCH software by diskette must
complete and submit Form AD-1083, Request For Ac-
tion For Procedures/Reports, to the address or fax num-
ber on the form. This form is available at our NFC Web
site. At the Pubs & Forms page left-hand menu, under
Forms, clickPubs Order Forms and choose AD-1083
from the list provided<

» Obtaining PC-PRCH Software

PC-PRCH software can be downloaded from the NFC
home pagewww.nfc.usda.ggwia the Internet. Down-
load is the preferred method of obtaining the software.
However, NFC will continue to supply software on dis-
kettes when specifically requested by the agency. Preparing For Installation
Note: When software is upgraded and a new version of The values for files and buffers must be set before instal-
PC-PRCH is rele.aseld,.securlty officers should ensurejing PC-PRCH software. The value for files must be 75
that the new version is installed. NFC does not support oy greater, and the recommended value for buffers must
prior versions of PC-PRCH. be 30 or greater. However, buffers may be modified
according to machine specific requirements. Refer to
Down|oading PC-PRCH SoftwareYou must have a Steps 3thr0ugh5 for information about how to create or
PC-PRCHDownload Center user ID and password from modify the Config. Sys fileNote: The PC-PRCH soft-
NFC to download software. If you do not have a PC- ware installation or update procedure can modify these
PRCHDownload Center user ID and password, you may files and save a backup copy of the previous file.
complete and submit Form AD-1128, Request for Elec-
tronic Downloading Of Software From NFC, according Note: To install PC-PRCH software, you must have
to the instructions on the form. (See Step 3 below.) This Access Level 3 authority. Installation instructions may
form and instructions for downloading the software are vary depending on your PC hardware and its operating
available on our Download Center page. Instructions for software. The instructions in this section are typical for
downloading are provided below. most PC's.

1 Go to the NFC home pagewaivw.nfc.usda.gov Individualswith Access Level 3 authority should contact
their Information Resources Management (IRM) Spe-

2 Click the Download Centericon at the top of the  cialist or PC-PRCH Security Officer about modifying

page. files and buffers when encountering installation prob-
lems or contact Customer Support personnel at

. 504-255-5230
3 At the Download Center page, click tRequest a

Download ID button to print an AD-1128 to request a I h | for the i lati f
PC-PRCH user ID and password. Submit the completed0lloW the steps below to prepare for the installation o
AD-1128 to the address or fax number provided on the PC-PRCH.

form.
Step 1 Turn on your computer and monitor.

4 At the Download Center page, click Nieed Helpto
review downloading instructions and click ditk here

for special instructions for the downloading and installa-
tion of PCsoftware Note: You will also be sent software
downloading instructions with your Download Center Forthe purpose of this procedure, the hard-disk drive and
user ID and password for PC-PRCH. its prompt are referred to ddve Cand the C> prompt. If
your hard drive is identified differently, use your hard-
disk drive identifier in place of the C>prompt.

Step 2 Display the DOS hard-disk drive prompt in accor-
dance with instructions for your equipment.

5 After reviewing the instructions, clickownload

Center to return to the Download Center page. ) . .
The floppy-disk drive and its prompt are referred to as

drive Aand the A>prompt. If your floppy drive is identi-

6 Atthe Download Center page, enter your user ID and fieq differently, use your floppy-disk drive identifier in
password in the fields provided and click tregin but- place of the A>prompt.

ton.

Step 3.Check the root directory for a file named Con-
7 Complete the downloading and installation steps to fig.Sys. At the C> prompt, key ifiype Config.Sysand
install the PC-PRCH software. press [Enter]. (Seligure 1.)

Updated 6/28/02 5
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C:\> Type Config.Sys

Figure 1. Type Config.Sys Screen

* If the messagd-ile Not Foundis displayed, go to
Step 4 to create the file.

* |f the Config.Sys file (SeEigure 2.) is displayed, go
to Step 5.

Files=75
Buffers=30

Figure 2. Config.Sys File Screen

Step 4.To create the Config.Sys file without the PC-
PRCH software assistance, use any text editor.

Step 5.At the displayed Config.Sys file, determine the
following:

* |f the value for Files= is equal to or greater than 75 and

Installing Or Updating The SoftwareFollow the steps
below to install or update the PC-PRCH software.

Step 1.At the C> prompt, insert the first PC-PRCH dis-
ketteinto your PC's floppy-disk drive (or external-disk).

Step 2.At the C> prompt key iA: and press [Enter]. C>
prompt changes to3prompt.

Step 3 At the A> prompt, key inNSTALL and press
[Enter]. If your PC system is monochrome, key in
INSTALL (space) -mand press [Enter].

The wordINSTALLIs displayed. A few moments later the
followed message is display&ketting Custom Informa-
tion...One Moment Pleas&he Installation Main Menu
(Figure 3) is displayed with four installation options.
These options are: Install PC-PRCH, Update PC-PRCH,
Get A New Copy Of A File, and Finished.

¢ To Install PC-PRCH go t6tep 4 to continue.

Caution: The install option overwrites existing PRCH
data in your files. Therefore, if you want to retBiRCH

data entered in an earlier version of the software, use the
Update PC-PRCldption(Step 5).

e To Update PC-PRCH go titep 5 to continue.
* To Get A New Copy Of A File go t8tep 6 to continue.

* To complete the installation or update, select Finished
and go tcStep 7.

Note: As an option is selected, a pop-up is displayed
describing the function. For example, when Install PC-
PRCH is selected the messagstall Everythings dis-
played.

Duringthe installation process, use the function keys dis-
played athe bottom of the installation screen as follows:
Key Functions

[F1] Used to display information for assistance
during installation.

the value for Buffers= is equal to or greater than 30, go [F2] Used toexit to DOS and then return to the

to Installing Or Updating The Software , Step 1.

* |f the Config.Sys file does not include the Files= and

Buffers= statements, go backStp 4 to create the file.

Installation Main Menu.

[F3] Used to display information about your
computer system. This information may
be needed should you contact Cus-
tomer Support for installation assistance.

* If the file exists but the value for Files= is less than 75, [Ctrl]+[X] Used to abort during the installation pro-

or the value for Buffers= is less than 30, modify the file

cess. A message is displayed to confirm

using the assistance of the PC-PRCH software discussed quitting. The installation will terminate

under Installing Or Updating The Software , Step 3
(first installation) andstep 4 (subsequent/partial instal-
lation).

6

and you will return to the DOS prompt.
Caution: To end the installation process
properly, use the Finished option.

Updated 6/28/02
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UsSDA-0OCFO-NFC PC—PRCH U1 .11 —
Please Choosze An Installation Option.

Install PC—PRCH

Update PC—PRCH
Get a Mew Copy of a File
Finished

| Install everything

Figure 3. Installation Main Menu

Step 4.For first time installation, at the Installation Main Step 7.To complete the installation or update, at the
Menu, select Install PC-PRCH. The Installing Files and InstallationMain Menu, select Finished. The Install Sys-
Progress Indicator pop-ups are displayed with the files tem File scree(Figure 4) is displayed with the message
thatare being loaded. The mess&jease insert the PC- HOW SHALL WE HANDLE IT? Changes could be nec-
PRCH 1.11 2 disk into drive A. Press a key to continue, essary tdhe following system file(s). Autoexec.Bat, Con-
will appear when it is time to insert the next diskette. Con- fig.Sys.Select one of the three options. Each option is ex-
tinue this process until all diskettes have been loaded.plained below:

Loading is complete when the Installing Files and Prog-

ress Indicator are completely darkened. The Installation

Main Menu is automatically displayed. GoSeep 7to Go Ahead And Modify. To create or modify your
complete the installation. files, select this option and press [Enter]. The computer
bootdrive is displayed. Press [Enter] to select the default

Note: To interrupt the instafrocess, press any key. The drive.

messag®o You Wish To Stop Installing? Y for Yes, N for OR
No, [Ctrl X] for quit. To confirm this action, key i, Nor Key in the correct boot drive and press [Enter].
press [Ctrl X]. Continue by following the instructions
displayed on the screen.
The default Autoexec.Bat file is displayed. Press [Enter]
to select the default path.
OR
Key in a new path and press [Enter].

Step 5.To update the software, at the Installation Main
Menu select Update PC-PRCH. The Installing Files and
Progress Indicator pop-ups are displayed with the files
thatare being loaded. The mess&bease insert the PC-
PRCH 1.11 2 disk into drive A. Press a key to continue,
will appear when it is time to insert the next diskette. Con-
tinue this process until all diskettes have been loaded.
Loading is complete when the Installing Files and Prog-
ress Indicator are completely darkened. The Installation
Main Menu is automatically displayed. GoStep 7to
complete the update.

The default path for the Config.Sys file is displayed.
Press [Enter] to select the default path.

OR
Key in a new path and press [Enter]. The file(s) that was
modifiedand the backup copy of the file that was created
is displayed.

Step 6.To get a new copy of a file, at the Installation Main Press any key to continue. The mesdlgase Remem-
Menu,select Get A New Copy Of A Fildo get a single  ber to Rebootaur Computer...R¥ss a Key to Continug
file, key in the name of the file and press [Enter]. The displayedPress any key and the A> prompt is displayed.
Installation Main Menu is displayed. Go toStep 8to continue.

Updated 6/28/02 7
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INSTALLING PC—PRCH V1.11 —

HOW SHALL WE HANDLE IT?
Changes could be necessary to the Ffollowing sustem Filel(s).

AUTOEXEC .BAaT
CONFIG.SY¥3

If necessard, we can do them or gou can do them. If we do
themn, we’ 11 make a backup copu first. If you wish to make
them, we will create example File(s) as a guideline for

your changes. Choose ""bupass" only if you're positive that
the changes have alreaduy been made.

Go ahead and modify
Create example files
Buypass these changes

Figure 4. Install System File Screen

Create Example Files To create example files, software. Press [Enter] to display the A>prompt. Go to
select this option and press [Enter]. The computer bootStep 8to continue.
drive is displayed. Press [Enter] to select the default

drive. Bypass These Change3o bypass changes to the
OR files or if your files are valid, select this option and press
Key in the correct boot drive and press [Enter]. [Enter]. The messago Changes Were Necessary to

Autoexec.Bat or Config.Sys...Press a Key to Conigue
displayed. Press any key. Press any key again to display

The default Autoexec.Bat file is displayed. Press [Enter] :
the A>prompt. Go t®&tep 8 to continue.

to select the default path.
OR

Key in a new path and press [Enter]. If your files need to be created or modified, returBttgp

4 or 5 underPreparing For Installation .

The default path for the Config.Sys file is displayed. step 8.Remove the PC-PRCH diskette from your PC’s

Press [Enter] to select the default path. floppy-disk drive (or external-disk). Reboot your PC.
) OR The installation/update process is completed. This pro-
Key in a new path and press [Enter]. cess created a subdirectory named PRCH on the fixed

disk. The PC-PRCH software is copied to that subdirec-
The messagémportant Noticeis displayed with an  tory.
example of the modified file(s). Following this message
is a screen displaying the files which did not require For further instructions on accessing the system after
modifying. Press [Enter] to display information about the installation, se&ystem Access

8 Updated 6/28/02



Systems Access Manual Title VI

Procurement And Other Payments Chapter 7
PC-PRCH Section 2
System Access Accesd evel 2, File Transmission And Table Mainte-

nance.Permits the user to perform the same functions as

This section provides access security information, Access Level 1, and also permits the user to (1) select

definesaccess levels, and gives specific sign-on and Sign_orders or receipts for transmission to NFC, (2) create the
offffile backup instructions for PC-PRCH. transmit files, and (3) maintain the PC-PRCH tables

which are used to validate purchase order data entry.

Security And Remote Terminal Usage Accessd evel 3, Installer And Security Officer. Permits
the user to perform the same functions as Access Level 2,
Access security is designed to prevent unauthorized useand also permits users to (1) install PC-PRCH software,
of systems and databases. For information about accesg) establish and control PC-PRCH user ID’s and pass-
security, including user identification numbers (user words, and (3) provide guidance to users.
ID's), passwords, and obtaining access to a specific
systemsee the Remote Terminal Usage proceduti® T The PC-PRCH Security Officer is responsible for
VI, Chapter 2, Section 1. To access PC-PRCH you mustsafeguarding the PC-PRCH software at the agency
have authorized security clearance. location and acts as liaison between the PC-PRCH users
and NFC. In addition, the agency security officer (or
assigned communications officer) is responsible for
establishing transmission capabilities. For more
o information about computer security, see Title VI,
' Chapter 1, Section 1, Security Access Procedures.

Access Levels

PC-PRCH provides five levels of access (1, 2, 3,
and R). These access levels are defined below:

) Access Level O, Obligations Data Entry And File
Accesd.evel 1, Data Entry. Permits the user to (8dd,  Transmission.Permitsthe user to (1) add, view, change,
view, change, delete, restore, and print Type 40, 41, 42,gejete, restore, transmit, and print obligation data for
43, and 45 purchase orders and Type 40 receipts, anq-ype 40, 41, 42, 43, and 45 purchase orders, and (2) re-
(2) restore or repair PC-PRCH files and delete obsoletegiqre or repir PC-PRCH obligations files, and delete ob-

files. solete obligations files.

Note: Use the purchase order and receipt requirements inAccess Level R, Receipts Data Entrind File Trans-

the PRCH procedure (Title I, Chapter 5, Section 1) as amission Permits the user to (1) add, view, change, delete,
guide for entering purchase order data. Samples ofrestore, transmit, and print receipt data for Type 40 re-
reports and completed AD-838’s are also provided in ceipts, and (2) restore or repair PC-PRCH receipt files
that procedure. and delete obsolete receipt files.

Updated 6/28/02 9
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Chapter 7 Procurement And Other Payments
Section 2 PC-PRCH
Sign-On Enter Password(required, alphanumeric, max. of

7 positions) Key in your password and press [Enter].

To sign on after PC-PRCH is installed on your PC, dis- Your password is not displayed on the screen.

playthe C> prompt, key iPRCH, and press [Enter]. The
NFC Banner Screen is displayg#igure 5), press
any key to continue. The PC-PRCH Banner Screen

(Figure 6) is displayed. The applicable PC-PRCH Main Menu screen is dis-

Respond to the prompts as follows: played according to the user’s access authority. Each

access level's main menu screen is displayed and ex-
Enter User ID (required, alphanumeric, max. of plained in the appropriate Access Level section of this
7 positions) Key in your assigned PC-PRCH user ID procedure. For more information about access level
(e.g., NF999) and press [Enter]. authority seesystem Access , Access Levels .

United States Department of Agriculture

HATIONAL FIMANCE CENTER
For Authorized Use Only

P C - PRCH REMOTE DAaTahA ENTRY

Ver. 1.11

Press anu keuy to continue

Figure 5. NFC Banner Screen

United States Department of Agriculture

NATIONAL FIMAMCE CENTER
For Authorized Use Only

| 1 |ENTER USER ID: IIESeeed
[> |[ENTER PASSWORD: ......

PRESE FZ TO QUIT

Figure 6. PC-PRCH Banner Screen

10 Updated 6/28/02



Systems Access Manual Title VI

Procurement And Other Payments Chapter 7
PC-PRCH Section 2
Sign-Off/File Backup To exit without backup of the files, seléCancel
OR

To exit PC-PRCH at the banner screen, press [F2]. ToTo backup files, sele@K. The messagBlace Floppy
exit at the main menu, seléuit or key inQ. The mes- Disk #1 In Drive A: ... OK Cancé$ displayed. Insert a
sageAre You Sure You Want To Quit PC-PRCH?...0K diskette in the drive of your PC, and sel@¢t. The sys-

Cancelis displayed. tem assigns a backup number and date stamps the file.
The confirmation messaggackup Successfully Com-
To return to the main menu, sel€&zancel pletedis displayed.
OR

To continue the quit function, or begin the backup of files Note: An error message is displayed if the diskette drive
process selecOK. The messagévake Backup Of  was not set up correctly for the PC. Press any key to con-
Files?...OK Canceis displayed. (Sekigure 7.) tinue. To update your disk drive, sign on again, select

Transmit File, then select Xmit Info. For more informa-
Note:When PC-PRCH is used several times in a day, onetion, seeTransmit File , Xmit Info (Drive Destination
backup on last use each day should be sufficient. For Transmit File) underAccess Level 2 .

= =% 2% U S DA~ NF C »* %

" P C — PR CH R EMOTE DA TaA E M TR ¥ “

—Purchase Order Operations elcome

ENTER FPURCHASE ORDERE
PRINT ORDERC(E)D) iz used to enter
LASER PRIMT ORDERC(E der data remotely
RECEIFTE — TYPE 48 Make Backup of files". .. tal to

HELFP ~ M F C.

FILE UTILITIES

WELCOME TO PC—PRCH *

0k Cancel = to continue can be
e NHAVIGATION and
l= at the bottom of

avigation
T4 TO CHOOSE - TO ENTER SELECTION J
tatus
|

Figure 7. Make Backup Message
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Chapter 7 Procurement And Other Payments
Section 2 PC-PRCH
Operating Features Pop-Up Calculator provides for manual calculations.

Some computations are automatically computed within
This section describes the system’s operating features. the system. However, to perform manual calculations,
you can use the pop-up calculateigure 8). This pop-up
calculator is available from any place within PC-PRCH
and can be used to perform calculations for pasting into a
PC-PRCH uses pop-ups and pull-down menus. Thesenumeric field by using the point and shoot technique.
pop-upsand menus overlay other screens; that is, you can
still see the screen where you selected the pop-up or pullTo use the calculator, follow the instruction below:
down menu.

Type Of Screens

e To display and activate the calculator press

; . . hift]+[?].
Menu Screensare used to display available options [Shif+[?]

and/or functions. After accessing PC-PRCH, the « To reset or clearthe calculator of prior figures,

appropriate access level main menu screen is displayegyress [C].

with a list of operations options on the left side of the

screen. * To erasethe current entry without clearing the subto-
tal, press [E].

Help Screensare available at the main menu. Select Help ,
and press [Enter] or key . The General Help screen is
displayed.

To addnumbers, key in the number and press [=] after
each number to display the total.

* To subtract numbers, key in the first number and
Pull-Down Menus provide a list of options at a given press [-]. Key in the second numlzerd press [=] to dis-
point in a process. play the total.

. . . . . ¢ To multiply numbers, key in the number and press [*].
Data Pop-Upsprovide a list of valid choices for a given Key in the second number and press [=] to display the
field. You can use the point and shoot technique de-;5.

scribed below in selecting the appropriate itemeXiba
pop-up without making a selection, press [Esc]. * To divide numbers, key in the dividend and press [/].
Key in the divisor and press [=] to display the total.

E:Igo Pop-Upsprovide help textin completing an entry | To insert a total on the screen after it is displayed in

the add, subtract, multiply, or divide function, press

. ) [Ctrl]+[P] to shoot the calculated total into the field.
Message Pop-Upprovide messages to guide the user

through a process. * To return to the initial screen, press [Esc].

= 2= 2 U E DA ~ N F C 3 = =

“ P C — P RCH REMOTE DaTa ENTHR Y “

—Purchasze Order Operations —UWe lcome

ENTER FPURCHASE ORDERS WELCOME TO PC—FPRCH *

PRINT ORDERC(S) This program is used to enter

LASER PRINT ORDERC(Z) Purchase Order data remotely

RECEIFPTS — TYPE 48 for transmittal to

HELP usobD

QuUIT

Instructio
FILE UTILITIES found on t
STATUS 1lin
the screen

1 TO CHOOSE - TO ENMTER SELEC

AWAITING MENU CHOICE

Figure 8. Pop-up Calculator
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Title VI

Procurement And Other Payments Chapter 7
PC-PRCH

Menu Bars

The menu bar at the top of a screen displays the options 0

-l

functions that are available at that screen based on you

Section 2

Used to scroll backward to thprevious
record or tomove the cursor to the left

access level. The menu bar is displayed on all Table
Maintenance screens.

Used to move the cursap

Ctrl

+ <+ one line

Point And Shoot

Thisfeature is used to view and select valid choices for a
field. After the choices are displayed in a pop-up, use the|

Used to move the cursor

Ctr

+ > down one line

[# Tand I¥ Jkeys to highlight or point to the appropri-

ate data or item. Press [Enter] to shoot it back to the field.
Note: This feature is available for many fields in the
Enter Purchase Order option.

PgDn

System Edits

PC-PRCH edits certain data elements to ensure accu
racy. If an error occurs or if required data is omitted, an

PgUp

editerror message is displayed in a pop-up. Errors shoul
be corrected before creating the transmit file.

Home

Function Keys

Your keyboard includes:

End

* Program function keys ([PA], [PF], [F], etc.), used to

execute functions and display specific screens in the
system

Ins

* Other function keys ([Enter], [Clear], etc.)

Used to move to theext sectionof data on
the screen.

Used to move to thgrevious sectionof data
on the screen.

Used to move the cursor to theginning of
the current field.

Used tamove the cursor from its current posi-
tion to theend of the current field.

Used to insert characters that you
inadvertently omit.

For instructions on your equipment uségethese keys,
see the manufacturer’s operating guide.

Used to move the cursor to

Ctrl

+ A thebeginning of the field

See the bottom of each screen for specific function key

assignments and descriptions. Descriptions of the PCH
PRCH special function keys are provided below:

Used to move the cursor to

Ctrl

+ F thebeginning of the next field

Key Functions

Used toenter data into the system after you
Enter | | havekeyed it in at a screen or used to move to

Used tesavedata.

Ctrl

thenext field.

Used tamove the cursor torevious field or

4 (| line.

Esc

Used toexit the current function (except dur-
ing software installation).

Used to move the cursor to thext field or

v || line.

Used to display the

Shift

+ ? calculator.

Used toscroll forward to th@ext record or to

Ctrl

Used tgorint or paste a total
+ P from the calculator to a

numeric field.

-» move the cursor to the right

Updated 6/28/02
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Chapter 7 Procurement And Other Payments
Section 2 PC-PRCH
Used todelete datathat is keyed in certain Used todelete a single char-
Sggfe fields. cul || + G acter displayed at the cursor.

Used todelete data to the
Note: You can normally delete the incorrect data by using | | Ctrl + T right of the cursor.

the [Space Bar]. However, some of the fields in this sys-
tem are edited to prevent use of the space bar. To correct

these errors, use another form of deleting data as de Used todelete all data right
scribed below. Ctrl + Y of the cursor.
Used todelete characterswhile moving the Used torestore the original
Del | | cursorbackward and téag records for dele- Ctrl + u contentsof a field if you enter
tion. new data by pressing [Enter].

14 Updated 6/28/02
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PC-PRCH Access Level 1

This access level allows the user to add, edit, delete, browse, or print AD-838 order
and receipt report data; and perform general system maintenance.

Updated 6/28/02
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Systems Access Manual Title VI

Procurement And Other Payments Chapter 7
PC-PRCH Section 2
Main Menu for Access Level 1 Laser Print Order(s) (Access Levels 1, 2, 3, and O).

Used to print a facsimile AD-838 Issuing Office Copy,
After you sign on to PC-PRCH, the appropriate main Seller’s Original, and Receipt Copy that replicates the
menu for Access Level (Figure 9) is displayed listing  official Departmental AD-838, Purchase Order. A laser
the available operation options. printer is required to generate these facsimile forms.

For Access Level 1, these operation options are EnterRECEIPtS - Hpe 40(Access Levels 1, 2, 3, and R). Used
Purchase Orders, Print Order(s), Laser Print Order(s),to add, view, change, or delete/restore Type 40 receiving

Receipts-Type 40, Help, Quit, and File Utilities. report data.

Note: Since each operation option usually has more thanHelp (Access Levels 1, 2, 3, O, and R). Used to display
one access level, we have listed all of the applicable Ac-general help information about how screens are set-up.

cess Levels in parentheses behind the operations optiopeeOperating Features underintroduction , for more
heading.. information.

Following is abrief description of each operation option: Quit (Access Levels 1, 2, 3, O, and R). Used to exit the
system and make backup files. S@gstem Access,

Enter Purchase Orders(Access Levels 1, 2, 3, and O). Sign-Off/File Backup under Introduction for more

Used to add, view, change, or delete/restore AD-838information.

data.

File Utilities (Access Levels 1, 2, 3, O, and R). Used to
Print Order(s) (Access Levels 1, 2, 3, and @)sed to delete transmitted data, restore from backup diskette,
print AD-838 data or modify the printer configuration. reindexthe files, purge/clear deleted orders and receipts,
This option is used mainly by nonlaser printer users.  or speed the performance of the software.

= = » U S DA ~ N F C 2 = =

ﬂ P C — P RCH REMOTE DaTaha ENTHRY “
—Purchase Order Operations——— —UWe lcome
ENTER PURCHASE ORDERS WELCOME TO PC—PHRCH *
PRINT ORDERC(S) This program is used to enter
LASER PRINT ORDER(S) Purchase Order data remoteluy

for transmittal to
UusbDa-~ HNFC.
RECEIPTS — TY¥PE 48

HELPFP Instructions to continue can be
QUIT found on the NAVIGATION and
STATUS lines at the bottom of

FILE UTILITIES the screen...
avigation

T4 TO CHOOSE - TO EMTER SELECTION J
tatus

|

igure 9. Access Level 1 Main Menu
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Chapter 7 Procurement And Other Payments

Section 2 PC-PRCH

Enter Purchase Orders ( Access Levels 1, Following are instructions for using these functions:
2,3,And O)

Adding An Order (Types 40, 41, 42, 43, And 4A) the
EnterPurchase Orders is the first operation option on the Enter Purchase Order Access Menu screen, select Add

; o ; n Order or presé. The Enter Order Number field of the
:gzltgrr:?g_ggg Ié::t: sed to add, view, change, or deleuEQD—838 is displayed at the bottom of the screen.

Note: To select an option, move to the applicable option _Cauuon: The initial Accounting Code Table that is built

. into PC-PRCH during installation contains no entries.
and press [Enter] or press the first letter of the menu op- ; .
tion (e.g. [P] for Print Orders). The following pages- The Accounting Code Table must be customized for your

vide instructions for selecting and using each option. agency by add|_ng your agency's valid accounting .

Othertable entries must also be completed prior to enter-
SelectEnter Purchase Orders or keyEnThe Enter Pur-  ing an AD-838. (Seéaintain Tables underAccess
chaseOrder Access MentFigure 10) is displayed show-  Level 2).

ing a list of functions on the right side of the screen. Use the Purchase Order System procedure (Title II,

Below is a brief description of each function: Chapter 5, Section 1) as a guide to enter valid data.
Add An Order. Used to add a new AD-838. Complete the fields as follows:

View An Order. Used to view an AD-838 previously Enter Order Number (required,alphanumeric,
added. max. of 12 positionsKey in the purchase order number

. ) which consist of the order type (40, 41, 42, 43, or 45), the
Change An Order. Used to edit an AD-838 previously  ordering office number (GSA FEDSTRIP requisitioner
added. number), fiscal year (1 position), and agency assigned
control number (not exceeding 5 positions). For exam-
ple, 40-XXXX-2-12345 Note: (1) Be sure to key in a
numeric zero and not an alpha O. (2) The data entered in
the first 7 characters are retained once keyed in. If system
generated data is not correct, use #¢e_ key to back-
Exit. Used to exit the function menu and return to the space to the data that needs to be correct and key in new
Main Menu. data over the existing data.

Delete/RestoreOrder. Used to flag an order for deletion
or to recover a record that was previously flagged for
deletion prior to the use of the File Utilities, Purge De-
leted Orders function.

= = % U E DA ~ N F C * = =

ﬂ P C — P RCH REMOTE DaTa ENTHR Y “
—Purchase Order Operations—— —fAiccess Menu
ENTER PURCHASE ORDERS= Select access mode:
PRINT ORDERC(S)
LASER PRINT ORDERCS) ADD AN ORDER
RECEIFPTS — TYPE 48 UIEW AN ORDER
HELP CHANGE AN ORDER
QuUIT DELETE-RESTORE ORDER
EXIT

FILE UTILITIES

tatus

avigation
ENTER ORDER MHUMBER —3> 48— X}XXX—7—XXXX J

ORDER TY¥FPE — ORDERING OFFICE — FISCaAL ¥R — ORDER HUMBER |

Figure 10. Enter Purchase Order Access Menu
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PC-PRCH Section 2

UusDahn~- - MNFC ORDER :
[FURCHASE ORDER OBLIGATIONE — DATA ENTRY AT — MK
[FOR_AGEMCY USE ONLY AGENCY COMMENTS

[RECE IVING CONTRACT ORDER SF-281 UNIT FUND ORDEHR10| [11[SUE|
OFEICE NO NUMEBER DATE CODE CODE CODE UMBER|
[ 4 ] [ 5 | | 6 |@6-za-1997) 7] 8 [0 ] 4A— KK —TF WK e

TYPE PURCHASEL? |SELLER'S_IDENT HO (14| FORM 1899 TAXPAYER'S IDENT HNO
I3 [13]

SELLER"S MAME & ADDRESS SHIF TO ——> COMEIGHNEE MNAME & ADDRESE

[ENTER REMARKE FOR AGENCY USE

1t=BACK FLD +!=FWD FLD Es=sc=BYPASS

Figure 11. Purchase Order Obligations - Data Entry (Obligation Header) Screen

The cursor moves to the Purchase Order Obligations-Purchase Order Obligations - Data Entry
Data Entry screerF{gure 11). Screen (Obligation Header)

For Agency Use Only(optional, alphanumeric,
 max. of 20 positionsKey in the requisitioner identifica-
tion,F (to enter an order for a future fiscal year beginning
Augustl), or other data used by your agemyte: This
information does not print on the Seller’s Original

e The fiscal year (position 7 of the order number) mus
equalthe current fiscal year unless funds for the prior fis-
cal year have been restored, or F = future fiscal year will
be keyed in the For Agency Use Only field and the order

is keyed in beginning August 1. Agency Commentg(optional, alphanumeric, max.

of 20 positions)Key in notes that pertain to the order.
Note: This information prints on the Seller’s Original.
* BeginningAugust 1, you can input orders for the next . i ) .
fiscalyear. To be consistent with the fiscal year shown in Receiving Office No (required, alphanumeric,
the order number, be sure to date the order October 1 of@x. of 7 positionsKey in the receiving office number

later. Also, verify thatF (future fiscal year) is keyed in the (4 Positiong and other alphanumeric ddtapositions.
For Agency Use Only field. The first 4 positions must match the last 4 positions of the

GSA FEDSTRIP Requisitioner number. If position 5 is
M (multiple receiving offices), a 2-position number must
* The purchase order type (40, 41, etc.), orderifigesf follow. Key in leading zeros when necessary. For exam-
requisitionemumber, and fiscal year (positions 1 through ple, “4216M2" key in4216M02
7) used at the beginning of a session is retained and car-
ried forward to the next order entered. If the data is not Contract Number (required,alphanumeric, max.
the same for the order you are currently entering, key in0f 20 positions)Key in the contract numbe@M (open
the new data over the existing data. market), omone

Note: The data entered in ti@rder Date, Fund Code
 The system edits on the order number entered. If it wasandType Purchasefields are retained once keyed in. To
previously used, the messagecord exists - Cant Add ~ confirm the displayed data, press [Enter] or key in the
Duplicateis displayed. Press any key to continue. new data over the existing data. The new data will be

picked up orsubsequent orders entered for the remainder

of the program execution.
¢ To reuse an order number, or to enter an amendment

to an existing order, go to the main menu. Select Enter[ 6] Order Date (required, numeric, 8 positionsfur-
Purchas®©rders. At the Access MenBidgure 10 ), select rent date is system generated on the first purchase order
Delete/Restore Order. Delete the order in accordanceobligation. If correct, press [Enter] or key in the order

with the instructions discussed eleting An Order . date(mmddyyyy).Note: It must be the date the order was
Return to the main menu and select File Utilities. At the placed and not the date the order was prepared. The date
Utility Menu, select Purge Deleted Orders. SieeUtili- must be no later than the current date and be the fiscal
ties, Purging Deleted Orders _ in this section. year shown in the order number..
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SF-281 Code(required, alphanumeric, 2 posi- codes.
tions). Key in the code that describes the method of pro- ) .
curement and type of business. If you do not know the Unit Code (no-entry) Used by FS only. Key in the

code, press [Enter] to display the SF-281 Code pop-up! Mt c0de-

(Figure 12)). Point and shoot the applicable code to the 57 Fund Code(required,, alphanumeric, 2 positions)
field. If Forest Service (FS), the cursor moves to the Unit |t ot system generated or correct, key in the NFC
Code field. For other agencies the cursor moves to theassigned fund code. If you do not know the code, press
FundCode field Note: See Appendix D in Title Il, Chap-  [Enter] to display the Fund Code pop-(figure 13).

ter 5, Section 1, for a complete explanation of these Point and shoot the applicable code to the field.

UsDnAa~ HNFC ORDER :
[PURCHASE ORDER OBLIGATIONS — DATA ENTRY FAX KKK T 7
FOR nAGENMCY USE ONLY AGENCY COMMENTS

[RECE IV ING CONTRACT ORDER SF—2Z81 UNIT ORDER
OFF ICE MO NUMBER DATE CODE CODE UMBER
A4 25797 A — WKM7 7

TAXPAYER'S IDENT NO

CONSIGNEE MNAME & ADDRESS

PHONE «C

Opening PRCHBBA1T.DEBF
Figure 12. SF-281 Code Pop-Up

U=sSDha -~ HFC
[PURCHASE ORDER OBLIGATIONS — DATA ENTRY
FOR wAGEMCY USE OHNLY AGENCY COMMENTS

RECE IUING CONTRACT ORDER SF—281 UNIT FUND ORDER
OFF ICE HO NHUMEBER DATE CODE  CODE CODE UMEBER
Theie ONE A4 2597 2 . 48-XXXX—7J- 7

TYPE PURCHASE SELLER'S IDEMT MO Fund Code AYER'S IDENT MO
T

SELLER'S MHAME & aADDRESS SHIP TO H1 HAME & ADDREISS
H2
AME HAM H3

ADR1 ADR H4
ADRZ ADR HS
ITY CIT H6

S TATE ZIFP 3TA N7
PHONE ( 3 PHO NB
avigation H9

tatus

Opening PRCHHAA3T . DBF
Figure 13. Fund Code Pop-Up
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UusDahn~- - MNFC ORDER :
[FURCHASE ORDER OBLIGATIONE — DATA ENTRY FAX KK T—T

[FOR pAGENMCY USE ONLY AGENCY COMMENTS

[RECE IV ING CONTRACT
OFFICE MO MNUMBER Uen IA4

12-3454567
12-3454678
54—-A8Z9246
99—9999999

STATE ZI1PR
PHONE ( ] |

Opening PRCHA94T . DBF
Figure 14. Code/Ven ID Pop-Up

Order Number. (no-entry).This field is system  key in the TIN in the correct format, the table will pop-up,
generated from theath entered in the Enter Order Num- press [Esc] to move to the next field.

ber field. Notes: (1) Valid formats for the TIN are the employer

identification number (EIN) formatted 00-0000000 or
the social security number (SSN) formatted
000-00-0000.Include the dashes in the indicated format.
(2) This data and any corrections should be recorded in
the Maintain Tables option, Seller Address table. More
than one seller address can be stored in the table by
tem (FFIS) agencies should use Sub cbde for all assigning a different 5-position alphanumeric code in the
types of purchase orders when correcting the vendor'stable.

name and/or address, consignee’s name and/or addres§iz] Form 1099(required, alpha, 1 position)-his field
eStimatEdreight, F.O.B. pOint, or.B.B. date. Non-FFIS is System generated to d|Sp|ﬁy(N0), which indicates
agencies should continue to use Sub étechange this  Form 1099 reporting to the Internal Revenue Service
informationfor Types 40, 41, and 43 purchase ordérs.  (IRS) isnot required. To confirm the N, press [Enter]. To
request Form 1099 reporting to IRS, keyMr{Yes).
Note: For details concerning the Form 1099 tax reporting
process, see Title Il, Chapter 5, Section 1.

Sub (conditional, alphanumeric, 2 positionghhis
field is system generated to displa To confirm press
[Enter] orkey in the 1 or 2 position special condition code
identified in the SUB Codes table.

»Note: Foundation Financial Information Sys-

* To amend the order, key in a 1- or 2-position alphanu-
meric value Note: Edits are turned off beginning after
the entry of the amendment 2-position numeric value.

o Taxpayer's Ident. No (required, numeric, 11 posi-
* To complete entry of an amendment, the initial pur- tjons) Key in the TIN.
chaseorder record must have been established in the Pur- _
chase Order System. If the original obligation was pre- Notes: (1) Valid formats for the TIN are the EIN for-
pared on the same PC as the amendment, the originanatted 00-0000000 or the SSN formatted 000-00-0000.
must bedeleted and purged from the PC. Sefting an Includethe dashes in the indicated format. (2) This infor-
Order for more information. mation is used for Form 1099 tax reportargl for com-

pliance with the Debt Collection Improvement

Type Purchase(required, alpha, 1 position)This Act (DCIA). Besure to have a completed Form W-9, see
field is system generated to dispRypurchase order).  Appendix C in Title Il, Chapter 5, Section 1, and retain a
To confirm press [Enter] or key D to code delivery or-  file copy of the W-9 for use in verifying the payee’s TIN
der. should future business be transacted with the same ven-

dor.
Seller's Ident No. (required, alphanumeric,
11 positions)Key in the vendor'saxpayer identification ~ Seller's Name & Address
number (TIN) or the Seller Address default code. If you Note: (1) If you keyed in the stored Seller’s Ident No., the
do not know the Seller Address code, press [Enter] to dis-following data is system generated: Seller’s Name, Adrl,
play the Code/Ven ID pop-ufFigure 14). Point and Adr2, City, State, ZIP, and Phone. (2) If you used stored
shootthe code to the field. To enter a TIN not in the table, data and the data in the Seller's Name & Address fields
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are incorrect, you must correct the Seller Addresses table[20] State (required, alphanumeric, 2 positionsj not

in Maintain Tables. Return to this screen in the Change system generated, key in the seller’s state code.

An Order function to incorporate the correct data. (See

Changing an Order ). ZIP (required, numeric, max. of 9 position§)not
system generated, key in the seller’s ZIP Code.

Name (required, alphanumeric, max. of 34 posi-

tions). If not system generated, key in the seller’s name. Phone (required, numeric, 10 positions)f not
system generated, key in the seller’s telephone number.

Adrl (required, alphanumeric, max. of 32 posi-
tions) If not system generated, key in the seller’s first line
address. Name (required, alphanumeric, max. of 34 posi-
tions) To system generate the data in the Name, Adr 1,
Adr2 (optional, alphanumeric, max. of 32 posi- Adr 2, City, State, ZIP, and Phone fields, key in the Con-
tions). If not system generated, key in the seller’'s second signee Name or Address code. If you do not know the
line address or fo» FFIS agencies enter the 11-charac- C0de, press [Enter] to display the Code/Cons Name pop-
ter Vendor Code (VID) (example: VID123456789 A) or UP (Figure 15). Point and shoot the applicable code to
for non-FFIS agencies enter the 9-digit Vendor Express this field. The cursor moves to the Purchase Order Line

ID number (example: VXP123456789). Item Information screer{gure 16 ).

Ship To - Consignee Name & Address

If the data in the Code/Cons Name table is not applicable
or you do not want to include the data in the Consignee
Addresdable, key in the data, the table will pop-up, then
press [Esc] to continue.

Note: FFIS agencies are required to establish the VID in
the FFIS Vendor Reference Table (VEND) prior to the
order being transmitted to NF®.

Reminder: The DCIA requires vendors to receive Adrl (required, alphanumeric, max. of 32 posi-

payment electr_onica_lly _unlt_ess_the_vendertifi_es thatan  tions) If not system generated, key in the consignee’s
account at a financial institution is not available. When fjrst line address.

contracting for goods or services with a new vendor, the

agency is required to obtain necessary banking Adr2 (optional, alphanumeric, max. of 32 posi-

information for .enr0||ment in the Vendor EXpreSS tions) If not System generated, key in the Consignee’s
program. Agencies should refer to the Vendor Expressgecond line address.

procedure, Title Il, Chapter 1, Section 2.

City (required, alphanumeric, max. of 20 posi-
City (required, alphanumeric, max. of 20 posi- tions) If not system generated, key in the consignee’s
tions) If not system generated, key in the seller’s city. state location.

UsDaha-~ HFC
[PURCHASE ORDER OBLIGATIONS — DATA ENTRY
[FOR wAGENCY USE ONLY

Code Cons Mame

[RECE IVING CONTRACT @161 NHATIONAL FINANMNCE CENTER
OFF ICE MO HUMBER @182 GENERAL ACCOUNTING OFFICE
@163 DEFPARTMENT OF TREASURY
@164 DEPARTMENT OF DEFENSE
@18555 RURAL DEVELOPMENT

[Chis]s FARM SERVICE AGENCY

USDaA
@22222 | FRED

123 MAIM STREET, ROOM 111 ADR1
ATTENMTION: H. R. BROWN ADRZ
CINCINNATI CITY
OH EZIP 45228 — 9999 STATE La ZI1PEra8as —

(5132 555 — 5555 PHONE (5843232 — 32333

OB

GENERAL ACCOUNTING OFFICE NﬁHEt

ET

[EMTER CONMSIGNEE NAME OR ADDRESS CODE (@

1t=BACK FLD +«I!=FUD FLD Esc=BYPASS
Opening PRCHA9Z2T.DBF

Figure 15. Code/Consignee Name Pop-Up
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UusDahn~- - MNFC ORDER :

[FURCHASE ORDER LINE ITEM INFORMATION AN KKK T T

INE_ACTION  BUDJ ACC QUANTITY UNIT UNIT —
oDE31l| oBJ LINE uHOL PART ISE DOLLARS]

DESCRIFTION

tatus

avigation
[ENTER B8 — 99 0OR SPACES (AA=LEADING REMARKE)
F5=Del Current Line t=Field Back 41 =Field Fud

Figure 16. Purchase Order Line Item Information (Line Items & Descriptions) Screen

State (required, alphanumeric, 2 positions not  To key in more than one line item, press [F8]. This
system generated, key in the consignee’s state location.action moves the cursor back to the Line Item field and
the line item number changes to the next line item num-

ZIP (required, numeric, max. of 9 positiong§)not ber. Press [Enter].

system generated, key in the consignee’s ZIP Code. o . o
* To delete a line item while working in the document,

. . " i press [F9] to search for the line item to be deleted. Press
Phone(required, numeric, 1positions)If not sys r[F3] to get to the Line Item field, then press [F5]. An

tem generated, key in the consignee’s telephone numbe asterisk (*) next to the Line Iltem number marks the item

for deletion. Press [F10] to get to the next screen. The line

The cursor moves to the Purchase Order Line Item Infor- . <\ il automatically re-number.

mation screelFigure 16).
* To key in an action code with no line item number,

Purchase Order Line Item Information Screen press the [Space Bar] in the Line Item field to delete the
(Line Items & Description) displayed number.

Line Item (required, numeric, 2 positionsYhis * To key in an action code associated with a line item,
field is system generated to display 00. Key in the line key in the same line item number keyed for the articles
item number for each type of goods or services procuredand/or services entered in the Line Item field.

(01 through 99).
* To key in an action code not associated with a line

« To amend the order (when the Sub field is not 00), key item,_press the_ [Space Bar] in the Line Item field to delete
in the same line item number that is indicated on the ini- e displayed line item number and move the cursor to the
tial order of the item to be changed or add a new line itemAction Code field.

number for the item to be added. Action Code (conditional, alpha, 1 positionKey

in the action code that identifies amounts added to or de-

* To type leading comments on the AD-838 or com- qctedfrom the subtotal. If the field is not required, press
mentsthat relate to a cancellation, press [Entethedis- [Enter].

played00 and the cursor moves to the Line Description

field. Key in the message and press [Ctrl W] to save thee |f the action code is required and is associated with a
data, or to use stored data press [Alt G] to display thejine item, key in the same line item number for the articles
Enter The Desired Description Code pop-up. Key in the and/or services entered in the Line Item field.
applicable code in the @ field. If the code is not in the

table, the Standard Description Code (previously estab-¢ If the action code is required and not associated with
lished in Maintain Tables, STD Description) pop-up is a line item, press the [Space Bar] in the Line Item field to
displayed. Point and Shoot the appropriate code to thedelete the displayed line item number and move the cur-
field. To move back to the Line Item field, press [F3].  sor to the action code field.
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Budj Obj (required, numeric, 4 positionsiXey in max. of 4oositions) Key in the unit price using a decimal
the budget object classification code. If you do not know if needed.

the code, press [Enter] to display the Object Class pop-up

(Figure 17). Point and shoot the applicable code to the Line Amount (optional, numeric, dollar amount
field. Note: See the Budget Object Classification Codes max. of §ositions and cents amount max. @iaitions)
procedure, Title V, Chapter 3, for a description of these Key in the amount of the extended value of the item
codes. (quantityx unit price) using a decimal if needed.

Acc Line (required, alphanumeric, 2 positions) The system automatically calculates the quamntityit

Key in the number of the accounting line that corre- price.When an incorrect total is keyed in, the mathemati-
sponds to the Accounting Classification section of the cal computation is shown at the bottom of the screen. To
order (i.e., 01, 02, etc.). If the accounting is distributed, paste the total dispyed at the bottom of the screen, press
key inX and press [Enter] to move to the next field. Do [Ctrl P]. If the pop-up calculatoFigure 8) is needed, see
not exceed 99 accounting lines for each order. Operating Features,Pop-Up Calculator.

Quantity - Whole and Part (required, numeric,  njgte: If your entry is not Line Item 01, press [F4] to get to
wholenumber max. of 5 positions and part max. pb8i- the Line Description field.
tions) Key in the quantity using a decimal if needed.

Unit Iss (required, alphamax. of 3 positionsKey Line Description (required, alphanumeric, max. of
in the unit of measurement. For exam(@ié, DZ, YR 36 positions per line)Key in a description of the line
JOB. etc. S item. Press [Ctrl W] to save data.

Unit Price - Dollars and Cents(required, numer- Press [F10] to move the cursor to the Terms & Totals
ic, dollar amount max. of 6 positions and cents amount screen Eigure 18 ).

UsS Daha -~ NFC ORDER :

[PURCHASE ORDER LINE ITEM INFORMATION AR KT 7

[LINE ACTIONM BUDJ aACC QUANTITY UNIT UNIT —@PRICE LINE
ITEM CODE OB.J LINE WHOLE PART ISS DOLLARS ENTS AMOUNT
a1

Obj Class

9199
1155
1158
1181
1249
2121
2131
2141
2151
2168

Opening PRCHBBAZ2T . DBF
Figure 17. Object Class Pop-Up
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U s DA~ MNF C
[PURCHASE ORDER OBLIGATIONS — DAaTA ENTRY
TOTALS

TERMS &

D ISCOUNFPIOVERIF ICAT ION

OFFICE MAME & ADDRESE

1Pl

RATE

Title VI
Chapter 7
Section 2

ORDER :
FAX KK T—T

DAY RATE DAY RATE DAY

3

(NAME & TITLEY

[EMTER DAY¥S FOR HNET

PAYMENT

avigation
tatus

T=BACK FLD

«1=FUpD FLD

E=sc=BYPASS

Figure 18. Terms & Totals Screen

* To use stored data, press [Alt+G] to display the Enter
The Desired Description Code pop-up. Key in the appli-
cablecode in the @ field to display data. If the code is not
in the table, the Standard Description code (previously
established iMaintain Tables, STD Description) pop-up

Terms & Totals Screen

Net Days(required, numeric, max. of 2 positions)
Thisfield is system generated to display 30 days. To con-
firm press [Enter] or key in new data over existing data. If
the days are over 60, the cursor moves to the Discount

is displayed. Point and Shoot the appropriate code to the\/erificationfield. Note: If codes M, D, P, or C will be en-

field. Verify displayed data. If required, press [F4] then
key in new data over the displayed data. Press [Ctrl W]
to save data and [F10] to display the next screen.

Caution: Do not enter line item description to precede
stored data. This action results in automatic deletion of
line item data that you keyed in.

* To delete data on one line, press [Ctrl Y].
* To delete to the right of the data, press [Ctrl T].

* To scroll within the field, press[4 1, ¥ 1 B,
I« ] [Pg Up], or [Pg Dn].

* To save data, press [Ctrl W]. To move out of the field,
press [Esc].

* To add more line description while working in a docu-
ment,press [F4] after the line item of the current line item
has been keyed in as described in Line Item.

* To key in leading or trailing comments required on an

tered in the Commodity Code field, verify displayed Net
Days 30and if applicable, change net days as described in
Appendix G of Title Il, Chapter 5, Section 1.

Discount Verification (conditional,alpha, 1 posi-
tion). If the number in the Net Days field is over 60, key in
Y. If 60 days or less, this field is skipped.

Commodity Code (required, alpha, 1 position)
This field is system generated. To confirm the displayed
O press [Enter] or key in the new data over the existing
data. \alid codes ar#, D, P, C, OandX. (See Appendix

G in Title Il, Chapter 5, Section 1 for a complete descrip-
tion of these codes.)

Caution: A separate order must be issued for each differ-
ent code. Also, when applicable, be sure the net payment
terms in the Net Days field indicate 7 for code M, 10 for
code D or P, 14 for code C, or 30 and over for code O.

Sub Total (no-entry)This field is system generated.
To confirm the displayed cumulative total of all line
amounts press [Enter].

Estimated Freight (conditional, numeric, max. of
7 positions) Key in the estimated cost of the freight
charge. If the freight charge should not be paid, key in

order, use this field. Leading comments are discussedNoneor leave blank by pressing [Enter].

under Line Item. Trailing comments are added as des-

criptive text for the last item line. If added as a supple-
ment to an earlier line item, the comments will print fol-
lowing that line.

Updated 6/28/02

Total (no-entry) This field is system generated. To
confirm the displayed amount (sub-total plus estimated
freight) press [Enter].
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Ship Via (conditional, alphanumeric, max. of Addrl (required, alphanumeric, max. of 31 posi-
22 positions) If you entered data in Estimated Freight, tions) If not system generated or correct, key in the issu-
key in the method of shipment. For example, parcel post,ing office first line of the address.

motorfreight, or railway express. If you did not enter data

in the Estimated Freight field, press [Enter] to leave Addr2 (optional, alphanumeric, max. of 32 posi-

blank. If you entere in the Action Code field, key in
method of shipment here.

F.O.B. Point(required, alpha, 14 positionslf the
freight charge is payable by the seller, kePifdestina-
tion). If the freight is payable by the agenray inO (ori-

gin).

F.O.B. Date (required, alphanumeric, 18 posi-
tions). Key in the date delivery or completion of services
is expected.

Rate 1,Rate 2, Rate Joptional, numericmax. of 4
positions) Key in the exact terms (in order of largest to
smallest) of discount in each rate field (i.e., ke itw
reflect 2%).

Note: Time discounts are not valid for Type 42 orders.

Day 1, Day 2, Day Joptional, numeric, 2 posi-
tions) Key in the exact number of days (in order of small-

tions) If not system generated or correct, key in the sec-
ond line of the address.

City (required, alphanumeric, max. of 20 posi-
tions) If not system generated or correct, key in the issu-
ing office city.

State (required, alphanumeric, 2 positiong) not
system generated or correct, key in the issuing office
state.

ZIP (required,numeric, max. of 9 position not
systemgenerated or correct, key in the issuing office ZIP
Code.

Ordered By (Name & Title)

Name (required, alphanumeric, max. of 25 posi-
tions) Key in the name of the procuremerfiaél autho-
rized to sign the order.

est to largest) in which the discount percentage rateNote: TheTitle andPhone No fields are retained once

applies. For example, key 10 to reflect 10 days.

Issuing Office Name & Address
Note: All of the fields undetssuing Office Name & Ad-

dress are retained once keyed in. To confirm the dis-
playeddata, press [Enter] or key in the new data over the

existing data.

Name (required, alphanumeric, max. of 34 posi-

tions) If not system generated or correct, key in the issu-

ing office name.

NE A B C D

UsDna ~ OFM .~ NFC
PURCHASE ORDER OBLIGATION — ACCOUNTING

keyedin. To confirm the displayed data, press [Enter] or
key in the new data over the existing data.

Title (required, alphanumeric, max. of 25 posi-
tions) If not system generated or correct, key in the title.

Phone No(required, numeric, 10 positiondj not
system generated or correct, key in phone number.

The Purchase Order Obligation-Accounting screen
(Figure 19) is displayed.

ORDER :
AAX KKK T 7
AGY

E DIST CODE

Shift—Tah=PREUV FIELD

T=PREUV LINE

1=MNEXT LINE

F5=Delete Line

Opening PRCHBHAS9T .DEF

Esc=EXIT

Figure 19. Purchase Order Obligation-Accounting (Accounting Lines) Screen
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Purchase Order Obligation-Accounting FY02).Press [Enter]. Point and shoot the applicable code
Screen (Accounting Lines) to the A, B, C, D, or E field.

Acct Line (no-entry) This field is system gener- , 14 jgentify data that is not a part of the accounting code
atedfrom the Acp Line field on the Line Item Informgtlon (such as a Document Control Number (DCN) used in a
screen. To confirm the data press [Enter] or key in over £,nqcontrol System or aahicle Identification Number
existing data. (VIN) used by the Soil Conservation Service), enter the
accountindength in the Set Fiscal table prior to the entry

A B C D (required, alphanumeric, max. of 27 posi- of accounting data. If your agency does not ap.pend
tions) Key in the agency determined accounting classifi- DEN's or VIN's to accounting, do not use the Set Fiscal
cation code previously entered in the Accounting table. feature.

, ) . * To enter orders for a future FY beginning August 1,
E (optional, alphanumeric, max. of 8 positions) yoy must first create the applicable FY accounting
Key in the 6-position management code, if needed, andgescribed in the Maintain Tables option, Accounting
when required the 1-position prior year indicator code. function,Mass Change sub-function. Be sure to ke in

in the For Agency Use Only field.

Note: When using a prior year accounting classification

code, the following warning message will appear at the Dist (conditional, numeric, 2 positions)f you

bottom of the screeccounting class year (position 1)  keyed inX in the Acc Line field on the Line Item Informa-

not equal or 1 year prior to purchase order number tion screer(Figure 16 ), key in the percent (whole num-

(position 7) Press [Enter] to continue. bers,e.g.,5 to indicate 5% distribution ar@b to indicate
95% distribution). The total of accounting lines marked
must be 100%. If no data is applicable, press [Enter] to

Note: Each accounting classification record can have a yqve to the next field.

maximum of 35 alphanumeric characters. Column iden-
tifiers (i.e., A, B, C, D, and E) are provided as a guide for

entering the accounting classification code. Agy Code (optional, alphanumeric, 2 positions)

To use this field for multi-agency procurement, key in the
agency code or press [Enter] to move to the Acct Line
* |f the accounting code fails to match the accounting field or the end of the screen.

table search, the Accounting pop-Hyure 20) is dis-

played. You can also display the accounting codes in thePress [F10] to display the Access Menu, the 41-Type
table for a specific fiscal year, by keying in the first digit Information Only ScreeriFigure 21), or the Type 42

of the fiscal year (FY) in the accounting field (e.g., 2 for Information Only Scree(Figure 22).

ORDER:
PURCHASE ORDER OBLIGATION — ACCOUNTING ABKKKK?—7
ACCT AGY
LINE P B c D E DIST CODE

o3I S R

Account ing

412345

421234
21888684
1234563
2234563
31956884
41958604
4234563

avigation
Shift—Tab=PREV FIELD T=PREV LINE 1=MEXT LINE
tatus

F5=Delete Line Esc=EXIT

Opening PRCHBAST .DBF
Figure 20. Accounting Pop-Up
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UusDahn~- - MNFC ORDER :
41 — TYPE INFORMATION ONLY A 1XKKKKT—T

[EUBSCR I@ON MO SUBSECRIFPT IowD ING DATE

tatus

avigation
’7 ENTER SUBSCRIFPTION NUMBER AND ENDING DATE

Opening PRCH35DA . DBF
Figure 21. 41 - Type Information Only Screen

ORDER :
AZWHKNT—T7
TYPE 4Z INFORMATIOMW OHNLY
PAYMENT
STQ% DATE PAaY_CYCLE HO OF _PAYMENTS AMT_EACH
68 ] 69 ]

~ a.88

avigation

J
tatus
T=BACK FLD <1 =FWD FLD Esc=Bypas=s

Opening PRCH3&DA . DBF
Figure 22. Type 42 Information Only Screen

41-Type Information Only Screen » P If you enter a date that is not within the past month
or the next three months, the following warning message
is displayedStart date not within past mo. or > 3 months.
Click [OK] to validate the date and continue entering the
Type 42 information. Click [Cancel] to return to the Pay-
ment Start Date field for correction.

Subscription Ending Date (required, numeric,  « | you enter a date that is from a prior FY, the following
8 positions) Key in the subscription ending date message is displayedlype 42 PO pos 7 disagrees with
(mmddyyyy). The Access Menu screen appears. startdate Click [OK] to return to the Payment Start Date
field for correction. The payment start date must agree

ceiling of$2,500. If you transmit the data, orders that ex- with the FY indicated in position 7 of the purchase order
ceed $2,500 are held in NFC suspense until Purchase Orr_wmber.<

der Section personnel review and verify the order. Pay Cycle(required, alpha, 2 positionsKey in the
codethat describes when payment should be maalkd V

Subscription No.(optional, alphanumeric, max. of
20 positions) Key in the subscription number. If a sub-
scription number is not available, keyNone, NA or
leave blank.

Note: Type 41 orders with a P in the Sub block have a

Type 42 Information Only Screen

entries are:
Payment Start Date (required, numeric, 8 posi- _
tions).Key in the date (mmddyyyy) the payment starts. MO (monthly) BM (bimonthly)
*% BW (biweekly) WK (weekly)
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AN (annual) SM (semimonthly) eratedand are not correct, use th& ] key to backspace
SA (semiannual) TA (triannual) to the data 'ghe}t needs to be corrected and key in new data
over the existing data.
QT (quarterly)

No. of Payments(required, numeric, max. of Key in the order number, or press [Enter] at the Enter
2 positions) Key in the number of automatic payments in  OrderNumber field, then any key to display a list of pre-
the cycle. viously entered order&igure 23). Use thel® Jand ¥ ]

keys to locate the appropriate order number and press
[Enter]. The Screen Men(Figure 24) is displayed on the
right side of the screen. To select the applicable screen,
use the [# Jand I¥ 1 keys and press [Enter]. To view
the next screen, press [Enter]. To return to the Screen
Menu, press [F10].

Amt Each (required, numeric, max. of 8 positions).
Key in the amount of each payment in the automatic pay
cycle.

e To add another order, return falding An Order
(Types 40,41,42,43, and 45 ).

Changing An Order.This feature is used to modify an
orderbefore it is transmitted to NFGlote: To amend an
* To view, change, delete, or restore an order, follow the order already transmitted, prepare an amendment.
instructions foliewing An Order , Changing An Order ,

Deleting An Order , or Restoring An Order .

At the Enter Purchase Order Access Menu, select Change
An Order or key irC. The Enter Order Number field is
Note: The Print Order(s) and Laser Print Order(s) op- displayed at the bottom of the scredote: If the first 7

tions, Print Select (Several) and Laser Print Select (Sev-characters are system generated and are not correct, use
eral)functions identifies errors that are not corrected dur- the [ _ key to backspace to the data that needs to be cor-
ing data entry. (Se&inting Several Orders _ underPrint rected and key in new data over the existing data.
Orders(s) andLaser Printing Several Orders  underLa-

ser Print Order(s) for more information on identifying ]
errors). Key in the order number, or press [Enter] at the Enter

OrderNumber field, then any key to display a list of pre-
viously entered orders. Use tH# 1and I¥ ] keys to
Viewing An Order.At the Enter Purchase Order Access locate the appropriate order number and press [Enter].
Menu(Figure 10), select View An Order or key i The The Screen Menu is displayed on the right side of the
Enter Order Number field is displayed at the bottom of screen. To select the applicable screen, usd4héand
the screeriNote: If the first 7 characters are system gen- [¥ | keys and press [Enter].

== = = | 5 DA M F C == = =

ﬂ P C — P RCH REMOTE DnAaTahA ENTHBRY H
—Purchase Order Operations Obligations
ENMTER FURCHASE ORDERS i 1111
PRINT ORDERC(ED 1
LASER PRINT ORDERCED 4P999997—-11111
RECEIFTE — TYPE 48 48999997 —-88888
HELF 48999997 —99999
QuUIT ARX XXX T—123145
ARX KKK T—T
FILE UTILITIES AAXXKKT—TT
4RX XXX T—89812
4A11117-1111

avigation
T4 TO CHOOSE - T EMTER SELECTION Esc = QUIT J
tatus

=ze arrow keys Tl to position and -« +to choo=se |

Figure 23. Previously Entered Orders Screen
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—Purchase Order Operation
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—Screen Menu
Select Screen:

| OBLIGATION HEADER
LINE ITEMS & DESCRIPTIONS
TERMS AND TOTALS
ACCOUNT ING L IMES

41—TYPE IMFORMATIOM
42—TYPE IMFORMATION

EXIT

ENTER PURCHASE ORDERS
PRINT ORDERCS)

LASER PRINT ORDERCED
RECEIPTS — TYPE 48
HELF

QUIT

FILE UTILITIES

avigation
T1 TO CHOOSE <41 TO ENTER SELECTION J
tatus
I

Figure 24. Screen Menu

* To correct data on tHeurchase Order Obligations- -
Data Entry screen (Obligation Header)(Figure 11),

press [Enter] to move to the applicable field. Key in the
new data over the existing data. To return to a previous
field, use thel® ] key. To move to the end of the screen,
continue to press [Enter] or [Esc]. To display the next
screen, press [Enter] at the last field. To display the
Screen Menu, press [F10].

To delete a line item, press [F9] to search for the line
item to bedeleted. Press [F3] to get to the Line Item
field, then press [F5]. An asterisk (*) next to the
Line Item number marks the item for deletion. The
line items will automatically re-number. Press
[F10], any key, then [Enter] to move to the Terms
and Totals screen. To validate the decreased value
of the order, press [Enter] to move to the Sub-Total
and Total fields.

- To correct data in the Line Description field

e To correct data on thBurchase Order Line Item
Information screen (Line Items & Descriptions)
(Figure 16), press [F3] to move to the Line Item field.

(Figure 16), press [F4] to move to the beginning of
the description line.

Note: The keys listed at the bottom of the screen are used
to quickly find the line item number to be corrected.

30

- To locate the description field line when multiple
line item descriptions exist, press [F9]. The Enter
Line Number to Search For field is displayed. Key
in the line number to display the screen and press

To move the cursor under the applicable field, press [F4] to move the cursor to the description line.

[Enter]. Key in the new data over the existing data.
After all corrections are made, press [Esc] to exit
the screen. Errors are displayed at the bottom of the
screen. If there are no errors, press [F10] to display
the Screen Menu or [Enter] to display the next
screen.

If line descriptions must be added or blank lines
inserted between data, use the [Space Bar]. After
description lines are added, press [Ctrl W] to save
the data.

Press [F10] to display the Screen Menu.

To add a line item, press [End] to locate the last item ® To correct data on thderms & Totals screen

of the order. Press [F8], then [F3]. Key in the next (Figure 18), press [Enter] to move to the applicable field.
line item number and press [Enter]. Key in data in Key in the new data over the existing data. The SualT

each field. Press [F4]. Key in data on the Line and Total fields are system generated. To confirm the dis-
Description screen. To display data stored in the played data, press [Enter].

Standard Description table, press [Alt G], then en-
ter the description code in the @ field. Press [Ctrl
W] to save the data. Press [F10], any key, then [En-
ter] to display the Terms and Totals screen.

To edit the rest of the data on the screen, press [Esc].
If there are errors, an error message(s) is displayed.
If there are no errors, press [Enter] to move to the
Accounting screen or press [F10] to display the

. L . Screen Menu.
The cost of additional line items or the deletion of

line items are automatically included on the Terms ¢ To correct data on theurchase Order Obligation-
& Totals screerfFigure 18). To validate the addi-  Accounting screen (Accounting Lines)(Figure 19),
tional value of the order, press [Enter] to move to press [Enter]. You will be positioned in the Acct Line
the Sub- Total and Total fields. field. Press [Enter] to move to the A B C D field. Key in
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the accounting code or key in the first digit of the FY. ¢ To view and select an order to delete from a list of pre-
PresqEnter] and any key. The Accounting pop-up screen viously entered order&igure 23 ), press [Enter] at the
(Figure 20) listing valid accounting data is displayed. EnterOrder Number field and then any key. e [4 1
Point ar_1d shoot the applicable accounting <_:ode to the Agnd [ ] keys to select the order number you want to
B C D field. The cursor moves to the next field. deleteand press [Enter]. To confirm the delete action, the
order number and the wobkletedis displayed at the
bottom of this list. To return to the Access Menu, press
[Esc].

- To change multiple lines of accounting on the
Accounting screen, press [Enter]. Ywill be posi-
tioned in the Acct Line field. Use th&» | and
I« ] keys to select the applicable field. Key in the
new data over the existing data. Press [Enter] to * To delete an order without activating the list of orders,
move to the bottom of the screen or press [Esc].  key in the order number in the Enter Order Number field

) , ) and press [Enter]. The Obligation Data Entry screen is

- To add a line of accounting on the Accounting isplayed with the messaddove Order Being Marked
screenpress [Enter] to move to the Acct Line field.  £qr peletion Press any key to return to the Access Menu.
Press [Enter] to the next accounting line. Key in the 14 remove an order flagged for deletion, Eée Utili-

next .aCCOU”“”Q line n_umber and the accounting ties, Purging Deleted Orders _ underAccess Level 2 for
data in the applicable fields. Press [Enter]. instructions.

- To delete a line of accounting, press [Enter] to move

to the Acct Line field. Use thd® 1and ¥ Jkeys

to select the applicable accounting line. Press [F5]. Restoring An Order. At the Access Menu, select
Delete/Restore Order or key ID. The Enter Order
Numberfield is displayedCaution: To restore an order,
ensure that it was mark@&ELETED This will prevent
deleting an order in error since the restore procedure is
opposite from the deleting procedure.

To exit the Change An Order function, press [Esc] then
[F10]. The Screen Menu is displayed. Select Exit to
return to the Access Menu.

* To correct data on thél - Type Information Only
screen(Figure 21), press [Enter] to move to the applica-
ble field. Key in the new data over the existing data. Press® To view and select one order to restore from a list of
[Enter] until you are in the last field. To display the previously entered orders, press [Enter] at the Enter
Access Mnu, press [Enter]. To display the Screen Menu, OrderNumber field, then any keyise the[# Jand I¥ ]

press [F10]. keys to select the order number you want to restore.
When you select the order number, ensure that it is
* To correct data on th&pe 42 Information Only markedDeleted Press [Enter]. The word deleted is re-

screen(Figure 22 ), press [Enter] to move to the applica- moved and the order is restored. To return to the Access
ble field. Key in the new data over the existing data. PressMenu, press [Esc].

[Enter] until you are in the last field. To display the
Access Menu, press [Enter]. To display the Screen Menu

' » To restore an order without activating the list of orders,
press [F10].

key in the order number in the Enter Order Number field
and press [Enter]. The Purchase Order Obligation screen
Deleting An Order.At the Enter Purchase Order Access is displayed with the worDeletedin the upper left corner
Menu (Figure 10) select Delete/Restore Order or key of the screen. The messagbpve Order Being Restored

in D. The Enter Order Number field is displayed at the is displayed at the bottom of the screen. Press any key to
bottom of the screen. return to the Access Menu.
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Print Order(s) (Access Levels 1, 2, 3, print option is provided to be used when the PC equip-
And O) ment is not connected to a printer.

Print Order(s) is an operating option on the main menu gxit. Used to exit the Print Menu and return to the Main
used to test the nonlaser printer alignment, print severalyjeny.

orders on the preprinted Form AD-838-5PE, quickly
print one order on the preprinted Form AD-838-5PE,

and setup the nonlaser printer. To select a function, move the cursor to the applicable

option and press [Enter] or key in the first letter of the

Note: The 5-part AD-838 are: Issuing Office Copy (yel- menu option (e.g., [T] for Test Printer Alignment).

low), Seller’s Original (white), Receipt Copy (green),
Property Copy (gold), Agency Use Copy (blue). Following are instructions for using these functions:

Select Print Order(s) or key iR The Print Menu  Testing The Printer AlignmentLoad the printer with
(Figure 25) is displayed with a list of functions on the Form AD-838-5PE. At the Print Menu screen, select
right side of the screen. Test Printer Alignment or key if.

Below is a brief description of each function: . . .
* If you are printing to a diskette, you are using a PC that

Test Printer Alignment. Used to test the Form AD-838 is not connected to a printer and [F] was keyed in during

alignment of the printer. A dummy document should be the Setup Printer functlon._At the status Ilne,.the message
used. Insert Blank Formatted Diskette in Drive A: Press any

key to continués displayed. Insert the diskette and press
any key. The messagerint Dummy AD-838 to Test
Printer Alignment? (Y/N), AD-838 Form Should Be
Loaded InPrinter is displayed. Key itY (Yes) to copy the
dummy AD-838 to the diskette, or keyNh(No) if you

do not want to copy the test print. This file on the diskette

Print Select (Several)Used to view order numbers that
havebeen entered in the system. It also provides statistics
relating to each order. For example, you can print one or
several orders, identify deleted orders, orders that con-

. h ous] .
tain errors, orders that were previously printed, and is named ORDER.PRN. To print the orders, take the dis-

orders that were previously transmittdhte: The print . . X
process is inoperable when orders have been deleted O:Eette to a PGhat is connected to a printer loaded with the
orms AD-838-5PE.

transmitted.

Quick Print (One Order). Used to print one specific ¢ If you are printing from the hard-disk, you are using a
order. PC that is connected to a printer and [P] was keyed in dur-

ing the Setup Printer function. The test print will print
Setup Printer. Used to change the setup of the printer to onto the Form AD-838-5PE, Purchase Order, previously
print AD-838 data from hard drive onto a diskette. This loaded in the printer.

= = = U E5 DA~ M F C = = =

ﬂ P C — P RCH REMOTE DnaTa ENTHRY “
—Purchase Order Operations —Print Menu
ENMTER PURCHASE ORDERS Select print option:
PRINT ORDERC(S)
LASER PRINT ORDERCS) TEST PRINMTER ALIGHMENT
RECEIFPTS — TYPE 48 PRINT SELECT (SEVERAL?Y
HELP QUICK PRINMT (OME ORDER)
QuUIT SETUF FPRIMTER
EXIT

FILE UTILITIES

avigation
T4 TO CHOOSE 41 TO ENTER SELECTION J
tatus
|

Figure 25. Print Menu
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Printing Several OrdersLoad the printer with Form B2 Line Description
AD-838-5PE. At the Print Menu, select Print Select
(Several) okey inP. The Purchase Order Print Selection cl Terms & Totals ]
screer(Figure 26) with ? in the SEL column is displayed D1 Obligation Accounting
with the following code selections at the bottom of the Gl Type 42 Information
screen. 11 41-Type Information
Y = Select .. (two dot3 No errors
R = Select Rest Note: Orders with errors will print. The printed order will
N = Ignore indicatethe wordError in the Ordered By block. To cor-
X = Ignore Rest rect errors, seEnter Purchase Orders, Changing An_

Order underAccess Level 1 .

* To view all of the orders, use th## 1, [¥ 1, [Pg Up]
or [Pg Dn] keys. The Printed and Xmitted columns indicafe(Yes) or

N (No). TheY indicates that the order was printed or
* To select the purchase order(s) you want to print, keytransmitted. TheN indicates that the order was not
inY, R, N or X in the SEL column. printed or transmitted.

The delete (DEL) column on the Purchase Order- Print Note: TheN flag will not change t&'when an order that
Selectiorscreen flags the order by use of th@sterisk). Contam.s arrror was prlnted. You must correct the order,
The orders marked delete will be excluded during the then print. The flag will change ¥when the order was
transmission process. To reuse deleted order numberssuccessfully entered and printed.

delete orders marked DEL on this screen. Seging
Deleted Orders File Utilities under Access Level 2for

instructions omow toremove orders flagged for deletion . ) ,
on the PC. * If you are printing to a diskette, you are using a PC that

is not connected to a printer and [F] was keyed in during
the Setup Printer function. After you press [Esc] and any
4ey, the messagmsert Blank Formatted Diskette In
Drive A: Press Any Key To Continisedisplayed. Insert
the formatted diskette and press any key. A Printing Or-
Code Screen Description der pop-up is displayed briefly indicating the orders be-
Al Obligation-Data Entry ing copied to the diskette. When the selected orders are
i ) copied,you will return to the Print Menu. This file on the
B1 Line Item Information diskette is named ORDER.PRN.

To print the selected order(s), press [Esc] then any key.

The Error column displays a code that identifies the pur-
chase order screen that contain errors. The code an
screen description are:

UusDna~-MNFLC

PURCHASE ORDER — PRINT SELECTION
SEL P.0. MNMUMBER PRINTED XMITTED

49111171111
4TIV TEVT

499999711111
4839999788888
489999799999
AAXNKKHT 12345
ARNKKMTT

ARNKKMTTT

AAXKKHN7EIA1E
AT M I
419999799999

wn wnd wnd wnd wnd o] o] o] o o] )
ZITTITITIIm I
ZITITITITIITIIII

<¥>=EEL. <R>=SEL. REET <M>=IGHNORE <X>=IGHMORE REST Esc=EXIT <1> <1t> <PgUp-Dnl>
OBLIGATION Rec Mo 2-17 View: Entire file 131k free

Figure 26. Purchase Order Print Selection Screen
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To print the orders, take the diskette to a PC that is con-To print the orders, take the diskette to a PC that is con-
nected to a printer loaded with the Forms AD-838-5PE. nected to a printer loaded with the Forms AD-838-5PE.
Insert the diskette in Drive A. Exit to DOS, using the Insert the diskette in Drive A. Exit to DOS, using the
DOS program installed in that PC. At the C prompt, key DOS program installed in that PC. At the C prompt, key
in, TYPE A:ORDER.PRN>PRNand press [Enter]. in, TYPE A:ORDER.PRN>PRNand press [Enter].

* If you are printing from the hard-disk, you are using a
PC that is connected to a printer and [P] was keyed in dur-
ing the Setup Printer function. The Enter Order Number
field is displayed on the status line of the screen. Key in
Yhe order number you want printed. The order will be
printed in the passes specified in the Setup Printer func-
tion onto the Form AD-838-5PE, Purchase Order, pre-
viouslyloaded in the printer. The Print Menu is displayed
after the selected order is printed.

* If you are printing from the hard-disk, you are using a

PC that is connected to a printer and [P] was keyed in dur-
ing the Setup Printer function. After you press [Esc] and
any key, the selected orders will be printed in the passe
specified in the Setup Printer function onto the Form
AD-838-5PE, Purchase Order, previously loaded in the
printer. The Print Menu is displayed after the selected or-
ders are printed.

Note: Printing orders onto a Form AD-838 that have Note: Printing orders onto a Form AD-838 that have
been saved on hard-disk can be printed through thebeen saved on hard-disk can be printed through the
printer orthrough a diskette to a printer. The printer must printer orthrough a diskette to a printer. The printer must
be setup in accordance with the Setup Printer function.be setup in accordance with the Setup Printer function.
For more information, segetting Up The Printer . For more information, se®etting Up The Printer .

After you remove the error free printed order from the
printer,the procurement officer must sign the AD-838 in

Block 31e, Authorized Signature, and make agency dis-
tribution. Do not send a copy of the order to NFC.

After you remove the error free printed orders from the
printer,the procurement officer must sign the AD-838 in
Block 31e, Authorized Signature, and make agency dis-
tribution. Do not send a copy of the order to NFC.

Caution: Before the seller's original Form
Caution: Before the seller’'s original Form AD-838-5PE is mailed to the seller on Type 43 and
AD-838-5PE is mailed to the seller on Types 43 and 45 45 orders, bsure towrite/type the agency billing address
orders, besure to write/type the agency billing address in in the billing instructions block of the seller’s original
the billing instructions block of the seller’s original order orderand cross out NFC'’s address. The invoice will then
and cross out NFC's address. The invoice will then go go directly to the agency office responsible for preparing
directly tothe agency dite responsible for preparing the the Form AD 838-B, Invoice - Receipt Certification, or
Form AD 838-B, Invoice - Receipt Certification, or Form AD-838D, BPA-Invoice-Receipt-Certification,
Form AD-838D, BPA-Invoice- Receipt-Certification, which are submitted by the agency to NFC for payment
which are submitted by the agency to the NFC for processing. This will help to ensure that payments are
payment processing. This will help to ensure that made on time to avoid interest penalty.
payments are made on time to avoid interest penalties.
Setting Up The PrinterAt the Print Menu, select Setup
Printer or key ir. The Print Setup screéhigure 27) is

Printing One Order. Load the printer with Form displayed with the current print information.

AD-838-5PE. At the Print Menu, select Quick Print

One Order) or key i®.
( ) YR If the displayed information is correct, keyNn(No) in

the Do You Wish to Change (Y/N) field. The Print Menu
* If you are printing to a diskette, you are using a PC that is displayed.
is not connected to a printer and [F] was keyed in during
the Setup Printer function. The messagsert Blank OR
Forma’FteleskeHe In Drive A: Press Any Key Contin- To change the displayed information, keyvirfYes) in
ueis displayed. Insert the formatted diskette and pressine Do You Wish to Change (Y/N) field.
any key. The Enter Order Number field is displayed on
the status line. Key in the order number you want printed. - Key in the appropriate number in the 2 position, New #
The order number is displayed briefly on the screen. Of Passes field.
When the selected order is copied, you will return to the
Print Menu. This file on the diskette is named - Key in P for printer orF for floppy (diskette) in the
ORDER.PRN. 1 position, TaPrinter Or Floppy field. A message con-
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firming the AD-838 passes, and the to printer or fields again.

floppy diskette is displayed with the questisrthis

Ok? (Y/N) Respond by keying i (Yes) orN (No). If Note: Five parts of the Form AD-838-5PE in a printer
Y is keyed in, the system will return you to the Print requires one pass. If your printer will not print on five
Menu. If N is keyed in, the system will display the parts, more passes are required.

= = » U S DA ~ N F C 2 = =

ﬂ P C — P RCH REMOTE DaTaha ENTHRY “
—Purchase Order Operations———— —Print Menu

EMTER PURCHASE ORDERS PC—PRCH is= currently set up to
PRINT ORDER(S) print the AD—838 in 1 pass(es)
LASER PRIMT ORDER(S) to floppy diskette in drive A
RECEIFPTS — TYPE 48

HELP

QuUIT DO YOoU WISH TO CHANGE (¥-M) B

FILE UTILITIES

avigation
T4 TO CHOOSE 41 TO ENTER SELECTION J
tatus
|

Figure 27. Print Setup Screen
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Laser Print Order(s) (Access Levels 1, 2,
3, And O)

Laser Print Order(s) is an operating option on the main
menuused to print several or one order on a laser printer.
This option generates a 3-part facsimile Form AD-838.
Note: The 3-parts are: Issuing Office Copy, Seller’s

s Manual
her Payments

PC-PRCH

displayed with the following code selections at the bot-
tom of the screen.

Y = Select
R = Select Rest
N = Ignore

X = Ignore Rest

Original, and Receipt Copy. When there is a need, . Tq view all of the ordergse the [4 1, I¥ 1, [Pg Up]
Receipt Copy can be reproduced and used as a property, [Pg Dn] keys.

copy. The Issuing Office Copy can be reproduced and
used as an Agency Use Copy.

SelectLaser Print Order(s) or key In The software will
load the print fonts. The Laser Print Memig(re 28) is
displayed with a list of functions.

Below is a brief description of each function:

Laser Print Select (Several)Used to view order num-
bersthat have been entered in the system. It also provide
information relating to each order. For example, you can
print one or several orders, identify deleted orders, orders
that contain errors, orders that were previously printed,
and orders that were previously transmitted.

Laser Quick Print (One Order). Used to print one spe-
cific order.

¢ To select the purchase order(s) you want to print, key
inY, R, N or X in the SEL column.

The delete (DEL) column on the Purchase Order- Print

Selectionscreen flags the order by use of th@sterisk).

The orders marked delete will be excluded during the

transmission process. To reuse deleted order numbers,

delete orders marked DEL on this screen. Sgging
eleted Orders File Utilities under Access Level 2for

Instructions ornow toremove orders flagged for deletion

on the PC.

The Error column displays a code that identifies the pur-
chase order screen that contain errors. The code and
screen description are;

Code Screen Description
Exit. Used to exit the Print menu and return to the Main Al Obligation-Data Entry
Menu. B1 Line Item Information
To select a function, move the cursor to the applicable op- B2 Line Description
tion and press [Enter]. C1 Terms & Totals
Following are instructions for using these functions: D1 Obligation Accounting
o ) Gl Type 42 Information
Laser Printing Several OrderdAt the Print Menu select 11 41-Tvpe Information
Laser Print Select (Several). The Purchase Order Print yp
Selection scree(Figure 26) with ? in the SEL column is - (two dot3 No errors
USDA/NFC
[Pc-PRCH REMOTE DATA ENTRY
_ Purchase Order Operations Print Menu

ENTER PURCHASE ORDERS
PRINT ORDER(S)

LASER PRINT ORDER(S)
RECEIPTS - TYPE 40

HELP

QUIT

TRANSMIT FILE

FILE UTILITIES
MAINTAIN TABLES
ASSIGN ID/PASSWORD

Select Print Option:

LASER PRINT SELECT (SEVERAL)
LASER QUICK PRINT (ONE ORDER)
EXIT

Navigation

Status % v TOCHOOSE

<!  TO ENTER SELECTION

|:

AWAITING M

ENU CHOICE

Figure 28. Laser Print Menu
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Note: Orders with errors will print. The printed order will  the agency dice responsible for preparing the Form AD

indicatethe wordError in the Ordered By block. To cor- 838-B, Invoice - Receipt Certification, or Form

rect errors, seEnter Purchase Orders, Changing An AD-838D, BPA-Invoice-Receipt-Certification, which

Order underAccess Level 1 . are submitted by the agency to NFC for payment
processing. This will help to ensure that payments are

The Printed and Xmitted columns indicate(Yes) or made on time to avoid interest penalties.

N (No). TheY indicates that the order was printed or

transmitted. TheN indicates that the order was not Laser Printing One OrderAt the Print Menu, select

printed or transmitted. LaserQuick Print (One Order). The Enter Order Number
field will be displayed on the status line of the screen. Key

Note: TheN flag will not change t&Y when an order that  in the order number. The Print Menu is displayed after the

contains arerror was printed. You must correct the order, selected order is printed.

then print. The flag will change ¥when the order was

successfully entered and printed. Note: If the order is error free, the Purchase Order Print
Selection screerrFigure 26 ) will reflect Y (Yes) in the

* To print the selected order(s), press [Esc] then any key.printed column. If the order contains errors, ¥hitag

After the orders are printed, you will return to the Print will not be set and the order cannot be transmitted until

Menu. the order is corrected and reprinted.

Note: If the order is error free, the Print Selection After you remove the error free printed order from the
screen figure 26 ) will reflect Y (Yes) in the printed col-  printer,the procurement officer must sign the AD-838 in
umn. Ifthe order contains errors, tifdlag will not be set Block 31e, Authorized Signature, and make agency dis-
and the order cannot be transmitted until the order is cor-tribution. Do not send a copy of the order to NFC.
rected and reprinted.

Caution: Before the seller’'s original Form
After you remove the error free printed order from the AD-838-5PE is mailed to the seller on Type 43 and 45
printer,the procurement officer must sign the AD-838 in orders, besure to write/type the agency billing address in
Block 31e, Authorized Signature, and make agency dis- the billing instructions block of the seller’s original order
tribution. Do not send a copy of the order to NFC. and cross out NFC’s address. The invoice will then go

directly tothe agency dice responsible for preparing the
Caution: Before the seller’s original Form AD-838 is Form AD 838-B, Invoice - Receipt Certification, or
mailed to the seller on Type 43 and 45 orders, be sure tdcorm AD-838D, BPA-Invoice-Receipt-Certification,
write/type the agency billing address in the billing which are submitted by the agency to NFC for payment
instructions block of the seller’s original order and cross processing. This will help to ensure that payments are
out NFC’s address. The invoice will then go directly to made on time to avoid interest penalty.
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Receipts - Type 40 (Access Levels 1, 2, 3, Change A Receipt.Used to edit a previously entered
And R) receipt.

. Delete/Restore A ReceiptUsed to delete a previously

r?wi%ipljz-ezyfoeeﬁelrs rirge?\r/)iiratrlgnirfggct); :n rir::ZbTealtgemered receipt and to recover one that was previously
; g repor a app deleted prior to the use of File Utilities, Clear Deleted
Type 40 orders which require a receipt prior to payment Receipts function

of a seller’s invoice.

Exit. Used to exit the Receipts-Type 40 and return to the
Note: Type 40 orders fd® $2,500 or less do not require  Main Menu.
receiving reports unless chosen for statistical sampling.
ment asoon as the vendorisvoice and agency’s receiv-

ing report are received at NFC. Adding AReceiptAt the Access Menu, select the Add A

Receiptoption or key irA. The Enter Order Number field

i . is displayed at the bottom of the screen.
Select Receipts-Type 40, or keyRn The Receipts Ac-

cessMenu(Figure 29) is displayed showing a list of func-  complete the fields as follows:
tions on the right side of the screen.

Enter Order Number (required, alphanumeric,
Below is a brief description of each function: max. of 12 positionsKey in the purchase order number
(after the preprinted 40). This number consists of pur-
. . chaseorder type 40, ordering office number, B¥d con-
Add A Receipt. Used to add a new receipt. trol number.
View A Receipt. Used to look at a previously entered The cursor moves to the Purchase Order Receiving Re-
receipt. port-Header Info/Entry scre€Rigure 30).

= = # U S DA ~ M F C * = =

I] P C — P RCH REMOTE DnaTa ENTHR Y [I
—Purchase Order Operations———— —fAccess Menu
ENTER PURCHASE ORDERS Select access mode:
PRINT ORDER(S)
LASER PRINT ORDERC(S) ADD A RECEIPT
RECEIPTS — TY¥PE 48 VIEW i RECEIFPT
HELP CHANGE A RECEIFPT
QuUIT DELETE~RESTORE A RECEIPT
EXIT

FILE UTILITIES

avigation
ENTER ORDER HUMBER —»> 48— - = J
tatus
ORDER TY¥FPE — ORDERINMG OFFICE — FISCAL ¥R — ORDER HUMBER |

Figure 29. Receipts Access Menu

38 Updated 6/28/02



Systems Access Manual Title VI
Procurement And Other Payments Chapter 7
PC-PRCH Section 2

= = = U S DA~ HNFLC =

PURCHASE ORDER RECEIVING REFPORT — HEADER INFOQ ~ ENTRY

[LINE QUANTITY QUANTITY L INE QUANTITY
WHOLE PART H WHOLE PART ITEM WHOLE PART
*‘H""*.*HE H T e | eI

E o

avigation

tatus J
F5=Del This Receipt t=Field Back 41=Field Fud Esc=End Edit |

Figure 30. Purchase Order Receiving Report-Header Info/Entry Screen

rt]gr(/:’gase grder Receiving Report-Header ¢ To edit the item info, press [F4].

nfo/Entry Screen

Rec Office (required, alphanumeric, max. of ° To display the Receipts Access Menu, press [F10].
7 positions) Key in the 4- or 7-position multi-receiving

S ) oY Purchase Order Receiving Report-ltem Info/Entry
office identification.

Line Item (required, numeric, 2 positiongXey in

) ) i the line item number (01-99). This screen allows 33 line
Revd/Accpt. Date (required, numeric, 8 posi- jam entries. After the 33rd line item has been keyed in,

tions).To confirm the displayed date press [Enter] or key anothemage is displayed for the entry of line item begin-
in the new date (mmddyyyy) over the existing date. This ning with number 34, etc.

date indicates when the goods or services were received,
inspected, and accepted. Note: In identifying the items received, ensure that the
line item number on the order and the line item entered
Note: This date must not be greater than the current datematch. This must be a perfect match.
or prior to the order date. It must be the actual date of . . .
receipt/acceptance. If the receipt/acceptance date is no Q_uannty Whole/Part (required, numeric, max. of
accurate, interest penalties in accordance with the p05|t|ons' for whole number and max. of 3 posmong for
Prompt Payment Act may be incurred. part)_. Key in the amount of_the quantity. If_the quantity
received covers only a decimal part of an item, key in a
decimalpoint then the numerical value. Always count the
items received in the same unit of issue shown on the
order. Ifthe unit of issue received is different than the unit
) ) ) o ] of issue shown on the order, convert quantity received to
P is used for partial when a single receiving office has it ofissue indicated on the order. For example, 3 dozen

received less than the entire order (including amend-pjants ordered but only 6 were received. Kebiim the
mentsjand when multiple receiving offices submits a re- quantity Whole/Part field.

ceipt. When P is keyed in, the cursor moves to the Line

Item field. If you pressed [Enter] without keying data in this field,
the messag&ero Quantity Invalid -- Replaced with '1’

C is used for complete shipment or the last/remainder ofis displayed. If you agree that the one (1) quantity is cor-

the order when partials were previously reported. When rect, press any key, or use ti# Tkey to return to the

C is keyed in, the cursor moves to the lower right corner field and key in the appropriate quantity received for that

of the screen. line item.

Type Shipment(required, alpha, 1 positionKey
in P for partial orC for complete

¢ To return to the Receipts Access Menu, press [Esc],

Note: The C is not used for a shipment considered Com'any key, then [F10].

plete and received by multiple receiving offices. Use P

for this type of receipt. » To make changes to a receipt prior to final entry, press
[Esc]and any key. To select the fields you want to correct,
* To edit the header info, press [F3]. key in [F3] to Edit Header or [F4] to Edit Items.
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* If you select [F3], the cursor moves to the Rec Office ¢ To return to the Access Menu, press [F10].

field. Toreach a different field, press [Enter]. Key in new ) )
data over the existing data. Press [Enter] to move to theChanging AReceiptAt the Access Menu, select Change
end of the screen. A Receipt or key irC. The Enter Order Number field is

displayed at the bottom of the screen. Key in the order
« If you select [F4], you will be positioned in the first umber (after the displayed 40R press [Enter] if you
do not know the order number. A list of previously en-

Line Item field. To reach a different line item, press ) X . .
[Enter] or use the arrow keys to move about the screen teredreceipts are displayed on the right side of the screen.

Key in the new data over the existing data and press [Esc], 10 display one O_f the receiving reports, use el or
then any key. Press [F10] to display the Access Menu. I¥ 1 keys to find the appropriate receipt and press

[Enter]. The Purchase Order Receiving Report-Header
« To make a copy of the receiving report, press the Info/Entry screertFigure 30) is displayed.

screen print key that is applicable for your PC. * To correct thdReceiving Report Header Info/Entry

screen press [F3]. The cursor moves to the Rec Office
field. To reach a different field, press [Enter]. Key in the
changes or additions. Press [Enter] to move to the end of
the screen.

Note: Once final entry is complete, changes must be
made through the Change A Receipt function listed on
the Access Menu. For more information, S&eanging

A Receipt .

* To correct theReceiving Report-ltem Info/Entry
fields, press [F4]. The cursor moves to the first line item
field. Toreach a different line item, press [Ctrl] ark#

to move up a line; [Ctrl] and® ] to move down a line,

[# 1 to move back a line, or press [Enter] to move across
the screen. If more than 33 lines have been entered, press
[Esc] to position the cursor at the end of the screen.
[PgUp] and [PgDn] to locate the items.

Viewing A Receipt.At the Receipts Access Menu
(Figure 29), select View A Receipt or key Wi The Enter
Order Number field is displayed at the bottom of the
screenKey in the order number (after the preprinted 40),
OR press [Enter] if you do not know the order number. A
list of previously entered receip{Bigure 31) are dis-
played on the the right side of the screen. To display one
of the receiving reports, use tH# lor I¥ Jkeys to find
the appropriate receipt and press [Enter]. The Purchas& Tq change a line item, key over the existing data and
Order Receiving Report-Header Info/Entry press [Enter].
screen(Figure 30) is displayed.

¢ To add a line item, press [Enter] to position the cursor
Note: When more than 33 line items are listed, use the in the next available line item field. Key in the line item
[# Jor I¥ 1or [PgUp] or [PgDn] keys to display the number and quantity received. To continue, press
next screen. [Enter].

»* = = | 5 DA M F C = = =

I] P C — P RCH REMOTE DnAaTahA ENTHBRY [I
—Purchase Order Operations
ENTER PURCHASE ORDERS
PRINT ORDERC(E) o
LASER PRINT ORDERCE) 4R 1234456789 A6-16-1994
4876544321 86121994
HELP 4877 TETT A4-15-1997
QUIT AAT 7P TIITT E,
4A87654321 A6-11-1994
TRANEMIT FILE 4A99997 777V T Aa6-19-1997
FILE UTILITIES 4R99997 V77V T s

MAINTAINM TABLES
ASBSIGH IDAPASEWORD

4612344567806~ 1619548 |

avigation
T4 TO CHOOSE - TO EMTER SELECTION Esc = QUIT J
tatus

=e arrow keys Tl to position and to choose |

Figure 31. Previously Entered Receipts Screen
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» To delete a line item, position the cursor in the Line [Enter]. To confirm the delete action, the order number
Itemfield that you want to delete and press [F5]. The item and the wordeletedis displayed at the bottom of the re-
is now flagged for deletion. An asterisk (*) is shown on ceipts list.(SeeFigure 33) To return to the Receipts Ac-
the screen next to the Line Item fie{@eeFigure 32). cess Menu, press [Esc].

Note: If the order is viewed after the item has been

deleted, it will not appear on the screen. . .
Restoring AReceiptAt the Access Menu, select Delete/

 To end the Change A Receipt session, press [Esc], anyrRestore AReceipt or key iD. The Enter Order Number
key, then [F10]. The Receipts Access Menu is displayed.field is displayed at the bottom of the screen. Key in the

ordernumber you want to restore (after the displayed 40)
Deleting A ReceiptAt the Access Menu, select Delete/ OR press [Enter] if you do not know the order number. A
Restore A Receipt option or key in The Enter Order  [ist of previously entered receipts are displayed on the
Number field is displayed at the bottom of the screen. right side of the screen. Use t# Jor I¥ ] keys to find
Key in the order number you want to delete (after the dis-the appropriate deleted receipt you want to restore. Befo-
played 4000R press [Enter] if you do not know the order  re restoring a receipt, ensure that it is mafREd ETED
number. A list of previously entered receipts are dis- press [Enter] to restore the receipt and the Vit E-
played on the right side of the screen. Use el or TED s removed. To return to the Receipts Access Menu,
I¥ 1 keys to find the appropriate receipt and press press [Esc].

= = = US DA NFLC = =

PURCHASE ORDER RECEIVING REPORT — HEADER INFO ~ ENTRY

[P0 MUMBER : 480—77TV-7-7 REC OFFICE :

[RCUD~ACCPT. DATE:#84-15-1997 (MM DD ¥¥¥¥)TYPE SHIPMENT: 3
PURCHASE ORDER RECEIVING REPORT — ITEM INFO ~ ENTRY

[L.INE QUANTITY L. INE QUANTITY L. INE QUANTITY
ITEM WHOLE PART H ITEM WHOLE PART ITEM WHOLE PART
FoEE R | IR H JeE-TeEREEE | IR oI | eI
2 .888 H
avigation
Ctrl++= = Line Up PglUp PgDn Ctrl+> = Line Douwun J
tatus
F5=Del This Item 1t=Field Back <4J=Field Fud Esc=END EDIT |

Figure 32. Line Item Deletion Screen

= = 2 I 5 DA ~ N F C 3 3 =

" P C — PRCH REMOTE DaAaTa ENTHR Y “

—Purchasze Order Operations

ENTER PURCHASE ORDERS PO HUMBER RECEIFPT DATE

PRINT ORDERC(SX —_—

LASER PRINT ORDERC(S) 481234456789 a6-16--19941

RECEIPTS — TYPE 48 4876544321 a6-12-1994

HELP 4877 7ITY 84151997

QuUIT L 1l e ~

4887654321 HA6-11-1994
TRANSMIT FILE 409999777 TVT 26191997
FILE UTILITIES 499997V IV e
MAINTAIN TABLES
ASSIGHN ID-PASSWORD

10777777 4151 997VEDELETED
avigation
T4 TO CHOOSE - TO EMTER SELECTION Esc = QUIT) J
tatus
=z arrow keys Tl to position and +to choose |

Figure 33. Receipts Deleted Screen
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File Utilities (Access Levels 1, 2, 3, O, Clear Deleted ReceiptsUsed to remove receipt records
And R) thatwere marked deleted on the Receipts Deleted screen.

File Utilities is an operation option on the main menu Exit. Used to exit the Utility Menu and return to the Main
used taestore or repair files in the PC-PRCH system and Menu.
to delete obsolete data to reduce data file loads and stor-

age. Following are instructions for using these functions:

Note: Each access level has a different Uility Menu. RepairingIndex Files. At the Utility Menu, select Index

This section will only cover the three utilities accessible File Repair or key irl. The messagBebuilding Index

to A_c_cess Le_\_/gl 1. Chef:k the other access levels for the"FiIes, Wait... This Mayake Some Timis displayed at the
additional utilities functions.

bottom of the screen. This could run as long as 7 to 10
minutes depending on the size of the accounting table.
When the indexes are rebuiwaiting Menu Choicés
displayed in the status line.

SelectFile Utilities or key inF. The Access Level 1 Util-
ity Menu (Figure 34) is displayed with a list of utility
functions on the right side of the screen.

Below is a brief description of each function: Purging Deleted OrdersAt the Utility Menu, select
Purge Deleted Orders or keyknlIf deleted orders are
Index File Repair. Used to fix damaged index files with- ~ located in the system, the mess&gmoving Deleted
out resorting to restoration from backup (which usually Orders, Wait... This May Take Some Tiimelisplayed.
causes loss of some dathjpte: Damaged index files ~ When the purge is completdwaiting Menu Choicés
appear in subtle ways, usually by finding incorrect displayed in the status line.
matches. For example, a request to access a purchase
orderretrieves the wrong order, data on entry screens is Clearing Deleted Receipt#t the Utility Menu, select
mismatched. This function completely rebuilds all data ClearDeleted Receipts or key @ If deleted receipts are
files and table indexes. located in the system, the mess&gmoving Deleted
Receipts,Wait...This May Take Some Tisndisplayed.
Purge Deleted OrdersUsed to remove orders marked Whenthe clearing is completdwaiting Menu Choices

deleted on the Purchase Orders Deleted screen. displayed in the status line.
= % x I 5 DA ~ N F C = = =
ﬂ P C — PR CH R EMOTE DA TnA EMNMTHBRY H
—Purchase Order Operations —Utility Menu
ENTER PURCHASE ORDERS Eelect Utility:
PRINT ORDERC(Z)
LASER PRINT ORDERC(E) INDEX FILE REFAIR
RECEIFPTE — TYPE 48 PURGE DELETED ORDERZ
HELFP CLEAR DELETED RECEIPTE
QuUIT EXIT

FILE UTILITIES

avigation
T4+ TO CHOOSE +«41 TO ENTER SELECTION J
tatus
|

Figure 34. Access Level 1 Utility Menu
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PC-PRCH Access Level 2

This access level allows the user to create transmit file(s) and maintain tables.
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Main Menu For Access Level 2 official Departmental AD-838, Purchase Order. A laser

printer is required to generate these facsimile forms. See
After you sign-on to PC-PRCH, the appropriate main Enter Purchase OrdersunderAccess Level for more in-
menu forAccess Level ZFigure 35) is displayed listing formation.
the available operation options. Access Level 2 has all of

the same.operation thions as L_eveI L plus,.the a.qt.horityReceipts - ype 40( Access Levels 1, 2, 3, and R). Used
to transmit fl|§S, additional functions under File Utilities, to add, view, change, or delete/restore Type 40 receiving
and maintaining tables. reportdata. Se€nter Purchase OrdersunderAccess Lev-

el 1for more information.
For Access Level 2, these operation options are Enter
Purchase Orders, Print Order(s), Laser Print Order(s),
Receipts-Type 40, Help, Quit, Transmit File, File Utili-
ties, and Maintain Tables.

Help (Access Levels 1, 2, 3, O, and R). Used to display
general help information about how screens are set-up.
SeeOperating Featuresunderintroduction for more in-

. ) ) formation.
Note: Since each operation option usually has more than

one access level, we have listed all of the applicable Ac- )
cess Levels in parentheses behind the operations optiofRUit (Access Levels 1, 2, 3, O, and R). Used to exit the

heading. system and make backup files. Sgstem Access,
Sign-Off/File Backup under Introduction for more
information.

Following is abrief description of each operation option:

Transmit Flle (Access Levels 2, 3, O, and R). Used to

gprepare a transmit file of orders or receipts, build a test
transmit file, change the transmit password/counter, or to
clean the transmit files.

Enter Purchase Orders(Access Levels 1, 2, 3, and O).
Used to add, view, change, or delete/restore AD-83
data.SeeEnter Purchase OrdersunderAccess Level ffor
more information.

Print Order(s) (Access Levels 1, 2, 3, and @sed to File Utilities (Access Levels 1, 2, 3, O, and R). Used to
print AD-838 data or modify the printer configuration. delete transmitted data, restore from backup diskette,
This option is used mainly by nonlaser printer users. Seereindexthe files, purge/clear deleted orders and receipts,
Enter Purchase OrdersunderAccess Level for more in- or speed the performance of the software Fie#ltilitie-
formation. sunderAccess Level Tor additional information.

Laser Print Order(s) (Access Levels 1, 2, 3, and O). Maintain Tables(Accesd evels 2 and 3). Used to main-
Used to print a facsimile AD-838 Issuing Office Copy, tain system tables that provide data validation for the En-
Seller’s Original, and Receipt Copy that replicates the ter Purchase Orders option.

= #* #* U 5 DA ~ N F C » = =

“ P C — P RUCH REMOTE DnAaTahAa ENMTHBRY “
—Purchase Order Operations —We lcome
ENTER FPURCHASE ORDERE WELCOME TO PC—PRCH *
PRINT ORDERC(E) This program is used to enter
LASER PRINT ORDERC(E) Purchase Order data remotely

for transmittal to
UusDa-~HNTFLC.
RECEIFTE — TYFPE 48

HELFP Insgstructions to continue can be
QuUIT Ffound on the HAVIGATION and

STATUE lines at the bottom of
TRANSMIT FILE the screen...

FILE UTILITIES
MAINTAIN TABLES

avigation
T4 TO CHOOSE - TO ENTER SELECTION J
tatus
|

igure 35. Access Level 2 Main Menu
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Prepare Xmit File. Used to update transmission, user
identification, and password.

Transmit File is an operations option on the main menu create Test Xmit File Used to create a test file of trans-
used to select orders or receipts for transmission to NFCnission data.

The actual transmission of data is accomplished through

3780 RJE or equivalent hardware/software. If additional
instructions are needed, contact Customer Support per
sonnel ab04-255-5230

Note: To select an option, move to the applicable option

and press [Enter] or press the first letter of the menu op-

tion (e.g. [P] for Print Orders). The following pages-
vide instructions for selecting and using each option.

Select Transmit File or key . The Transmit Menu
(Figure 36)is displayed with a list of transmittal functions
on the right side of the screen.

Below is a brief description of each function.

Xmit Info. Used by the security officer to identify con-
firmation destination (RJE Terminal ID) and submitting

location (Requisitioner Number).

Clean Xmit Files. Used to delete files on a diskette that
are no longer needed.

Exit. Used to exit the transmit menu and return to the
main menu.

Following are instructions for using these functions:

Orders (creating transmit files)At the Transmit Menu
select Orders or key i®. The Purchase Order - Xmit
Selectiorscreer{Figure 37) is displayed with the follow-

ing code selections at the bottom of the screen.
Orders. Used to select purchase orders for transmission

Y = Select
to NFC. R = Select Rest
Receipts.Used to select receiving reports for transmis- N = Ignore
sion to NFC. X = Ignore Rest

> 2 = U 5 D A ~ N F C = = =

R EMOTE

[

—Purchase Order Operations

P C — PR CH D Aa T A E M TR ¥

—Transmit Menu

ENTER PURCHASE ORDERS
PRINT ORDERC(IS)
LASER PRINT ORDER(I3)

Eelect transmit option:

RECEIPTS — TYPE <48 RECEIPTS
HELFP PREPARE XMIT FILE
QuUIT CREATE TEST XMIT FILE

XMIT INFO
CLEAN XMIT FILES
EXIT

TRANSMIT FILE
FILE UTILITIES

MAINTAIN TABLES

avigation

T4 TO CHOOSE -1 TO ENTER SELECTION

AWAITING MENU CHOICE

ﬂi:tatua

Figure 36. Transmit Menu

uUsoDnhn -~ HNF C BATCH HO: 8862

PURCHASE ORDER — XMIT SELECTION
P.0O. HUMBER PRINTED XMITTED
4A111171111
47T T TS
4A9999711111
4A9999738888
4A9999799999
GAXXKMMW T 12345
AR TT
AR KT
GAXXXWTE9A1E
L e g e
419999799999

o on] on] oo on] on] wn] we) wn] an] on]
ZITIIITIICIZ
ZITIIIIIIIIZ

«<¥>=SEL. <R;=8EL. REST <M>=IGHMORE <X>=IGMORE REIST
OBLIGATION Rec Mo 2-17

Figure 37. Purchase Order - Xmit Selection Screen

Esc=EXIT <1> «<1> <<PgUp-~Dnl>

View: Entire Ffile 136k free
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» To view all of the orders, use thEA 1, I¥ 1, [Pg Up] Note: Orders that contain errors, or were not printed are
or [Pg Dn] keys. excluded from the transmission process. If those orders

are marked in the selection process, the me<Sadpr

« To select the purchase order(s) you want to transmit,Not Printed or Error - Cant Select for XMI® dis-
key inY, R, N or X in the SEL column. played. To transmit unprinted orders, exit to the Print

Order(s) option to print the order before continuing the

The delete (DEL) column on the Purchase Order- Xmit {ransmission.

screen flags the order by use of théasterisk). The )

orders marked delete will be excluded during the trans-* T0 transmit the selected order(s), press [Esc].
mission process. To reuse deleted order numbers, delete

orders marked DEL on this screen. Beeging Deleted  Raceipts (creating transmit filesht the TFansmitMenu

Orders, File Utilities underAccess_evel 1for in_structions selectReceipts or key iR. The Purchase Order Receipts
on how to remove orders flagged for deletion on the PC._ 1ansmit Selection screefidure 38) is displayed with

?in the SEL column and with the following code selec-

The Error column displays a code that identifies the pur- tions at the bottom of the screen.
chase order screen that contain errors. The code and

gy Y = Select
screen description are: R = Select Rest
o N = Ignore
Code Screen Description X = Ignore Rest
Al Obligation-Data Entr
B1 Linegltem Informationy * To view all of the receipts, use thtd 1 ¥ ]
[Pg Up] or [Pg Dn] keys.
B2 Line Description
C1 Terms & Totals ¢ To select the receipt(s) you want to transmit, key; in
D1 Obligation Accounting R, N orXin the SEL column.
Gl Type 42 Informatpn The delete (DEL) column on the Purchase Order Re-
11 41-Type Information ceipts - Transmit screen flags the receipts by use of the
.. (two dot3 No errors * (asterisk). The receipts marked delete will be excluded

during the transmission process. To reuse deleted order
The Printed and Xmitted columns indicate(Yes) or numbers, delete orders marked DEL on this screen. See
N (No). TheY indicates that the order was printed or Purging Deleted Orders File Utilities underAccess Level 1
transmitted. TheN indicates that the order was not for instructions on how to remove orders flagged for
printed or transmitted. deletion on the PC.

Uus ba-~~HNFC BATCH NO: BH6Z

PURCHASE ORDER RECEIPTS — TRANSMIT SELECTION
SEL P.0. HUMBER DEL ERROR XMITTED

4801234456789 861694
48076544321 861294
4877 7TTT 841597
1 P
ATV ITVTTVT 841597
4087654321 8561194
4839999999999
4BBEAT4888H8 1
4AC999999999

=z

] o] ond wnd e o] o] o] o)
ZIIcZIT

<¥>=8EL. <R>=SEL. REST <M>=IGMORE <X»>=IGHORE REST Esc=EXIT <i> <1t> <PgUp-Dn>
RECEIPTS Rec MNo 3-9 View: Entire file 135k free

Figure 38. Purchase Order Receipts - Transmit Selection Screen
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The Error column flags the receipt by use of the * (aster- The messagaccept NFC user information?...Ok Cancel
isk). If you select a receipt marked in the error column the is displayed. To confirm that the data entered is correct

messag®eceipt In Error - Cant Select For Xnist dis-
played.

The Xmitted columns indicaté (Yes) orN (No). TheY
indicateghat the receipt was transmitted. Thédicates
that the receipt was not transmitted.

¢ To transmit the selected receipt(s), press [Esc].

Preparing Xmit File. At the Transmit Menu select Pre-
pare Xmit File or key irP. The Preparing For Update
Xmit Info screen(Figure 39) is displayed.

Complete the fields as follows:

NFC User ID. (required, alphanumeric, max. of
6 positions)Key in your NFC mainframe identification.

Password. (required, alphanumeric, max. of
8 positions) Key in your NFC mainframe password.
(Your password is not displayed on the screen.)

New Password(conditional, alphanumeric, max.
of 8 positions)Key in your new NFC mainframe pass-

and to construct the orders selected for transmission into
the transmit file, selecK. If the data entered is incor-
rect, select Cancel or key @to repeat the process.

When prompted, place the labeled transmit diskette in
Drive A and press any key to create the file onto the dis-
kette. When prompted, remove the diskette from

Drive A. Record the file name and the transmit batch

numberindicated at the bottom of the screen onto the dis-
kette.Press any key to continue. The cursor moves to the
Transmit Menu.

Note: Since problems in transmission can occur, save the
transmission diskette until you receive the confirmation
report. If you experience problems, repeat the transmis-
sion process.

Caution: If a transmission sequence error message is dis-
played, contact Customer Support personnel at
504-255-5230to obtain the current transmission num-
ber. Reset as described ungetit Info (Drive Destina-

tion for Transmit File)

Creating Test Xmit File.At the Transmit Menu select
Create &st XMIT File or key inC. The Update Xmit Info

word when you wish to change your password or when screen is displayed. Instructions for using this function

your current password has expired.

x= % % US DA~ NF C »* 2 x

are the same as those found urRteparing Xmit File.

ﬂ P C — P RCH R EMOTE DnAaTnhA ENTHBRY H

—Purchase Order Operations

ENTER PURCHASE ORDERS
PRINT ORDERCIY

LASER PRINT ORDERCI)
RECEIPTS — TYPE 48
HELP

GQUIT

TRANSMIT FILE
FILE UTILITIES

MAINTAIN TABLES

—Update Xmnit Info

NFC User ID: NFXXXX
Password: ...... | 2 |
Mew Password:

Enter Transmit Identification Information

Opening PRCH93D8 .DEF

AWAITING ENTRY

Figure 39. Preparing For Update Xmit Info Screen
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Xmit Info (Drive Destination For Transmit File) At the
Transmit Menu select Xmit Info or key K. The Update
Xmit Info screer{Figure 40) is displayed on the right side
of the screen.

Complete the fields as follows:

RJE Terminal ID. (required, alphanumeric, max.
of 16 positions)Key in the RJE terminal identification.
Note: This is the printer or remote terminal number
where confirmation of transmission will be received.

Requisitioner Number. (required, alphanumeric,
max. of 4 positions)Key in the agency requisitioner
number to identify the submitting location.

Note: If you need additional information, contact Cus-
tomer Support personnel 304-255-5230Q

Transmit Number for Next Transmission. (re-
quired, numericmax. of 3 positionsjhis number is sys-

vancing. ltalways displays the next transmission number
and can be reset if required. To reset, key in the transmit
number over the existing data.

Floppy Drive. (required, alphanumeric, 1 posi-
tion). Key in the drive designation of the PC to be used in
the transmission, print, accounting, and quit processes.

The messageY> To Confirm <N> To Re-enteis dis-
played at the bottom of the screen. To confirm that the
data keyed in the preceding fields is correct, key in
Y(Yes) then press [Enter] and the TransMinu is dis-
played.Key inN(No) if the information is not correct and
to repeat the process.

Caution: To reset the transmission counter to a lower
number for any reason, the File Utilities, Delete Xmitted
Orders function should not be selected again until the
counterhas been reset to its previous higher value. When
transmissiomumber 999 is reached, the system will reset
to number 1. Do not reset this number at the beginning of

tem generated beginning with 1 and automatically ad- the FY.

== = = | 5 DA M F C == = =

I] P C — P RCH R EMOTE DnAaTnhA ENTHBRY [I

—Purchase Order Operations

ENTER PURCHASE ORDERS
PRINT ORDERCIY

LASER PRINT ORDERCI)
RECEIPTS — TYPE 48
HELP

GQUIT

TRANSMIT FILE
FILE UTILITIES

MAINTAIN TABLES
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Figure 40. Update Xmit Info Screen
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CleaningXmit Files. At the Transmit Menu, select Clean the correct file name was keyed in, the file name will dis-
Xmit Files. The Clean Xmit pop-ufFigure 41) is dis- play. (Seerigure 42) Press the [Space Bar] or [Enter] to
played with the messadmter a File Name OR Skeleton tag the file for deletion. Press [Esc] to delete the tagged
to Delete.. A:XXMIT????.DAT. Key in the file name or files on the diskette and to exit the task. To confirm this
skeleton to delete and press [Enter]. If the file name wasaction, the messaderasing A:XMIT????.DATlashes
keyed in wrong, the messaf Files Foundis dis- on the screen.

played. Press any key to continue. Repeat the process. If
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ﬂ P C — P RCH R EMOTE DnAaTnhA ENTHBRY H

—Purchase Order Operations Transmit Menu

EMTER PURCHASE ORDERES Select transmit option:
PRINT ORD | aaaa
LASER PRI
RECEIPTE Enter a file name 0R skeleton to Delete. ..
HELP

..... DAT

TRANSMIT
MAINTAIN T

avigation
T4 TO CHOOEE +«41 TO ENTER SELECTION J
tatus

AWAITING MENU CHOICE |

Figure 41. Clean Xmit Pop-Up

***USDA/NFC***

[ Pc-PRCH REMOTE DATA ENTRY [

_ Purchase Order Operations — Transmit Menu
ENTER PURCHASE ORDERS Select transmit option:
PASER PRINT ORDER(S)
RECEIPTS - TYPE 40 SE&E.“ XMITO010.DAT 4',.
SEI[E PREPARE XMIT FILE

>(<:I\I7IIIE'I'AI-II-\IFT:(-5EST XMIT FILE

TRANSMIT FILE
FILE UTILITIES (E:)L(E-AN XMIT FILES
MAINTAIN TABLES
ASSIGN ID/IPASSWORD

— Navigation

L Status v PgUp PgDn - TO MOVE

Space Bar OR Enter - TAG OR Clear Tag Esc - EXIT and Delet All Tagged

Figure 42. Clean Xmit Tag Screen
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Files Utilities (Access Levels 2, 3, O, And R) incorrect matches. For example, a request to access a

purchaserder retrieves the wrong order, or data on entry
File Utilities is an operation option on the main menu screens is mismatched. This function completely
used taestore or repair files in the PC-PRCH system and rebuilds all data file and table indexes.
to delete obsolete data to reduce data file loads.

) ) ~ Purge Deleted OrdersUsed to remove orders marked
Note: To select an option, move to the applicable option deleted on the Enter Purchase Orders, Delete Order

and press [Enter] or press the first letter of the menu op-screenSeefile Utilities underAccess_evel 1for more in-
tion (e.g. [P] for Print Orders). The following pages- formation.

vide instructions for selecting and using each option.

Wipe-out Xmitted Receipts.Used to delete receipts that

SelectFile Utilities. The Utility Menu for Access Level 2 have been transmitted to NFC.

(Figure 43) is displayed with a list of utility functions on

the right side of the screen. Clear Deleted ReceiptsUsed to remove receipt records

thatwere marked deleted on the Receipts Type 40, Delete
A Receipt screen. Sedle Utilities underAccess Level 1
for more information.

Note: Each access level has a different Utility Menu.
This section will cover the three additional functions that
Access Level 1 does not have.

Below is a brief description of each function: Following are instructions for using these functions:

Delete Xmitted Orders.Used to delete orders that have Deleting Xmitted OrdersAt the Utility Menu select
been transmitted to NFC. Delete Xmitted Orders or key . The messag®rders

Transmitted Through Batch XXXX Will be Deleted.
Restore fromBackup Disk. Used to recover data in files  You Wish to Continue? (Y/i)displayed. Key itN (No)
that were damaged through intentional or unintentional to discontinue the task or key Y(Yes) to continue the
abend.Note: Data entered since last backup is perma- task. This function will remove orders that were trans-
nently lost. mitted two transmissions earlier. For instance, if your

XMIT Counter is nhow at 20, transmission 1 through 17
Index File Repair. Used to fix damaged index files will be deleted. The messa@eders Transmitted Prior to
without resorting to restoration from backup (which Batch XXXX Were Deletetbnfirms the action. If no
usuallycauses loss of some data). SieUtilities under orderswere located in the system, the mes$ég©rders
Access Level Ifor more information.Note: Damaged Transmitted Prior td.ast Batch Wer&oundis displayed.
index files appear in subtle ways, usually by finding To return to the Utility Menu, press any key.

= = % U E DA ~ N F C * = =

ﬂ P C — P RCH REMOTE DaTa ENTHR Y “
—Purchase Order Operations—— —lIltility Menu
ENTER PURCHASE ORDERS
PRINT ORDERC(SD)
LASER PRINT ORDER(S)
RECEIFPTS — TYPE 48 RESTORE FROM BACHUFP DISH
HELP INDEX FILE REPAIR
QUIT PURGE DELETED ORDERZ:
WIPE—OUT XMITTED RECEIFPTS
TRANEMIT FILE CLEAR DELETED RECEIFPTS
EXIT

MAINTAIN TABLES

avigation
T4 TO CHOOSE 4! TO ENMTER SELECTION J
tatus
|

Figure 43. Access Level 2 Utility Menu
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RestoringFrom Backup Disk.At the Utility Menu select ~ Deleting Xmitted Receiptdt the Utility Menu select
Restore From Backup Disk or key i The message  Wipe-Out Xmitted Receipts or key W. The message
Place Floppy Disk # XX in Drive A: Ok Candsldis- Receipts Transmitted Through Batch XXXX Will Be De-
played. To continue the process, selectTokcancel the  |eted.Do You Wish to Continue? (Y/N)displayed. Key
task, selecCancel. If you selected Ok the system will -, N (No) to discontinue the task ¥r(Yes) to continue
copy information onto the diskette that you inserted, the task. This function will remove receipts that were

rebuild the index files, and return to the Utility Menu. transmitted two (2) transmissions earlier. For instance, if

Note: To prevent attempts to restore from an outdated your)_(MIT Counter is now at 20, trans_mission 1 th.rough
diskette, backup diskettes must be date-stamped duringt/ Will be deleted. The messageceipts Transmitted
the backup process. The backup facility is capable of dis-Prior to Batch XXXX WerBeletedconfirms the action. If
tributing the backed-up files over a number of diskettes N0 receipts were located in the system, the mesdage
when necessary. Therefore, more than one backup disReceipts Transmitted Prior Tast Batch Were Fourid
kette may be necessary for file recovery. displayed. To return to the Utility Menu, press any key.
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Maintain Tables (Access Levels 2 And 3) (2) If you attempt to add purchase order data before your

agency’s accounting codes are entered, the message
Maintain Tables is an operation option on the main menu Accounting Table is Empty displayed. Press any key to
used to update the PC-PRCH tables. Eleven tables ar€ontinue.
used tovalidate purchase order data keyed in by the users.

) ) ~ (3) The SF-281 Codes, Budget Object, Fund Codes,
Note: To select an option, move to the applicable option state/zIP Codes, SUB Codes, and Country Codes tables

tion (e.g. [P] for Print Orders). The following pages- be updated or changed by individuals with Access Levels
vide instructions for selecting and using each option. 2 ang 3 authority.

Select Maintain Tables or key M. The Tables Menu
(Figure 44) is displayed with a list of tables on the right
side of the screen.

At the Tables Menu, use tHE# Tand I¥ Jkeys to select
the appropriate maintenance table. The applicable screen
of the selected table is displayed with a menu bar at the

o . o top. (Seerigure 45 for an example of the menu bar.)
Notes: (1) The initial Accounting Codes table built into

PC-PRCH during installation contains no entries. The
Accounting Codes table must be customized by addingThe following pages provide instructions for selecting
your agency’s valid accounting codes. and using each table.
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ﬂ P C — P RCH REMOTE DnAaTahA ENTHBRY H
—Purchase Order Operations
ENTER PURCHASE ORDERS ACCOLUNT ING
PRINT ORDERC(S) CONSIGNEE ADDRESE
LASER PRINT ORDERC(E) STD DESCRIPTION

SF—Z81 CODES
BUDGET OBJECT

RECEIPTS — TYFE 48 FUND CODES
HELFP SETATE-ZIF CODEE
QuUIT SUB CODEE
SELLER ADDRESS
TRANSMIT FILE COUNTRY CODEZ=
FILE UTILITIES PAC CODEE
EXIT
avigation
T4 TO CHOOSE 4! TO ENTER SELECTION J
tatus
|

Figure 44. Tables Menu
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Accounting length inthis table. If you count the length or the number

of positions in your accounting code, do not include the
The Accounting Tables are used to enter, change, viewappended data.
locate, print, mass change or delete accounting codes,

and set the FY. Following are instructions for using these functions:

Select Acgounting and 'the Accounting Codes screen Adding An Accounting CodeAt the Accounting Codes
(Figure 45) is displayed with a menu bar at the top. menu barselect Add or key il The cursor is under Col-
umn 1. Each accounting classification code can have a
maximum of 35 alphanumeric characters. Column indi-
catorg(i.e., 1, 5, 10, 15, 20, 25, 30, and 35) are provided as
a guide when keying in accounting records. Key in the
accounting code under the applicable column(s) and
press [Enter]. The messagald This Record To The
File...Ok Cancelis displayed. To add the accounting
record to the table, select Oko cancel the add, select
Cancel

Below is a brief description of each function:

Add. Used to add new accounting codes.

Edit. Used to change accounting codes.
Browse.Used to view and/or delete accounting codes.
Find. Used to locate and/or delete accounting codes.

Print. Used to print the Accounting Codes table. If you try to add a duplicate accounting code, the message
ThisRecord Already Exists. Try Another Keluéis dis-

Mass Chg.Used to make mass changes to accountingPlayed. Press any key to continue.

codes.

Editing An Accounting CodeAt the Accounting Codes
menu bammove the cursor to Edit. Use tH# 1and ¥ ]

keys to locate the accounting code you want to change
and press [Enter]. Key in the new data over the existing
data and press [Enter]. The mess@g#e The Changes

To Disk...Ok Cancdk displayed. To edit, select Ok. To
cancel the edit, select Cancel

Pack. Used to permanently remove accounting codes
previously marked for deletion.

Set Fiscal.Used to set FY’s and length of accounting
codesNote: There must be valid accounting in the table
before the Set Fiscal function can be invoked. It allows
the user to enter one code for two FY’s. For example,
agenciesising a Fund Control System can enter the Doc-
ument Control Number (DCN), or the Soil Conservation Browsing Accounting CodesAt the Accounting Codes
Servicecan enter a&hicle Identification Number (VIN).  menubar select Browse or key B The Accounting pop-

To ensure accurate validation of its accounting codesup appears listing the established accounting codes. Use
entered for purchase orders, agencies must first enter théhe [# 1and [¥ 1 keys to locate the appropriate ac-
applicable FY and their accounting classification code counting code and press [Enter].

[MEEEN Edit Browse Find Print HMass Chg  Pack Set Fiscal
Press Enter to Add a record to table.

TABLE MAaINTENANCE
ACCOLUNT ING CODES

1 S 18 15 Z8 25 38 a5
RS + + + + + 4 4
LASSIFICATION

4+ — Mext Record T — Previous Record Del — Delete Esc — Exit

CTRL—W — =mave ESCAPE — exit
Figure 45. Accounting Codes Screen
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* To delete the code, press [Del] at the displayed record.

The messagMlark This Record For Deletion...Ok Can-
celis displayed. To delete, select Ok. The messée
leted>is displayed at the bottom of the screen. To reacti-
vate adeleted code prior to the Pack function, press [Del]
a second time. TheDeleted>is removed from the bot-
tom of the screen. To cancel the delete, select Cancel.

Finding An Accounting CodeAt the Accounting Codes
menu barselect Find or key iR. (This function is helpful
when dealing with very lengthy tables.) The Search For
prompt is displayed. Key in the accounting code to be

located and press [Enter]. If the accounting code entered

is not found in the table, the messxgeXXXX Not Found
In Accountings displayed. Press any key to continue.

Note: Instructions for deleting an accounting code under

Title VI
Chapter 7
Section 2

Menu, select Print The Repo& Processing Com-
pletepop-up message is displayed, press any key. The
report appears on the screen. Press [Esc] to exit.

SelectPrinter to print the report on the printer. To acti-
vate the Print function, at the Report Settings Menu,
select Print The Report. The mess&ge Printer To
The Top Of The Page displayed. Press any key to
continue. Press [Esc] to exit.

- Select File to print the report to a file. The message
Send The Output To Fileis displayed. Key in the
name of the file and press [Enter]. This file will be
created irthe PRCH subdirectory. To activate the Print
function, at the Report Setting Menu, select Print The
Report. Press [Esc] to exit.

To stop printing the report once the print option has been

the Find function are the same as those found underactivated, press [Esc]. The Select A Command screen is

Browsing Accounting Codes

Printing The Accounting Code TableAt the Account-
ing Codes menu bar, select Print or kef.ilfhe Report
Settings Menu is displayed with two options.

Select Print The Report if the destination of the report
was previously set up.

Note: Destination Of Report should be selected first if

printing destination has not been previously set to print to
screen, printer, or file, or if you want to change the des-
tination of the report.

SelectDestination Of Report to set up or change the des-

tination. The Select Destination pop-up is displayed with
three options.

displayed. Select one of the three options (Resume The
Report, Back Up 1 Page and Resume, or Cancel The
Report). Press [Esc] to exit.

Mass Changing Accounting Codest the Accounting
Codes menu bar, select Mass Chg. The Mass Change
Accounting screenF{gure 46) is displayed with a menu
bar at the top.

Below is a brief description of each function:

Add. Used to make mass additions to the Accounting
Codes table.

Delete. Used to delete accounting codes from the
Accounting Codes table.

Recall. Used to recall deleted accounting codes from the
Accounting Codes table.

- SelectScreen to display the report on the PC screen. ToPrompt. Used to indicate prompt or no prompt for each

activate the Print function, at the Report Settings

change to the Accounting Codes table.

EEE] Delete Recall

fdd Accounting yrecords

Prompt

Add, Delete, or Recall
Matching

Changes will be made WITHOUT prompting.

ACCOLUNT ING

MNunbers-Characters In The Indicated Positions

FEEEFEFEEFEFREFFERFEFRPFEFEFFRFFRFFFFEFEEEEE

All Records With

Records in file: Z8 <Esc> to guit

Figure 46. Mass Change Accounting Screen
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Following are instructions for using these functions: Recall All Records With Matching Numbers/Characters

) _ in the Indicated Positions field and press [Enter].
Mass Change - Adding Accounting Codes.the Mass

Chg Accounting menu bar select Add. * To make a mass deletion, key in the first number of the

Y accounting code representing the FY in the Add, Delete,
" or Recall All Records With Matching Numbers/Charac-
ters In The Indicated Positions field and press [Enter].
(For example, to delete all accounting codes existing for
FY 01, key inl in the FY position and press [Enter].)

* To make a single accounting code addition to the F
key in the complete prior FY accounting code in the Add,
Delete, Or Recall All Records With Matching Numbers/
Characters In The Indicated Positions field and press
[Enter]. The Add Records With These Numbers/Charac-
ters In The Indicated Positions field is displayed. Key in |t the With Prompting mode was selected, a pop-up with
the complete new FY accounting code and press [Enter].the messagklake The Indicated Deletion?...Ok Cancel

With the exception of the FY position! these numbers/ g displayed. Review the accounting code displayed
characters must match those entered in the Add, Deleteynger the Deleting field. To delete the record, select Ok.

or Recall All Records With Matching Numbers/Charac- 1q cancel the delete, select Candéle messagélet

ters In The Indicated Positions field. Change To File Was (X) Reconigsdisplayed. Press any

* To make a mass new FY addition, key in the number key to continue.

of the accounting code representing the prior FY in the If the Without Prompting mode was selected, the pop-up

Add, Delete, or Recall All Records With Matching Num-  with the messagdet Change To File was (X) Records
bers/Characters In The Indicated Positions field and displayed. Press any key to continue.
press [Enter]. (For example, to add all accounting codes

existing for FY 02 to FY 01, key ibin the FY position . T4 delete the selected accounting codes and rebuild the
of the accounting record. Press [Enter]. Do not key in the jnqex files, press [Esc] until the main menu is displayed.
complete accounting code for mass additions.) Select File Utilities from the main menu and Index File

* To establish all existing accounting codes for the new Repair from the Utility Menu.

FY, key in the number of the accounting code represent-
ing the new FY in thAdd Records With These Numbers/
Characters In The Indicated Positions field and press
[Enter]. (For example, to establish FY 02 records, key in
2 in the FY position. Press [Enter]. All existing accounts
for FY 01 will be established for FY 02.)

Mass Change - Recalling Accounting Codé&xaution:

This function should be used only before the index files

are rebuilt as discussed in the Add and Delete functions.
If the index files have not been rebuilt, at the Mass Chg
menu bar, select Recall. You will be positioned in the

accounting code field.

If the With Prompting mode was selected, a pop-up with

the messag®lake The Indicated Addition?...0k Cancel ¢ To recall a single accounting code, key in the complete
is displayed. Review the displayed accounting codesaccounting code in the Add, Delete, or Recall All
under theAdding andFor fields. To add the accounting Records With Matching Numbers/Characters In The
code to the table, select ORo cancel the add, select Indicated Positions field and press [Enter].

Cancel The messagdet Change To File Was XX ) ) ]

accounting code representing the FY in the Add, Delete,
If the Without Prompting mode was selected, the pop-up or Recall All Records With Matching Numbers/Charac-
with the messagiet Change To File Was XX Recoisls  ters inthe Indicated Positions field and press [Enter]. (For
displayed. If accounting codes do not match, a pop-upexample, to restore all accounting codes existing for FY
with the messagdo Records Founi displayed. Press 01, key inl in the FY position and press [Enter].)

any key to continue. _ ) _
If the With Prompting mode was selected, a pop-up with

» To add the selected accounting codes and rebuild thethe messag®lake The Indicated Recall?....Ok Canisel
index files, press [Esc] until the main menu is displayed. displayed. Review the accounting code record displayed
Select File Utilities from the main menu and Index File underthe Recalling field. To recall the accounting record
Repair from the Utility Menu. selecOk. TheNet Change to File was XX Recorsgslis-
played. To cancel the recadklect Cancel. Press any key

Mass Change - Deleting Accounting Codeat the to continue.

Mass Chg menu bar, select Delete.
If the Without Prompting mode was selected, only the

* To delete a single accounting code, key in the completepop-up with the messadéet Change To File was XX
accounting code number/character in the Add, Delete, orRecordds displayed. Press any key to continue.

56 Updated 6/28/02



Systems Access Manual Title VI

Procurement And Other Payments Chapter 7
PC-PRCH Section 2
Mass Change - Prompting Accounting Codest the length or the prior FY accounting classification code

Mass Chg menu bar, select Prompt. The messagdength or press [Enter] to skip.

Changeswill be made with ppmptingor Changes will be

madewithout promptings displayed at the bottom of the * To add or modify the Fiscal Year Tvield ¥ ] and

screenPress [Enter] to select the with or without prompt- press [Enter] until you are in the Fiscal Year Two

ing, and press [Esc] to return to the Accounting Codes Accounting Length field and key in the FY that has the

screen. shorter validation length or the current FY accounting
classification code length and press [Enter].

Packing Accounting CodesAt the Accounting Codes

menu barselect Pack. The messa@emove All Records ~ The messag@/rite The Changes To Disk...Ok Carisel
Marked For Deletion...OKancelis displayed. To delete ~ displayed. To confirm the change, select O cancel
all codes, select ORo cancel the pack, selééancel the change, select Cancel.

Setting Fiscal Data On Accounting Code#t the Warning: If the accounting length field shows a value in
AccountingCodes menu bar, select Set Fiscal. Takdy  the table, validation of the accounting shown on the pur-

menu bar. accounting length fields are left blank, an automatic

27 position validation will take place.

Below is a brief description of each function: ) )
* To delete the Set Fiscal record, key in new data over

Edit. Used to add, change, or delete the accountingthe displayed data or press [Del] and then [Enter].

length.

Printing The Set Fiscal RecordAt the \alid Accounting
Print. Used to print the Valid Accounting Length table. Eegi%g};nyiréu bar, select Print. The Report Settings Menu

Following are instruction for using each function: Select Print The Report if the destination of the report

was previously set up. The mess&ge printer to the top

Editing The Set Fiscal RecordAt the \alid Accounting of the pages displayed. Press any key to continue.
Length menu bar, select Edit. The cursor is in the Fiscal

Year One field. Select Destination Of Report to set up or change its des-

tination. The Select Destination menu is displayed.
* To add or modify the Fiscal Year One field, press Note: Instructions for printing the Set Fiscal record are
[Enter] until you are in the Fiscal Year OAecounting the same as those found unBenting the Accounting
Lengthfield. Key in the FY that has the longest validation Code Table .

Print

Press Enter to Edit the currently displayed record.

TABLE MAINTENANCE
ALID ACCOUNTING LENGTH

[FISCAL YEAR ONE ACCOUNT ING LENGTH

[FISCAL YEAR TWO ACCOUNT ING LENGTH

Ezsc — Exit
CTRL—U — =ave ESCAPE — exit

Figure 47. Valid Accounting Length (Fiscal Year) Screen
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address, and telephone number. Press [Enter]. The mes-
sageAdd This Record To The File...Ok CanceUdis-

The Consignee Address is used to enter, change, viewplayed. To add the consignee address to the table, select
locate, print, or delete consignee addresses/identificationOk. To cancel the add, select Cancel

data.

Select Consignee Address and the Consignee Addresse
screenkKigure 49)is displayed with a menu bar at the top.

Below is a brief description of each function:

Add. Used to add a new Consignee Address code.

Edit. Used to change a Consignee Address code and/oq

its description.

Browse.Used to view and/or delete a Consignee Address

code.

gyou try to add a duplicate code, the messabis
ecord Already Exists displayed. Press any key to con-
tinue.

Editing A Consignee Address Codat the Consignee
Addresses menu bar move the cursor to Edit. Use the
¥ 1 keys to locate the consignee address code you want
0 change and press [Enter]. Key in the new data over the
existing data and press [Enter]. The mess&lgee The
Changes To Disk...Ok Candsldisplayed. To edit, select
Ok. To cancel the edit, select Cancel

Find. Used to locate and/or delete a Consignee AddressBrowsing Consignee Addresse#t the Consignee

code.

Addressesnenu bar, select Browse or keyBnA screen
listing consignee address codes, FEDSTRIP numbers

Print. Used to print the ConSignee Address code table. and Consignee names is d|Sp|ayed Usdzmkeys to

locatethe consignee address code or FEDSTRIP Number

Pack. Used to permanently remove default address codesyq, want to view and press [Enter].

previously marked for deletion.
Following are instructions for using these functions:
Adding A Consignee AddressAt the Consignee

Addressesnenu bar, select Add or keyAn The cursor is
positioned in theAddress Codéield. Key in the con-

¢ To delete the record, press [Del]. The mesddgek

This Record For Deletion...Ok Candsldisplayed. To
delete selectOk. The messagdeleted>is displayed at

the bottom of the screen. To reactivate a deleted record
prior tothe Pack function, press [Del] a second time. The

signee unique 5-position alphanumeric code. Key in the messageDeleted>is removed. To cancel the delete, se-

4-position FEDSTRIP NdKey in theConsignee name,

lect Cancel.

[IEEEN Edit Browse Find Print Pack
Press Enter to Add a record to table.

ADDRESE CODE
[FEDSTRIP No.
OMNS IGHNEE HAME

TABLE MAINTENANCE

CONSIGHNEE ADDRESSES

4+ — Mext Record

T — Previous Record

Del — Delete Esc — Exit

CTRL—W — sawve
Figure 48. Consignee Addresses Screen
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Finding A Consignee AddressAt the Consignee
Addresses menu bar, select Find or kely.ifiThis func-
tion is helpful when dealing with very lengthy tables.) A
pull-downmenu is displayed with Consignee/Issuing Of-
fice and FEDSTRIP Number. Select the field you want to
search byThe Search For prompt is displayed. Key in the

Consignee/Issuing Office code or FEDSTRIP Number -

which ever is applicable. If the code entered is not found
in the table, the messa@XXXXX Not Found In Con-

Title VI
Chapter 7
Section 2

- SelectScreen to display the report on the PC screen. To

activate the Print function, at the Report Settings
Menu, select Print The RepoA Processing Com-
pletepop-up message is displayed, press any key. The
report appears on the screen. Press [Esc] to exit.

SelectPrinter to print the report on the printer. To acti-
vate the Print function, at the Report Settings Menu,
select Print The Report. The mess&ge Printer To

The Top Of The Page displayed. Press any key to
continue. Press [Esc] to exit.

signeeis displayed. Press any key to continue.

Note: Instructions for deleting a consignee address code
underthe Find function are the same as those found under
Browsing Consignee Addresses

Select File to print the report to a file. The message
Send The Output To Fileis displayed. Key in the
name of the file and press [Enter]. This file will be
created irthe PRCH subdirectory. To activate the Print
function, at the Report Setting Menu, select Print The
Report. Press [Esc] to exit.

Printing The Consignee Addresseat the Consignee
Addresses menu bar, select Print or kely. ifthe Report
Settings Menu is displayed with two options.

Select Print The Report if the destination of the report 10 Stop printing the report once the print option has been
was previously set up. activated, press [Esc]. The Select a Command screen is

displayed. Select one of the three options (Resume The

Note: Destination Of Report should be selected first if Reéport, Back Up 1 Page and Resume, or Cancel The
printing destination has not been previously set to print to R€pOrt). Press [Esc] to exit.

screen, printer, or file, or if you want to change the des-
tination of the report. Packing The Consignee Addressest the Consignee
Addresses menu bar, select Pack. The mesagmve
SelectDestination Of Report to set up or change the des- All Records Marked For Deletion...Ok Candsldis-
tination. The Select Destination pop-up is displayed with played. Tadelete all codes, selg@k. To cancel the pack,

three options. select Cancel.
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Std Description If you try to add a duplicate code, the messabes

Record Already ExistsTry Another Key Valués dis-
The Std Description is used to enter, change, view, locateplayed. Press any key to continue.
print, or delete standard descriptions.

Editing A Standard Description.At the Standard
Descriptions menu bar, move to Edit. Use #e]and

I¥ ] keys to locate the record you want to change and
press [Enter]. Key in the new data over the existing data
and press [Enter]. The messaljyete The Changes To
Disk...OkCancelis displayed. To edit, select Ofo can-

cel the edit, select Cancel

Select Std Description and the Standard Descriptions
screenkKigure 49) is displayed with a menu bar at the top.

Below is a brief description of each function:
Add. Used to add a new standard description code.

Edit. Used to change a standard description code and/or

its description. Browsing Standard DescriptionsAt the Standard

Descriptions function menu bar, select Browse or key
in B. The Canned Des pop-up listing all codes is dis-
played. Use thel® Jand I¥ ] keys to locate the ap-

Find. Used to locate and/or delete a standard description.prOprIate che_and press [Enter]. The standard descrip-
tion record is displayed.

Browse.Used to view and/or delete a standard descrip-
tion.

Print. int th D ipti le. -
rint. Used to print the Standard Description table * To delete the code, at the standard description record,

n Press [Del]. The messagark This Record For Dele-
tion...Ok Cancels displayed. To delete, select Alhe
message<Deleted> is displayed at the bottom of the
screen. To reactivate a deleted record prior to the Pack
function, press [Del] a second time. The messdye-
leted>is removed. To cancel the delete, sef@ancel

Pack. Used to permanently remove standard descriptio
codes previously marked for deletion.

Following are instructions for using these functions:

Adding A Standard Description.At the Standard
Descriptionsnenu bar, select Add or keyAn The cursor
is positioned at th€ode field. Key in the unique 5-posi- Finding A Standard DescriptionAt the Standard De-
tion alphanumeric description code. The cursor is posi- scriptions menu bar, select Find or keyir(This func-
tioned athe Description field. Key in the description and tion is helpful when dealing with very lengthy tables.)
press [Ctrl W]. The messagedd This Record To The The Search For prompt is displayed. Key in the applica-
File...Ok Cancel is displayed. To add the standard ble code to be located. If the code entered is not found in
description to the table, select Alo cancel the add, se- the table, the messa@XXXXX Not Found in Canned
lect Cancel Desis displayed. Press any key to continue.

Add Browse Find Print Pack
Press Enter to Edit the currently displayed record.

TABLE MAINTENANCE

STANDARD DESCRIPTIONS
ICODEJEN et 1)

CONFIRMING ORDER — DO HOT DUPLICATE

4+ — Mext Record T — Previous Record Del — Delete Eszsc — Exit

CAMNHED_DES Rec Ho 3.4 View: Entire File 131k free
Figure 49. Standard Descriptions Screen
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Note: Instructions for deleting a standard description un- - SelectPrinter to print the report on the printer. To acti-
der the Find function are the same as those found under vate the Print function, at the Report Settings Menu,

Browsing Standard Descriptions . select Print The Report. The mess&ge Printer To
The Top Of The Page displayed. Press any key to
Printing The Standard Description Code TablAt the continue. Press [Esc] to exit.

Standard Description menu bar, select Print or kd¥ in

The Report Settings Menu is displayed with two options. . SelectFile to print the report to a file. The message
Send The Output To Fileis displayed. Key in the

Select Print The Report if the destination of the report  name of the file and press [Enter]. This file will be

was previously set up. created irthe PRCH subdirectory. To activate the Print
function, at the Report Setting Menu, select Print The

Note: Destination Of Report should be selected first if  Report. Press [Esc] to exit.

printing destination has not been previously set to print to

screen, printer, or file, or if you want to change the des-

inati To stop printing the report once the print option has been
tination of the report. pp g p p p

activated, press [Esc]. The Select a Command screen is

o displayed. Select one of the three options (Resume The
SelectDestination Of Report to set up or change the des—Report Back Up 1 Page and Resume, or Cancel The
tination. The Select Destination pop-up is displayed with Report5 Press [Esc] to exit '
three options. ' '

- SelectScreen to display the report on the PC screen. ToPacking Standard Description CodeAt the Standard
activate the Print function, at the Report Settings Descriptions menu bar, select Pack. The message
Menu, select Print The Repo& Processing Com-  Removell Records Marked For Deletion...Ok Cancsl
pletepop-up message is displayed, press any key. Thedisplayed. To delete all codes, select Ok. To cancel the
report appears on the screen. Press [Esc] to exit. pack, selec€ancel
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SF-281 Codes Editing A SF-281 CodeAt the SF-281 Codes menu bar,

move the cursor to EditUse the[# Jand I¥ Jkeys to
The SF-281 Codes is used to enter, change, view, locatelocatethe code you want to change and press [Enter]. Key
print, or delete SF-281 codes. in the new data over the existing data and press [Enter].
The messag@/rite The Changes To Disk...Ok Canieel

Select SF-281 Codes and the SF-281 Codesdisplayed. To edit, select OKo cancel the edit, select
screen Eigure 50) is displayed with a menu bar at the top. Cancel

Below is a brief description of each function:
Browsing SF-281 CodesAt the SF-281 Codes menu
Add. Used to add a new SF-281 code. bar, select Browse or keyB The SF-281 Codes pop-up

. . __listing all records is displayed. Use tH# 1and I¥ ]
Edit. Used to change a SF-281 code and/or its descrlp-keys to locate the code you want to view and press [En-

tion. ter].

Browse.Used to view and/or delete a SF-281 code.
* To delete a code, press [Del]. The mesddgek This

Find. Used to locate and/or delete a SF-281 code. Record For Deletion...Ok Cancelo delete, select Ok.
. . The messageDeleted>is displayed at the bottom of the
Print. Used to print the SF-281 table. screen. To reactivate a deleted record prior to the Pack

function, press [Del] a second time. The messdye-
Pack. Used to permanently remove SF-281 codes pre-leted>is removed from the bottom of the screen. To can-
viously marked for deletion. cel the delete, sele€tancel

Following are instructions for using these functions: o

Finding A SF-281 CodeAt the SF-281 Codes menu
Adding A SF-281 CodeAt the SF-281 Codes menu bar, bar, select Find or key i (This function is helpful when
select Add or key i\ Key in the 2-position code in the ~dealingwith very lengthy tables.) The Search For prompt
SF-281Code field. The messagdeld This Record To The IS displayed. Key in the applicable code to be located. If
File...Ok Cancebcreen is displayed. To add the SF-281 the code entered is not found in the table, the message
code tathe table, select Ok. To cancel the add, select Can-NOt Found in SF-281s displayed. Press any key to con-

If you try to add a duplicate code, the messapes Note: Instructions for deleting a SF-281 code under the
Record Already ExistsTry Another Key Valués dis- Find function are the same as those found uBdsvs-
played. Press any key to continue. ing SF-281 Codes .

[MEEEN Edit Browse Find Print Pack
Press Enter to Add a record to table.

TABLE MAINTENANCE

SF—-Z81 CODES

ﬂ SF—281 CODEJM |

4+ — Mext Record T — Previous Record Del — Delete Esc — Exit

CTRL—W — =mave ESCAPE — exit
Figure 50. SF-281 Codes Screen

62 Updated 6/28/02



Systems Access Manual Title VI
Procurement And Other Payments Chapter 7
PC-PRCH Section 2

Printing The SF-281 Codes Tablét the SF-281 Codes - SelectPrinter to print the report on the printer. To acti-

menu bar, select Print or key ilh The Report Settings vate the Print function, at the Report Settings Menu,

Menu is displayed with two options. select Print The Report. The mess&ge Printer To
The Top Of The Page displayed. Press any key to

Select Print The Report if the destination of the report continue. Press [Esc] to exit.

was previously set up. - SelectFile to print the report to a file. The message

Send The Output To Fileis displayed. Key in the
Note: Destination Of Report should be selected firstif ~ name of the file and press [Enter]. This file will be
printing destination has not been previously set to printto  created irthe PRCH subdirectory. To activate the Print
screen, printer, or file, or if you want to change the des-  function, at the Report Setting Menu, select Print The
tination of the report. Report. Press [Esc] to exit.

o To stop printing the report once the print option has been
SelectDestination Of Report to set up or change the des-5tiyated, press [Esc]. The Select a Command screen is
tination.The Select Destination pop-up is displayed with gispjayed. Select one of the three options (Resume The
three options. Report, Back Up 1 Page and Resume, or Cancel The

Report). Press [Esc] to exit.

- SelectScreen to display the report on the PC screen. To
activate the Print function, at the Report Settings Packing SF-281 Code#t the SF-281 Codes menu bar,
Menu, select Print The Repo& Processing Com-  select Pack. The messagemove All Records Marked
pletepop-up message is displayed, press any key. ThelFor Deletion...Ok Cancels displayed. To delete all
report appears on the screen. Press [Esc] to exit. codes, seledk. To cancel the pack, select Cancel
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Budget Object Editing A Budget Object CodeAt the Budget Object

Codes menu bar, move the cursor to Edit. Uselfhd
Budget Object is used to enter, change, view, locate,and I¥ 1 keys to locate the code you want to edit and
print, or delete budget object classification codes. press [Enter]. Key in the new data over the existing data

and press [Enter]. The messalyete The Changes To
Select Budget Object and the Budget Object CodesDisk...OkCancelis displayed. To edit, select Ok. To can-
screenkKigure 51) is displayed with a menu bar at the top. cel the edit, selec@ancel

Below is a brief description of each function:
Browsing Budget Object Codeat the Budget Object

Add. Used to add a new budget object code. Codes menu bar, select Browse or keB.iThe Budget
Obj pop-up appears listing the established budget object
Edit. Used to change a budget object code. class records. Use th# Jand I¥ ] keys to locate the

code you want to view and press [Enter].
Browse.Used to view and/or delete a budget object code.

i i * To delete a code, press [Del]. The mesddgek This
Find. Used to locate and/or delete a budget object code.racord For Deletion...Ok Canasl displayed. To delete
select Ok. The messag®eleted> is displayed at the
bottom ofthe screen. To reactivate a deleted record prior

i to the Pack function, press [Del] a second time. The mes-
Pack. Used to permanently remove budget object codes sage<peletedsis removed. To cancel the delete, select
previously marked for deletion. Cancel

Print. Used to print the Budget Object Codes table.

Following are instructions for using these functions: oo , ,
Finding A Budget Object CodeAt the Budget Object

Adding A Budget Object Codét the Budget Object Codesmenu bar, select Find or keyfn(This function is
Codes menu bar, select Add or keyAnKey in the helpful when dealing with very lengthy tables.) The

4-positionalphanumeric Object Code in the Object Code S€@rcior promptis displayed. Key in the budget object
field. The messagadd This Record To The File...Ok code. Ifthe code entered is not found in the table, the mes-

sageXXXX Not Found In Budget Oigj displayed. Press

Cancelis displayed. To add the budget object code to the .
any key to continue.

table, select Ok. To cancel the add, select Cancel

If you try to add a duplicate code, the messa@pis Note: Instructions for deleting a budget code under the
Record Already Exists. Try Another Key Valsddis- Find function are the same as those found uBdevs-
played. Press any key to continue. ing Budget Object Codes.

Edit Browse Find Print Pack
Press Enter to Add a record to table.

TABLE MAINTENANCE

BUDGET OBJECT CODEE

ﬂ OBJECT CODE) | ]

1 — Mext Record T — Previous Record Del — Delete Esc — Exit

CTRL—W — sawve ESCAPE — exit

Figure 51. Budget Object Codes Screen
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Printing The Budget Object Codesble. At the Budget select Print The Report. The mess&gs Printer To

Object Codes function menu bar, select Print or kéy in The Top Of The Page displayed. Press any key to
The Report Settings Menu is displayed with two options.  continue. Press [Esc] to exit.

Select Print The Report if the destination of the report _

: SelectFile to print the report to a file. The message
was previously set up.

Send The Output To Fileis displayed. Key in the
name of the file and press [Enter]. This file will be
created irthe PRCH subdirectory. To activate the Print
function, at the Report Setting Menu, select Print The
Report. Press [Esc] to exit.

Note: Destination Of Report should be selected first if

printing destination has not been previously set to print to
screen, printer, or file, or if you want to change the des-
tination of the report.

SelectDestination Of Report to set up or change the des- To stop printing the report once the print option has been
tination. The Select Destination pop-up is displayed with activated, press [Esc]. The Select a Command screen is
three options. displayed. Select one of the three options (Resume The
Report, Back Up 1 Page and Resume, or Cancel The
- SelectScreen to display the report on the PC screen. ToReport). Press [Esc] to exit.
activate the Print function, at the Report Settings
Menu, select Print The Repo& Processing Com-
pletepop-up message is displayed, press any key. ThePacking Budget Object Code#t the Budget Object
report appears on the screen. Press [Esc] to exit. Codes menu bar, select Pack. The mesBageove All
Records Marked For Deletion...Ok CanéeHisplayed.
- SelectPrinter to print the report on the printer. To acti- To delete all codes, select Ok. To cancel the pack, select
vate the Print function, at the Report Settings Menu, Cancel
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Editing A Fund Code.At the Fund Codes menu bar,
move the cursor to Edit. Use tH# Tand [¥ 1 keys to

Fund Codes is used to enter, change, view, locate, printjocatethe code you want to edit and press [Enter]. Key in

or delete fund codes.

SelectFund Codes and the Fund Codes screigare 52)
is displayed with a menu bar at the top.

Below is a brief description of each function:
Add. Used to add a new fund code.

Edit. Used to change a fund code.
Browse.Used to view and/or delete a fund code.
Find. Used to locate and/or delete a fund code.
Print. Used to print the Fund Codes table.

Pack. Used to permanently remove fund codes pre-
viously marked for deletion.

Following are instructions for using these functions:

Adding A Fund CodeAt the Fund Codes menu bar, se-
lectAdd or key inA. Key in the 2-position alphanumeric
code in theFund Code field. The messadeld This
Record To The File...Ok Cancsdreen is displayed. To
add the fund code to the table, select @k cancel the
add, select Cancel

If you try to add a duplicate code, the messapes
Record Already ExistsTry Another Key Valués dis-
played. Press any key to continue.

the new data over the existing data and press [Enter]. The
messagé&Vrite The Changes To Disk...Ok Canieatlis-
played. To edit, select OKo cancel the edit, select Can-
cel

BrowsingFund CodesAt the Fund Codes menu bar, se-
lectBrowse or key iB. The Fund Code pop-up listing all
fund code records is displayed. Use ] and ¥ ]
keys to locate the code you want to view and press [En-
ter].

* To delete a code, press [Del]. The mesddgek This
Record For Deletion...Ok Cancsldisplayed. To delete,
selectOk. The messageDeleted> is displayed at the
bottom ofthe screen. To reactivate a deleted record, prior
to the Pack function, press [Del] a second time. The mes-
sage<Deleted>is removed. To cancel the delete, select
Cancel

Finding A Fund Code At the Fund Codes menu bar, se-
lectFind or key irF. (This function is helpful when deal-
ing with very lengthy tables.) The Search For prompt is
displayedKey in the 2-position alphanumeric fund code
in the Fund Code field. If the code entered is not found in
the table, the messagé Not Found in Funds dis-
played. Press any key to continue.

Note: Instructions for deleting a fund code under the Find
function are the same as those found umilewsing
Fund Codes .

[MEEEN Edit  Browse Find FPrint Pack
Press Enter to Add a record to table.

ﬂ FUND CODEN |

TABLE MAINTENANCE
FUND CODES

1 — Mext Record

T — Previous Record

Del — Delete Esc — Exit

CTRL—W — =save

Figure 52. Fund Codes Screen
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Printing The Fund Codes TableAt the Fund Codes - SelectPrinter to print the report on the printer. To acti-

menu bar, select Print or key ilh The Report Settings vate the Print function, at the Report Settings Menu,

Menu is displayed with two options. select Print The Report. The mess&ge Printer To
The Top Of The Page displayed. Press any key to

Select Print The Report if the destination of the report continue. Press [Esc] to exit.

was previously set up. - SelectFile to print the report to a file. The message

Send The Output To Fileis displayed. Key in the
Note: Destination Of Report should be selected firstif ~ name of the file and press [Enter]. This file will be
printing destination has not been previously set to printto ~ created irthe PRCH subdirectory. To activate the Print
screen, printer, or file, or if you want to change the des-  function, at the Report Setting Menu, select Print The
tination of the report. Report. Press [Esc] to exit.

o To stop printing the report once the print option has been
SelectDestination Of Report to set up or change the des-tiyated, press [Esc]. The Select a Command screen is
tination.The Select Destination pop-up is displayed with gispjayed. Select one of the three options (Resume The
three options. Report, Back Up 1 Page and Resume, or Cancel The

Report). Press [Esc] to exit.

- SelectScreen to display the report on the PC screen. To
activate the Print function, at the Report Settings Packing Fund CodesAt the Fund Codes menu bar, se-
Menu, select Print The Repo& Processing Com-  lectPack. The messagremove All Records Marked For
pletepop-up message is displayed, press any key. TheDeletion...OkCancelis displayed. To delete all codes, se-
report appears on the screen. Press [Esc] to exit. lect Ok. To cancel the pack, select Cancel
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State/ZIP Codes Editing A State/ZIP CodeAt the State/ZIP Codes menu

bar, move the cursor to Edit. Use th® Tand [¥ 1 keys
State/ZIP Codes is used to enter, change, view, locateto locate the code you want to edit and press [Enter]. Key
print, or delete State and ZIP Codes. in the new data over the existing data. The me&&site

The Changes To Disk...Ok CanceHisplayed. To edit,
Select State/ZIP Codes and the State/ZIP CodesselectOk. To cancel the edit, select Cancel
screen Eigure 53) is displayed with a menu bar at the top.

Below is a brief description of each function: Browsing State/ZIP CodesAt the State/ZIP Codes
menu bar, select Browse or key B The State/Zip
Add. Used to add a new State/ZIP Code. pop-up appears listing all State/ZIP Code records. Use
the [ Jand I¥ ] keys to locate the code you want to
Edit. Used to change a State/ZIP Code. view and press [Enter].

Browse.Used to view and/or delete a State/ZIP Code.
* To delete a code, press [Del]. The mesddgek This

Find. Used to locate and/or delete a State/ZIP Code.  Record For Deletion...Ok Cancisldisplayed. To delete,
selectOk. The messageDeleted> is displayed at the
Print. Used to print the State/ZIP Codes table. bottom ofthe screen. To reactivate a deleted record prior
to the Pack function, press [Del] a second time. The mes-
Pack. Used to permanently remove State/ZIP Codes pre-sage<Deleted>is removed. To cancel the delete, select
viously marked for deletion. Cancel

Following are instructions for using these functions: Finding A State/ZIP CodeAt the State/ZIP Codes menu

bar, select Find or key i (This function is helpful when
dealingwith very lengthy tables.) The Search For prompt
is displayed. Key in the 2-position State abbreviation in
the State Abbreviation field. If the code entered is not
found inthe table, the messaj& Not Found in State ZIP
is displayed. Press any key to continue.

Adding A State/ZIP CodeAt the State/ZIP Codes menu
bar, select Add or key ia. The cursor is positioned in the
Statefield. Key in the 2-position alpha state abbreviation.
If the state code already exists, the mes3éjerecord
already exists. Try another key vaisalisplayed. Press
any key to continue. Key in the first 3-positions of the ZIP
Code in thd.ow ZIP and High ZIP fields. The message
Add This Record To The File...Ok Canseteen is dis-  Note: Instructions for deleting a State/ZIP code under the
played. To add the State/ZIP Code range to the table, seFind function are the same as those found uBdsvs-

lect Ok To cancel the add, select Cancel ing State/ZIP Codes .

[EEEN Edit Browse Find Print Pack
Press Enter to Add a record to table.

TABLE MAINTENANCE

STATE~ZIF CODES

[STATE AK
[LOW Z TP
L=y 999

4+ — Mext Record T — Previous Record Del — Delete Esc — Exit

SETATE_ZIP RBec Mo 1-61 View: Entire File 131k free
Figure 53. State/ZIP Codes Screen
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Printing The State/ZIP Codes Tablét the State/ZIP - SelectPrinter to print the report on the printer. To acti-

Codeamenu bar, select Print or keyfhThe Report Set- vate the Print function, at the Report Settings Menu,

tings Menu is displayed with two options. select Print The Report. The mess&ge Printer To
The Top Of The Page displayed. Press any key to

Select Print The Report if the destination of the report continue. Press [Esc] to exit.

was previously set up. - Select File to print the report to a file. The message

Send The Output To Fileis displayed. Key in the
Note: Destination Of Report should be selected firstif ~ name of the file and press [Enter]. This file will be
printing destination has not been previously set to printto ~ created irthe PRCH subdirectory. To activate the Print
screen, printer, or file, or if you want to change the des-  function, at the Report Setting Menu, select Print The
tination of the report. Report. Press [Esc] to exit.

o To stop printing the report once the print option has been
SelectDestination Of Report to set up or change the des-tiyated, press [Esc]. The Select a Command screen is
tination.The Select Destination pop-up is displayed with gjspjayed. Select one of the three options (Resume The
three options. Report, Back Up 1 Page and Resume, or Cancel The

Report). Press [Esc] to exit.

- SelectScreen to display the report on the PC screen. To
activate the Print function, at the Report Settings Packing State/ZIP Codes\t the State/ZIP Codes menu
Menu, select Print The Repo& Processing Com-  bar, select Pack. The messagemove All Records
pletepop-up message is displayed, press any key. TheMarked For Deletion...OKancelis displayed. To delete
report appears on the screen. Press [Esc] to exit. all codes, select Ok. To cancel the pack, select Cancel.
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If you try to add a duplicate code, the messabis
Record Already Exists. Try Another Key Valseis-

SUB Codes is used to enter, change, view, locate, print, oP/ayed. Press any key to continue.

delete SUB codes.

SelectSUB Codes and the SUB Codes scré&dmu(e 54)
is displayed with a menu bar at the top.

Below is a brief description of each function:
Add. Used to add a new SUB code.

Edit. Used to change a SUB code.
Browse.Used to view and/or delete a SUB code.
Find. Used to locate and/or delete a SUB code.
Print. Used to print the SUB Codes table.

Pack. Used to permanently remove SUB codes pre-
viously marked for deletion.

Following are instructions for using these functions:

Adding ASUB CodeAt the SUB Codes menu bar, select
Add or key inA. The cursor is positioned in the SUB
Code field. Key in the 1 or 2-position code in Beb
Code field. The messagédd This Record To The
File...Ok Canckscreen is displayed. To add the SUB
code tahe table, select Ok. To cancel the add, s€lact
cel.

Editing A SUB CodeAt the SUB Codes menu bar, move
the cursor to Edit. Use thE» Jand I¥ ] keys to locate

the code you want to edit and press [Enter]. Key in the
new data over the existing data and press [Enter]. The
messag&Vrite The Changes To Disk...Glancel is dis-
played. To edit, select Oko cancel the edit, seleCan-

cel.

Browsing SUB CodesAt the SUB Codes menu bar, se-
lect Browse or key iB. The SUB Codes pop-up is dis-
played listing all SUB codes. Use tHé 1 and ¥ ]
keys to locate the code you want to view and press [En-
ter].

* To delete a code, press [Del]. The mesddgek This
Record For Deletion...OEancel is displayed. To delete,
select Ok. The messag®eleted>is displayed at the
bottom ofthe screen. To reactivate a deleted record prior
to the Pack function, press [Del] a second time.<Jbe-
leted>is removed. To cancel the delete, setéancel

Finding A SUB Code At the SUB Codes menu bar, se-
lectFind or key inF. (This function is helpful when deal-
ing with very lengthy tables.) The Search For prompt is
displayedKey in the SUB code. If the code entered is not
found in the table, the messag® Not Found in SUB
Codesis displayed. Press any key to continue.

Note: Instructions for deleting a SUB code under the
Find function are the same as those found uBdsvs-

ing SUB Codes .

[MEEEN Edit Browse Find Print Pack
Press Enter to Add a record to table.

ﬂ SUE CODER |

TABLE MAaINTEMNANCE

SUB CODES

4+ — Mext Record

CTRL—W — sawve

T — Previous Record
ESECAPE — exit

Del — Delete Esc — Exit

Figure 54. SUB Codes Screen
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Printing The SUB Codesdble.At the SUB Codes menu - SelectPrinter to print the report on the printer. To acti-

bar, select Print or key 2 The Report Settings Menu is vate the Print function, at the Report Settings Menu,

displayed with two options. select Print The Report. The mess&ge Printer To
The Top Of The Page displayed. Press any key to

Select Print The Report if the destination of the report continue. Press [Esc] to exit.

was previously set up. - Select File to print the report to a file. The message

Send The Output To Fileis displayed. Key in the
Note: Destination Of Report should be selected firstif ~name of the file and press [Enter]. This file will be
printing destination has not been previously set to printto ~ created irthe PRCH subdirectory. To activate the Print
screen, printer, or file, or if you want to change the des-  function, at the Report Setting Menu, select Print The
tination of the report. Report. Press [Esc] to exit.

o To stop printing the report once the print option has been
SelectDestination Of Report to set up or change the des-tiyated, press [Esc]. The Select a Command screen is
tination.The Select Destination pop-up is displayed with gjspjayed. Select one of the three options (Resume The
three options. Report, Back Up 1 Page and Resume, or Cancel The

Report). Press [Esc] to exit.

- SelectScreen to display the report on the PC screen. To
activate the Print function, at the Report Settings PackingSUB CodesAt the SUB Codes menu bar, select
Menu, select Print The Repo& Processing Com-  Pack. The messageemove All Records Marked For
pletepop-up message is displayed, press any key. TheDeletion...OkCancelis displayed. To delete all codes, se-
report appears on the screen. Press [Esc] to exit. lect Ok To cancel the pack, selécancel
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Seller Address

Seller Address is used to enter, change, view, locate,

print, or delete seller address/identification data includ-
ing multiple addresses for a single vendor.

Select Seller Address and the Seller Addresses
screen Eigure 55) is displayed with a menu bar at the top.

Below is a brief description of each function:
Add. Used to add a new Seller Address code.

Edit. Used to change a Seller Address code and/or its
description.

Browse. Used to view and/or delete a Seller Address
code.

Find. Used to locate and/or delete a Seller Address code
Print. Used to print the Seller Addresses code table.

Pack. Used to permanently remove Seller Address codes
previously marked for deletion.

Following are instructions for using these functions:

Adding A Seller Address Codat the Seller Addresses
menu bar, select Add or key f Key in the Seller’s
unigue 5-position alphanumeric code in Baller Code
field. Key in the Vendor Express 9-digit number
(VXPXXXXXXXXX) when applicable. Key in the Sell-
er ID, Seller Name, Addrl, Addr2, City, Stébe country
code) ZIP, andPhone in the appropriate fieldyou do

Systems Access Manual

her Payments

PC-PRCH

the country code, press [Esc] at the State/ZIP pop-up and
the Country Abbreviation pop-up appears. Point and
shoot the appropriate country code to the State field. The
messagédd This Record To The File...Ok Canisalis-
played. To add the Seller Address to the table, select Ok.
To cancel the add, select Candgbte: When using a
country code, press [Enter] to bypass the ZIP field.

¢ To add multiple addresses for the same seller, assign
a different 5-position alphanumeric code.

* When adding a foreign seller address, follow the
instructions under Adding A Seller Address Code until
you are in the City field.

Editing A Seller Address Codéit the Seller Addresses
menu barmove the cursor to Edit. Use tH# 1and ¥ ]

keys tolocate the code you want to edit and press [Enter].
Key in the new data over the existing data and press

{Enter]. The messagé/rite The Changes To Disk...Ok

Cancelis displayed. To edit, select Oko cancel the edit,
selectCancel

Browsing The Seller Address TableAt the Seller
Addressesnenu bar, select Browse or keyBnThe Sell-

er pop-up appears listing all seller address codes, vendor
ID’s, Vendor Express Numbers, and Vendor Names is
displayedUse the[# Jand I¥ ] keys to locate the code
you want to view and press [Enter].

¢ To delete a record, press [Del]. The messdgek

This Record For Deletion...Ok Candsldisplayed. To
delete, seledDk. The messageDeleted>is displayed

at the bottom of the screen. To reactivate a deleted record

not know the state or country code, press [Enter] in the prior to the Pack function, press [Del] a second time. The
State field and the State/ZIP pop-up appears. Point anckDeleted> mark is removed. To cancel the delete, select
shoot the appropriate state abbreviation to the field. ForCancel

Add Browse Find Print Pack
Press Enter to Edit the curyrently displaved record.

TABLE MAaINTENANCE

SELLER ADDRESSES

[SELLER CODE 1

ENDOR EXPRESS LRk Poact ooy sin )
[SELLER ID

12—3454678

ABC CORP
1234 MAIN STREET
SUITE 1888

NEW ORLEANS

LA =iy 7P1A6—-808A
A4f555-5555

[FPHONE ¢

4 — Mext Record T — Previous Record Del — Delete Esc — Exit

ESCAPE — exit

CTRL—W — =awve
Figure 55. Seller Addresses Screen
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Finding A Seller Address Codéit the Seller Addresses - SelectScreen to display the report on the PC screen. To
menu barselect Find or key iR. (This function is helpful activate the Print function, at the Report Settings
when dealing with very lengthy tables.) A pull-down Menu, select Print The RepoA Processing Com-
menuwith Seller Code or Seller ID is displayed. You can  pletepop-up message is displayed, press any key. The
search either field. Select the appropriate search field. report appears on the screen. Press [Esc] to exit.
The Search For prompt is displayed. Key in the Seller
Code or the Seller ID. If the code entered is not found in - SelectPrinter to print the report on the printer. To acti-
the table, the messa@XXXXX Not Found In Sellés vate the Print function, at the Report Settings Menu,
displayed. Press any key to continue. select Print The Report. The mess&gs Printer To
The Top Of The Page displayed. Press any key to

Note: Instructions for deleting a seller address code un- ~ continue. Press [Esc] to exit.

der the Find function are the same as those found under . ] ]
Browsing Seller Addresses . - Select File to print the report to a file. The message

Send The Output To Fileis displayed. Key in the
name of the file and press [Enter]. This file will be

Printing The Seller Address TableAt the Seller created irthe PRCH subdirectory. To activate the Print
Addresses menu bar, select Print or ke. ifihe Report function, at the Report Setting Menu, select Print The
Settings Menu is displayed with two options. Report. Press [Esc] to exit.

Select Print The Report if the destination of the report To stop printing the report once the print option has been

was previously set up. activated, press [Esc]. The Select a Command screen is
displayed. Select one of the three options (Resume The

Note: Destination Of Report should be selected first if Report, Back Up 1 Page and Resume, or Cancel The

printing destination has not been previously set to print to Report). Press [Esc] to exit.

screen, printer, or file, or if you want to change the des-

tination of the report. Packing The Seller Address TableAt the Seller
Addresses menu bar, select Pack. The mesagmve

SelectDestination Of Report to set up or change the des-All Records Marked For Deletion...OBancelis dis-

tination. The Select Destination pop-up is displayed with played. Tadelete all codes, select Ok. To cancel the pack,

three options. select Cancel.
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Editing A Country Code At the Country Codes menu
bar, move the cursor to Edit. Use [4 Jand I¥ 1keys

The Country Codes is used to enter, change, view, locateto locate the code you want to edit and press [Enter]. Key

print, or delete Country codes.

in the new data over the existing data and press [Enter].
The messag@/rite The Changes To Disk...Ok Canieel

Select Country Codes and the Country Codes displayed. To edit, sele@k. To cancel the edit, select

screen Kigure 56) is displayed with a menu bar at the top.
Below is a brief description of each function:

Add. Used to add a new country code.

Edit. Used to change a country code.

Browse.Used to view and/or delete a country code.
Find. Used to locate and/or delete a country code.

Print. Used to print the country codes table.

Cancel

Browsing Country CodesAt the Country Codes menu
bar, select Browse or key B. The Countries pop-up
screen listing all records is displayed. Use I#e] and

[¥ ] keys to locate the code you want to view and press
[Enter].

¢ To delete a code, press [Del]. The mesddgek This
Record For Deletion...Ok Canceldisplayed. To delete,
selectOk. The messageDeleted> is displayed at the
bottom ofthe screen. To reactivate a deleted record prior

Pack. Used to permanently remove country codes pre- to the Pack function, press [Del] a second time. The <De-

viously marked for deletion.
Following are instructions for using these functions:

Adding A Country CodeAt the Country Codes menu
bar, select Add or key iA. Key in the 2-position code in
the Country field. Key identifying information the De-
scription field. The messagkdd This Record To The
File...OkCancelis displayed. To add the Country code to
the table, select OKo cancel the add, selécancel

If you try to add a duplicate code, the messapes
Record Already Exists. Try Another Key Valsedis-
played. Press any key to continue.

leted> is removed. To cancel the delete, select Cancel

Finding A Country Code At the Country Codes menu
bar, select Find or key i (This function is helpful when
dealingwith very lengthy tables.) The Search For prompt
is displayed. Key in the code to be located. If the code
entered is not found in the table, the mess&geNot
Found in Countriess displayed. Press any key to con-
tinue.

Note: Instructions for deleting a country code under the
Find function are the same as those found uBd®ys-
ing Country Codes .

[MEXEN Edit Browse Find Print Pack
Press Enter to Add a record to table.

AC

ICOUNTRY|

TABLE MAINTENANCE
COUNTRY CODES

DRETeINGI] ANTIGUA-E .CARIBBEAN DOLLAR

4+ — Mext Record

T — Previous Record

Del — Delete Esc — Exit

COUNTRIES Rec Mo 1-144
Figure 56. Country Codes Screen
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Printing The Country Codes TableAt the Country - SelectPrinter to print the report on the printer. To acti-

Codes function menu bar, select Print or keyifhe vate the Print function, at the Report Settings Menu,

Report Settings Menu is displayed with two options. select Print The Report. The mess&ge Printer To
The Top Of The Page displayed. Press any key to

Select Print The Report if the destination of the report continue. Press [Esc] to exit.

was previously set up. - Select File to print the report to a file. The message

Send The Output To Fileis displayed. Key in the
Note: Destination Of Report should be selected firstif ~ name of the file and press [Enter]. This file will be
printing destination has not been previously set to printto ~ created irthe PRCH subdirectory. To activate the Print
screen, printer, or file, or if you want to change the des-  function, at the Report Setting Menu, select Print The
tination of the report. Report. Press [Esc] to exit.

o To stop printing the report once the print option has been
SelectDestination Of Report to set up or change the des-5tiyated, press [Esc]. The Select a Command screen is
tination.The Select Destination pop-up is displayed with gjspjayed. Select one of the three options (Resume The
three options. Report, Back Up 1 Page and Resume, or Cancel The

Report). Press [Esc] to exit.

- SelectScreen to display the report on the PC screen. To
activate the Print function, at the Report Settings Packing Country CodesAt the Country Codes menu
Menu, select Print The Repo& Processing Com-  bar, select Pack. The messagemove All Records
pletepop-up message is displayed, press any key. TheMarked For Deletion...OkRancelis displayed. To delete
report appears on the screen. Press [Esc] to exit. all codes, select OKo cancel the pack, selecancel
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PC-PRCH Access Level 3

This access level allows the user to assign User ID’s.
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Main Menu For Access Level 3 Receipts - ype 40(Access Levels 1, 2, 3, and R). Used

to add, view, change, or delete/restore Type 40 receiving

After you sign on to PC-PRCH, the appropriate main reportdata. Se@eceipts-Type 4linderAccess Level for
menu forAccess Level FFigure 57) is displayed listing ~ more information.

the available operation options. Access Level 3 has all of

the same operation options as Access Level 2; plus, theHelp (Access Levels 1, 2, 3, O, and R). Used to display
authority to assign user IDs and an additional function general help information about how screens are set-up.
under File Utilities. SeeOperating Featuresunderintroduction for more in-

. i formation.
For Access Level 3, the operation options are Enter Pur-

chase Orders, Print Order(s), Laser Print Order(s), Re-
ceipts-Type 40, Help, Quit, Transmit File, File Utilities,
Maintain Tables, and Assign ID/Password.

Quit (Access Levels 1, 2, 3, O, and R). Used to exit the
system and make backup files. Segstem Access,
Sign-Off/File Backup under Introduction for more

Note: Since each operation option usually has more thaninformation.

one access level, we have listed all of the applicable Ac-

cess Levels in parentheses behind the operation optiorTransmit Flle. (Access Levels 2, 3, O, and R) Used to

heading. prepare a transmit file of orders or receipts, build a test
transmit file, change the transmit password/counter, or to

Following is abrief description of each operation option: clean the transmit files. S@eansmit Files underAccess
Level 2 for more information.

Enter Purchase Orders(Access Levels 1, 2, 3, and O).
Used to add, view, change, or delete/restore AD-838

data.SeeEnter Purchase OrdersunderAccess Level for File Utilities (Access Levels 1, 2, 3, O and R). Used to
more information. delete transmitted data, restore from backup diskette,

reindexthe files, purge/clear deleted orders and receipts,
or speed the performance of the software F&e#ltilitie-
sunderAccess Level landAccess Level Zor more infor-
mation.

Print Order(s) (Access Levels 1, 2, 3, and @)sed to

print AD-838 data or modify the printer configuration.

This option is used mainly by non-laser printer users. See

Print Orders underAccess Level for more information.
Maintain Tables(Accesd.evels 2 and 3). Used to main-

Laser Print Order(s) (Access Levels 1, 2, 3, and O). tain system tables that provide data validation for the En-

Used to print a facsimile AD-838 Issuing Office Copy, ter Purchase orders option. S@ntain Tables underAc-

Seller’s Original, and Receipt Copy that replicates the ¢ess Level Zor more information.

official Departmental AD-838, Purchase Order. A laser

printer is required to generate these facsimile forms. SeeAssign ID/Password(Access Level 3). Used by the se-

Laser Print Orders underAccess Level for more infor- curity officer to establish, edit, view, delete, or print user
mation. ID, password, and access level entries.
= # = U8 DA~ NF C = = =
ﬂ P C — P RCH REMOTE DnAaTaAa ENTHBRY “
—Purchase Order Operations —UWe lcomne

ENTER PURCHASE ORDERS WELCOME TO PC—PHRCH *
PRINT ORDERC(S) This program is used to enter
LASER PRINT ORDER(S) Purchase Order data remoteluy
FORM FmHA 838-B & INVOICE—ORIGINAL for transmittal +to
FORM FmHA 838-B MODIFICATIONS uUusoDpa-~-NFC.
RECEIPTS — TY¥PE 48
HELP Instructions to continue can be
QuUIT found on the NAVIGATION and

STATUS lines at the bottom of
TRANSMIT FILE the screen...
FILE UTILITIES
MAINTAINM TABLES
ASSIGN IDAPASSWORD
avigation

T4 TO CHOOSE <41 TO ENTER SELECTION J
tatus
AWAITING MENU CHOICE |

Figure 57. Access Level 6 Main Menu
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File Utilities (Access Levels 3, 0 And R) screen. (SeFile Utilities, Purging Deleted Ordersunder

Access Level 1)
File Utilities is an operations option on the main menu
used taestore or repair files in the PC-PRCH system and wipe-out Xmitted Receipts.Used to delete receipts that
to delete obsolete data to reduce data file loads. havebeen transmitted to NF(SeeFile Utilities, Deleting
Xmitted ReceiptsunderAccess Level 9
Note: To select an option, move to the applicable option
a_md press [Enter] or press the first letter _of the menu op-cjear Deleted ReceiptsUsed to remove receipt records
tion (e.g. [P] for Print Orders). The following pages- thatwere marked deleted on the Receipts Type 40, Delete
vide instructions for selecting and using each option. 5 Receipt screen. (S&e Utilities, Clearing Deleted Re-

ceipts underAccess Level .

Select File Utilities The Utility Menu for Access
Level 3 Figure 59) is displayed with a list of utility func-

tions on the right side of the screen. Specify Open FilesUsed to speed up the operation of

the software by altering its configuration.

Note: Each access level has a different Utility Menu. . i ) . .
This section will cover the one additional function (Spec- Following are instructions for using the Specify Open
ify Open Files) that Access Levels 1 and 2 do not have. Files function:

SpecifyingOpen Files.At the Utility Menu screen, select
Specify Open Files or key i8. The Specifying Open
Files pop-up(Figure 59) is displayed with the message
Open All Files At Startup?.Yes, No, or Cancel.

Below is a brief description of each function:

Delete Xmitted Orders.Used to delete orders that have
been transmitted to NFC. (Sé&dle Utilities, Deleting

Xmitted Orders underAccess Level i .
? SelectYesto change the configuration of the software.

The messagBlease Wait Setting Up to Open All Files at
Startupis displayed. The software is configured to open
all files at startupNote: This change requires an addi-
tional 20k of available memory at the DOS prompt and
increaseshe performance of the software during the data
entry processes.

Restore fromBackup Disk. Used to recover data in files
that were damaged through intentional or unintentional
abend(Seerile Utilities, Restoring From Backup Diskun-
derAccess Level 9

Index File Repair. Used to fix damaged index files with-
out resorting to restoration from backup (which usually

causegoss of some data). (SEite Utilities, Repairing In- SelectNo to return the system to the original configura-
dex FilesunderAccess Level 1) tion. The messagelease Wait Setting Up To Not Open

All Files At Startupgs displayed.

Purge Deleted OrdersUsed to remove orders marked
deleted on the Enter Purchase Orders, Delete OrderSelect Cancel to cancel the task.

x= % %« U S DA~ NFC » = =

ﬂ P C — P RCH REMOTE DnAaThahA ENTHBRY H
—Purchase Order Operations —Utilitu Menu

ENTER PURCHASE ORDERS

PRINT ORDERC(ED

LASER PRINT ORDER(S)

RECEIFPTE — TYPE 48 RESTORE FROM BACHKUFP DISH

HELP INDEX FILE REPAIR

QuUIT PURGE DELETED ORDERZ

WIPE—OUT XMITTED RECEIPTS

TRANEMIT FILE CLEAR DELETED RECEIFPTS
SPECIFY OPEN FILES

MAINTAIN TABLES EXIT

ASSIGN ID-PASSWORD

avigation
T4 TO CHOOSE 41 TO ENTER SELECTION J
tatus
|

Figure 58. Access Level 3 Utility Menu
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I] P C — P RCH R EMOTE DnAaTnhA ENTHBRY [I

—Purchase Order Operations

tility Menuw

ENTER FPURCHASE ORDER: Felect Utility:
PRINT ORDERC(E) —————————————

LASER PRINT ORDE ORDERE
RECEIFPTE — TYFPE Open All Files At Startup? .. ACKUP DISK
HELFP

QuUIT

Yes Mo Cancel [ED RECEIFPTSE

TRANEMIT FILE [RECEIFTS

FILE UTILITIES
MAINTAIN TABLES
ASEIGHN ID-PASSWORD

avigation
1 TO CHOOSE 41 TO ENTER SELECTION J

tatus

AWAITING MENU CHOICE |

Figure 59. Specifying Open Files Pop-Up
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User ID (required, alphanumeric, max. of 7 posi-
tions) Key in the PC-PRCH user ID.

menuused to enter, change, view, locate, print, and delete[ 2] Last Name (optional, alphanumeric, max. of

user ID’s and/or passwords for accessing PC-PRCH.

SelectAssign ID/Password or key l. The Access/User
ID Table screenFigure 60) is displayed with a menu bar
at the top.

Below is a brief description of each function:

20 positions) Key in the user’s last name.

First Name (optional, alphanumeric, max. of
20 positions)Key in the user’s first name.

Accesd evel (required, alphanumeric, 1 position).
Key in the user’s access level.

Add. Used to add a new user ID, password, nhame, andNote: Valid access levels are 1, 2, 3, O, and R.

access level to the Access/User ID Table.

Password(required, alphanumeric, max. of®si-

Edit. Used to change a user ID, password, name, ortions). Key in the PC-PRCH password. The password

access level.

Browse.Used to view and/or delete a user ID, password,
name, and access level.

Find. Used to locate and/or delete a user ID, password,

name and access level.
Print. Used to print the Access/User ID Table.

Pack. Used to permanently remove all deleted records
from the Access/User ID Table.

Following are instructions for using these functions:

Adding An Assign ID/PasswordAt the Access/User ID
Table menu bar, select Add or keyAn

Complete the fields as follows:

must be greater than 3 positions. (The user password is
not displayed on the screen.)

The messagAdd This Record to the File...Ok Cantzl
displayed. To add the record to the table, selecflok
cancel the add, seleCancel

If you try to add a duplicate record, the messahis
Record Already Exists. Try Another Key Valadlis-
played. Press any key to continue.

Editing An Assign ID/PasswordAt the Access/User ID
Tablefunction menu bar, move the cursor to Edit. Use the
[# 1and I¥ ] keys to locate the record you want to
change and press [Enter]. Key in the new data over the

existing data.

After making all changes, the messagéite The
Changes to Disk...Ok Candsldisplayed. To edit, select
Ok. To cancel the edit, select Cancel.

[EEEN Edit Browse Find Print Pack
Press Enter to Add a record to table.

TETH MFXXXXKH
FEll.AST NAME :| SMITH
B[ TRsT NanE : RPN

ACCESS LEVEL : 3

TABLE MAaINTENANCE

ACCESS~USER ID) TABLE:

[FlrassworD: M. ... ]

4+ — Mext Record

T — Previous Record

Del — Delete

Esc — Exit

Esc — Ex

Figure 60. Access/User ID Table Screen
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Browsing An Assign ID/Passwordit the Access/User
ID Table menu bar, select Browse or keirirhe SYS
table is displayed listing PC-PRCH users. Uselthél,

I¥ 1, [PgUp], and [PgDn] keys to locate the record you
want to view and press [Enter].

* To delete a record, press [Del]. The mesdsigek
This Record for Deletion...Ok Candsl displayed. To
delete the record, select Okhe messageDeleted>is

SelectDestination Of Report to set up or change the des-
tination. The Select Destination pop-up is displayed with
three options.

- SelectScreen to display the report on the PC screen. To
activate the Print function, at the Report Settings
Menu,select Print the Repor Processing Complete
pop-upmessage is displayed, press any key. The report
appears on the screen. Press [Esc] to exit.

displayed at the bottom of the screen. To reactivate a

deleted record prior to the Pack function, press [Del] a
second time. The <®eted>is removed. To cancel the
delete marking, sele@ancel

Finding The Assign ID/PasswordAt the Access/User
ID Table menu bar, select Find or keyAnThe Search

For prompt is displayed. Key in the record to be located. _

If the record is not found, the messagexXXX Not Found
In SYSs displayed. Press any key to continue.

Note: Instructions for deleting a record under the Find
functionare the same as those found urglewsing An
Assign ID/Password .

- SelectPrinter to print the report on the printer. To acti-
vate the Print function, at the Report Settings Menu,
selectPrint the ReportThe messag8et Printer To
The Top Of The Page displayed. Press any key to
continue. Press [Esc] to exit.

Select File to print the report to a file. The message
Send The Output To Fileis displayed. Key in the
name of the file and press [Enter]. This file will be
created irthe PRCH subdirectory. To activate the Print
function, at the Report Setting Menu, select Print the
Report. Press [Esc] to exit.

To stop printing the report once the print option has been

Printing The Assign ID/Passwordable. At the Access/  4ctivated, press [Esc]. The Select a Command screen is
User ID Table menu bar, select Print or keyPinThe  gigpjayed. Select one of the three options (Resume The
Report Settings Menu is displayed with two options. Report, Back Up 1 Page and Resume, or Cancel The

. . . Report). Press [Esc] to exit.
Select Print The Report if the destination of the report port) [Esc]

was previously set up.

Packing The Assign ID/Passwordit the Access/User
Note: Destination Of Report should be selected first if 1D Table menu bar, select Pack. The mesBagaove All
printing destination has not been previously set to print to Records Marked For Deletion...Ok CanéeHisplayed.
screen, printer, or file, or if you want to change the des- To delete all records, select Oko cancel the function,
tination of the report. selectCancel
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PC-PRCH Access Levels O and R

Access Level O allows the user to add, view, change, delete, restore, and print obligations, and restore, re-
pair, and delete obligation files.

Access Le vel R allows the user to add, view, change, delete, restore, and print receipts, and restore, repait,
and delete receipt files.
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Main Menu For Access For Access Level O, these operation options are Enter
Levels O And R Purchase Orders, Print Order(s), Laser Print Order(s),

Help, Quit, Transmit Files, and File Utilities.

Accesd evel O permits the user to add, view, change, de- . .
P g For Access Level R, these operation options are Re-

lete, restore, print and transmit obligation data for ™~ . g . X
Type 40, 41, 42, 43, and 45 purchase orders. Access Lev_c;gpts—TypeﬁlO, Help, Quit, Transmit Files, and File Ut-

el O can also restore or repair obligation files and delete!i€S-

obsolete obligation files. . . :
9 Note: Since each operation option usually has more than

one access level, we have listed all of the applicable Ac-

AccessLevel R permits the user to add, view, change, de- ¢egs | evels in parentheses behind the operations option
lete, restore, and transmit receipt data. Access Level Rheading.

can also restore or repair receipt files and delete obsolete
receipt files. Following is abrief description of each operation option:

After you sign on to PC-PRCH, the appropriate main Enter Purchase Orders(Access Levels 1, 2, 3, and O).
menu for Access Level Qrigure 61) or Access Level  Used to add, view, change, or delete/restore AD-838
R (Figure 62) is displayed listing the available operation data.SeeEnter Purchase Orders underAccess Level 1
options. for more information.

= = = U5 DA~ M F C = = =

ﬂ P C — P RCH REMOTE DnAaTaAa ENTHBRY “
—Purchase Order Operations —UWe lcomne
ENTER PURCHASE ORDERS WELCOME TO PC—PHRCH *
PRINT ORDERC(S) This program is used to enter
LASER PRINT ORDER(E)} Purchase Order data remotelu

for transmittal to
UusoDnaha~ NFC.

HELP Instructions to continue can be
QuUIT found on the NAVIGATION and

STATUS lines at the bottom of
TRANSMIT FILE the screen...

FILE UTILITIES

avigation

T4 TO CHOOSE -4 TO EMTER SELECTION
AWAITING MENU CHOICE

tatus

/=

Figure 61. Access Level O Main Menu

= =% 2% U S DA~ NF C »* %

" P C — PR CH R EMOTE DA TaA E M TR ¥ “

—Purchase Order Operations —We lcome

WELCOME TO PC—PRCH *t
This program iz used to enter
Purchasze Order data remotely
for transmittal to

U sDnha~HNF C.
RECEIPTE — TY¥FE 48

HELFP Insgstructions to continue can be
QuUIT Ffound on the HAVIGATION and

STATUE lines at the bottom of
TRANEMIT FILE the =creen...

FILE UTILITIES

avigation
T4 TO CHOOSE - TO ENTER SELECTION

AWAITING MENU CHOICE

tatus

e bl |

Figure 62. Access Level R Main Menu
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Print Order(s) (Access Levels 1, 2, 3, and O). Used to SeeOperating Features underintroduction , for more
print AD-838 data or modify the printer configuration. information.

This option is used mainly by non-laser printer users. See

Print Orders _ underAccess Level 1 for more informa- gyt (Access Levels 1, 2, 3, O, and R). Used to exit the
tion. system and make backup files. S®stem Access |,
Sign-Off/File Backup _underintroduction for more in-
formation.

Laser Print Order(s) (Access Levels 1, 2, 3, and O).

Used to print a facsimile AD-838 Issuing Office Copy,
Seller’'sOriginal, and Receipt Copy that replicates the of- _—
ficial Departmental AD-838, Purchase Order. A laser [Tansmit File (Access Levels 2, 3, O, and R). Used to

printer is required to generate these facsimile forms. Seddrepare a transmit file of orderg or receipts, build a test
Laser Print Orders underAccess Level 1 for more in- transmit file, change the transmit password/counter, or to

formation clean the transmit files. S@eansmit Files underAc-
' cess Level 2 for more information.

Receipts - Type 4qAccess Levels 1, 2, 3, and R). Used

to add, view, change, or delete/restore Type 40 receivingFile Utilities (Access Levels 1, 2, 3, O, and R). Used to

report data. SeReceipts-Type 40 underAccess Lev- delete transmitted data, restore from backup diskette, re-

el 1 for more information. indexthe files, puge/cleadeleted orders and receipts, or
speed the performance of the softw&w®eeFile Utilities

Help (Access Levels 1, 2, 3, O, and R). Used to display underAccess Level 1 , andAccess Level 2 for more in-

general help information about how screens are set-upformation.
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Systems Access Manual Title VI

Procurement And Other Payments Chapter 7
PC-PRCH Section 2
Exhibit 1

Sample PC-PRCH Issuing Office Copy Form AD-838-5PE (Rev. 7/90),
Purchase Order (nonlaser printer)

FOR AGENCY USE ONLY UNITED STATES DEPARTMENT OF AGRICULTURE
PURCHASE ORDER
3 CONTRACT NUMBER '« ORDER OATE S SF—28) | UNIT |7 FUND | § OROER NUMBER 9 SUS.
ORIVERY OROSR
18 TO: (Belier's Noma. Address, City. Stase, Zip Code. and Phone No.) " Consignes. Addross. Zip Code, sad Piase of Inspection and Asseptanse
SHIP
TO
»
Pont Chank coum
& Ne) O > m> ] ’[
L;a‘ 13 14 1 16 7 3 WY“ »
ma| cooe ‘ OBJECT v
1
]
]
]
]
]
1
1
:
1
1
I
]
]
]
1
1
t
]
|
I
|
1
I
t
1
|
]
]
]
1
1
]
]
1
t
1
1
1
1
1
I
|
2 THIS PURCHASE ORDER NEGOTIATED PURSUANT TO AUTHORITY OF 41 U.S.C. 28%(ck ). |
1 7.0.8. POINT 22 DKSCOUNT ANC/OR NET PAYMENT TURMS 338 TYPE COMMOOITY ] |
iy Sub-Totsl P ‘
23 OELIVER TO F.O. POINT ON OR BOFORE (Deta) 4 S0P VA 28 ESTIMATED PREIGHT [ ]
TOTAL D X
‘:: 25 ACCOUNTING CLASIIRICATION E] Bl
une A 0 3 ] 3 DISTRIBUTION AMOUNT
] - ] —3 B Vg t =2 2 r
1 ] ] 1 ]
] t ] 1 ]
] ' 1 ' 1
] i 1 1 1
] ] 1 ] 1
] 1 1 t 3
1 ] I i ]
1 1 I ' '
1 I ' 1 ]
) 1 t ! ]
4 ] 1 i t
-t ' 1 I 1
] 1 I 1 ]
1 L ] | ]
e ———————————— sde— Ve
312 IBSUING OFFICE NAME AND ADORESS 315 OROGRED BY (Name sad Titie)
31c COMMENGIAL PHONE (Ares Code aad Number) 116 FTS PHONE NO.
Ve AUTHOMZED SIGNATURE
ISSUING OFFICE COPY FORM AD-438-5P€ (hev 71
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Chapter 7 Procurement And Other Payments
Section 2 PC-PRCH
Exhibit 2

Sample PC-PRCH Issuing Office Copy Form AD-838-5PE,
Purchase Order (laser printer)

I FOR AGENCY USE ONLY |

UNITED STATES DEPARTMENT OF AGRICULTURE

1 PAGE NO. 2 RECEIVING 3 CONTRACT NUMBER

PURCHASE ORDER
4 ORDER DATE 39F-281 [@UNIT 7 FUND

NG s ORDER NUMBER 9 SUB.
10 1 00X oM 11/01/94 EB NC 40-000(-5-1 00
O TYPE PURCHASE (Check one)
P l PURCHASE ORDER |oe.1venvomaa 12-4565454 N
10 TO: (Selier's Name, Address, City, S, Zip Code, and Phone No.) " Consignes, Address, Zip Code, and Place of iInapscton and Accepiance
SAMPLE CO. SHIP |USDA, OFM, NATIONAL FINANCE CENTER
22 EAST ST. To 13800 OLD GENTILLY RD.
VXP123456789 >
ANYWHERE, LA 70160-1212 _;‘g”gms- LA 70129 - 2238
(504) 121-4567 WChNo) (504 2551234 o > F1s > Joowu > |
u1NzE A‘gT 14 18 Avgc 4 18 . YvT 20
BUDGE QUANTITY INIT PRICE AMOUNT
irem | cooe DESCRIPTION OBJECT | UNE SS0E
t
i
01 Lamp, Projector, ELH#5120 2670 |01 1000 | EA 12.341 12341 |00
]
|
]
)
1
1
]
'
1
1
t
[}
1
1
H
1
[}
1
[}
1
]
'
1
]
|
1
]
1
1
|
1
1
1
1
1
I
t
20a THIS PURCHASE ORDER NEGOTIATED PURSLIANT TO AUTHORITY OF 41 U.S.C. 282(c) ) !
21 F.0.8. PONT 22 OIBCOUNT AND/OR NET PAYMENT TEFMS 228 TYPE COMMODITY/ |
PAYMENT Sub-Total > |
DESTINATION 2.00 10 000 0 000 © X > 0 12341 , 00
23 OELIVER TO F.O.B. POINT ON O BEFORE (Dals) 24 5P VA 26 ESTIMATED FREIGHT 7 1
NOVEMBER 30, 1994 TOTAL > 12341 ; 00
‘gc 29 ACCOUNTING CLASSIFICATION )
LINE A B [ C D E OISTRIBUTION
.2 5 10 5 —3 4 14—4 1—2 2
01 | 51234 5 I . | !
) ] 1 1
) ] i 1
! l o
] 3 i 1
! 1 { [
1 ) 1o
' 1 o
[} ] i 1
) ) v
1 1 bt
] ] [}
| | L1
312 ISSUING OFFICE NAME AND ADDRESS 31b ORDERED BY (Name and Tite)
USDA, OFM, NATIONAL FINANCE CENTER MARY SMITH PROCUREMENT AGENT
b 0. BOX 60000 31 COMMERGIAL PHONE (Area Code and Number) 31d FTS PHONE NO.
ﬁ_ 222-2222
NEW ORLEANS, LA - 70160 0001 ‘37"“""""‘9“““‘“
;ssmmcoew" oo oD T
92
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Procurement And Other Payments Chapter 7
PC-PRCH Section 2
Exhibit 3

Sample PC-PRCH Seller’s Original Form AD-838 - 5PE,
Purchase Order (laser printer)

UNITED STATES DEPARTMENT OF AGRICULTURE

PACKAGES. AND PAPERS RELATING

PURCHASE ORDER V  TO THS ORDER v
PAGE NO. TONTRACT NUMBER OROER DATE GROER NUMBER SUB.
1 OF 1 oM 11/01/94 40-000¢-5-1 00
TYPE PURCHASE (Check one) SELLER'S IDENT. NO. FORM 1008 TAXPAVER'S I0ENT. NO.
P (See Reverss) I Ina_wmvom 12-4565454 N [¥ YE® > 123-45-6789
TO: (Sefier's Name, Address, City, Siate, Zip Code, and Phone No.) Conmignes, Address, Zip Code, and Place of inepeciion and Accepiance
SAMPLE CO. SHIP |USDA, OFM, NATIONAL FINANCE CENTER
22 EAST ST. TO 13800 OLD GENTILLY RD.
VXP 123456789 >
ANYWHERE, LA 70160-1212 NEW ORLEANS, LA 70129 - 2238
(504) 121-4567 (504) 2551234
QUANTITY | Uit UNIT PRICE AMOUNT
N | S5 DESCRIPTION S SUE
E |
o0 Lamp, Projector, ELH#5120 L 1000 |EA 12.341 12341 100
'
L \
1
E |
1
R '
' |
S '
1
'
[}
I
0 1
R |
[}
i |
I
G 1
[}
]
1 i
[}
N |
1
A |
L :
§
1
I
]
1
[}
]
THIS PURCHASE ORDER NEGOTIATED PURSUANT TO AUTHORITY OF 41 U.8.C. 2621e)( ). !
F.0.B. PONT DISCOUNT AND/OR NET PAYMENT TERMS !
DESTINATION 200 10 000 0 000 0O 30 !

“DEVERTS F.O.5. POINT ON OF BEFORE (Date)]
NOVEMBER 30, 1994

BILLING INSTRUCTIONS:
DO NOT

SHIP ORDER TO No Billing WiHI Be Submitted in Advance Of Shipment
THIS ADDRESS Fumish invoice With Our ORDER NUMBER To:
‘ . U.S. DEPARTMENT OF AGRICULTURE
{Ship 1o Consignee Office of Finance and Management
Address Above) Nationai Finance Center
P.O. Box 60075
New Orieans, Louisiana 70160
FAILURE TO SHOW OUR PURCHASE ORDER NUMBER ON INVOICE WILL DELAY PAYMENT
FREIGHT CHARGE OVER $100 REQUIRES BILL OF LADING
IF AVAILABLE, INCLUDE YOUR NINE POSITION DUNS NUMBER ON EACH INVOICE

ISSUING OFFICE NAME ANO ACORESS BY (Name and Tite)
USDA, OFM, NATIONAL FINANCE CENTER MARY SMITH PROCUREMENT AGENT
PO. B.OX E'IIX) COMMERCIAL PHONE (Area Code snd Number)
(2220 2onn
NEW ORLEANS, LA - 70160 0001 %ﬂmmm ‘
SELLER'S-ORIGINAL k PC-PRCH FORM AD-838-5PE (Rev. 7/00
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PC-PRCH

Sample PC-PRCH Receipt Copy 1/Property Copy Form AD-838 - 5PE,
Purchase Order (laser printer)

FOR AGENCY USE ONLY UNITED STATES DEPARTMENT OF AGRICULTURE
: PURCHASE ORDER
TPAGENO. | 2 FECEVNG 3 CONTRAGT NUMBER < OROER DATE SSF281 |SUNT |7 FUND SOFDER NUMBER  |osuB
OFFICE NO. CODE CODE
106 1 |00 oM 11/01/94 EB NC 40-)000X-5-1 00
9a TYPE PURCHASE (Check one)
10 TO: (Seler's Name, Address, City, Sam, Zip Code, and Phone No.) " Cornignes, Address, Zip Code, and Place of inspecion and Acosptance
SAMPLE CO. SHIP | USDA, OFM, NATIONAL FINANCE CENTER
22EAST ST TO | 13800 OLD GENTILLY RD.
VXP123456789 >
ANYWHERE, LA 70160-1212 NEW ORLEANS, LA 70129 - 2238
e Thack
(504) 1214567 AChNo)  (SO4) 2551234 ove > F13 > Joowm > |
i odbe : e [ [ oot | i | et | meien
rew | reco’ DESCRIPTION OBJECT | LINE ISSUE
;
01 Lamp, Projector, ELH#5120 2670 |0t 1000 | EA 12.341 12341 |00
]
I
l
]
|
I
1
]
]
1
]
]
]
I
]
i
]
I
!
1
]
1
[}
]
]
1
]
]
1
[}
|
]
1
1
]
208 THIS PURCHASE ORDER NEGOTIATED PURSUANT TO AUTHORITY OF 41 U.8.C. 282(cX ) !
21 F.0.8. POINT 22 DISCOUNT AND/OR NET PAYMENT TERMS 22a TYPE COMMODITY/ I
PAYMENT Sub-Total > .
DESTINATION 200 10 000 0 000 O 30 > 0 12341 oo
23 DELIVER TO F.0.B. POINT ON OR BEFORE (Date} 24 SHIP VA 28 ESTIMATED FREIGHT 27 M
NOVEMBER 30, 1994 TOTAL > 12341 |00
[ACC TFORWARD TO: _USDA, Office of Finance and Management, National Finance Center, P.O. Box 60000, New Orleans, LA 70160
TRETRISTTION
A B I C D E AMOUNT
2 s 10 s 3 " 1+—4 1—2 2
01 | 51234 5 | , [ i
1 ) ' !
1 ] ] ] |
1 ] 1 1 ]
] ) 1 | [}
| ] ] 1 I
] ] 1 i '
] ] 1 1 \
] 1 ] 1 ' .
1 1 ] i \
1 ] ] I
1 1 [ |
] I L | J
| anrily et actioles and/ o servioss annotind above have been reesived, 31b ORDERED BY (Name and Tite)
and 54 complying wih this order. MARY SMITH PROCUREMENT AGENT
|2 SONATURE ANO TITLE 30 COMMBRCIAL PHONE (Ares Code and Number) 31d FT8 PHONE NO.
@) 2z
PMONE (A/C & Ne.} .
FRCEPT ST I"” " 'l“'m J‘s:;"‘"“l:_: ”
RECEIPT COPY 1 4 PC-PACH FORM AD-838-5PE (Rev. 7/90)

94

Updated 6/28/02




Updated 6/28/02

Systems Access Manual
Procurement And Other Payments
PC-PRCH

Appendixes

Title VI
Chapter 7
Section 2

95



Title VI Systems Access Manual
Chapter 7 Procurement And Other Payments
Section 2 PC-PRCH

96 Updated 6/28/02



Systems Access Manual
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PC-PRCH

Title VI

Chapter 7

Section 2

Appendix A

List Of DOS Error Numbers

Error Error

Number | Description Number | Description
1 Invalid function number 36 Sharing buffer overflow
2 File not found 37-49 Reserved
3 Path not found 50 Network request not supported
4 Too many open files (no handles left) 51 Remote computer not listening
5 Access denied 52 Duplicate name on network
6 Invalid handle 53 Network name not found
7 Memory control blocks destroyed 54 Network busy
8 Insufficient memory 55 Network device no longer exists
9 Invalid memory block address 56 Network BIOS command limit exceeded
10 Invalid environment 57 Network adapter hardware error
11 Invalid format 58 Incorrect response from network
12 Invalid access code 59 Unexpected network error
13 Invalid data 60 Incompatible remote adapter
14 Reserved 61 Print queue full
15 Invalid drive was specified 62 Not enough space for print file
16 Attempt to remove the current directory 63 Print file deleted (not enough space)
17 Not same device 64 Network name deleted
18 No more files 65 Access denied
19 Attempt to write on write-protected 66 Network device type incorrect
20 Unknown unit 67 Network name not found
21 Drive not ready 68 Network name limit exceeded
22 Unknown command 69 Network BIOS session limit exceeded
23 Data error (CRC) 70 Temporarily paused
24 Bad request structure length 71 Network request not accepted
25 Seek error 72 Print or disk redirection paused
26 Unknown media type 73-79 Reserved
27 Sector not found 80 File already exists
28 Printer out of paper 81 Reserved
29 Write fault 82 Cannot make directory entry
30 Read fault 83 Fail on INT 24H
31 General failure 84 Too many redirections
32 Sharing violation 85 Duplicate redirection
33 Lock violation 86 Invalid password
34 Invalid disk change 87 Invalid parameter
35 FCB available 88 Network device fault
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Seller’s Original Purchase Order Terms And Conditions

Systems Access Manual
Procurement And Other Payments
PC-PRCH

(attach to laser-printed

facsimile seller’s original)

PURCHASE ORDER TERMS AND CONDITIONS

If “Purchase Qrder” is checked in Block 9a on Form AD-838, the
following clauses are incorporated by reference with the same force
and effect as if they were given in full text. Upon request, the
contracting officer will make their full text available. (If “Delivery
Order" is checked, the order is subject to the terms and conditions of
the contract under which it was placed.) If any clause referenced
below has been superseded, or changed as a result of an authorized
deviation, its replacement or the text of the deviation will be shownin
the body of the purchase order or in an attachment. Otherwise, the
clause text shall be as it appears in the referenced regulation for the
date shown. The derivation of these clauses is the Federal Acquisition
Regulation {48 CFR Chapter 1) and the Agriculture Acquisition
Regulation (48 CFR Chapter 4). Some of the following clauses are
limited in their applicability to the order by the conditions shown in a
parenthetic remark after the clause date. This list of clauses may be
supplemented by the contracting officer.

GENERAL. The following clauses apply to all purchase
orders:

52.203-1
52.203-3
52.203-5
52.203-6

Officials Not to Benefit (APR 1984)
Gratuities (APR 1984) (NA to personal services.)
Covenant Against Contingent Fees (APR 1984)
Restrictions on Subcontractor Sales to Govt (JUL 1985)

52.203-7 Anti-Kickback Procedures (OCT 1988)

52.222.3 Convict Labor (APR 1984) (Unless precluded by FAR 22.2)

52.225-13 Restrictions on Contracting With Sanctioned Persons

(MAY 1989)

52.232-1 Payments (APR 1984) (NA to personal services.)

52.232-8 Discounts for Prompt Payment (APR 1989)

52.232-11 Extras (APR 1984)

52.232.25 Prompt Payment (APR 1989)

52.233-1 Disputes (APR 1984)

52.233-3 Protest After Award (AUG 1989)

52.246-1 Contractor Inspection Requirements (APR 1984)
Additional clauses that apply when applicable:

52.204-3 Taxpayer Identification (SEP 1989) (Applicableif Block
¢ is marked “Yes”.)
Variation in Quantity (APR 1984) (Variations, if any, wil
be stated in the text of the order.)
Invoices (APR 1984) (Applicable when advance pay-
ments are authorized for subscriptions and other pubs.)
Utilization of Small Business Concerns and Small Dis-
advantaged Business Concerns (FEB 1990) (Applicable
to orders over $10,000 except personal services.)
Contract Work Hours and Safety Standards Act -
Overtime Compensation - General (MAR 1986)
(Applicable to orders over $2,500 unless precluded by
FAR 22.3)
52.222.26 Equal Opportunity (APR 1984) (Applicable if an order,
or aggregate orders in a year, exceeds $10,000.)

52.212-9
52.213-2

52.2198

52.222-4

52.222-35 Affirmative Action for Special Disabled and Vietnam
Era Veterans (APR 1984) (Orders of $10,000 or more.)

§2.222-36 Affirmative Action for Handicapped Workers
(APR 1984) (Applicable to orders over $2,500.)

52.222-37 Employment Reports on Special Disabled Veterans

' and Vets of the Viet Nam Era (JAN 1988) (Orders of
$10,000 or more.)

52.223-6 Drug-Free Workplace (JUL 1990) (Applicable to orders
within individuals.)

52.227-19 Commercial Computer Software-Restricted Rights
(JUN 1987) (Applicable to orders for commercial
software.)

52.232-23 Assignment of Claims (JAN 1986) (May be applicabie to
orders over $1,000.)

EQUIPMENT AND SUPPLIES. Additional clauses appli-
cable to the purchase of equipment and supplies:

52.210-5 New Material (APR 1984)

52.222-20 Walsh-Healey Public Contracts Act (APR 1984) (Appli-
cable to orders over $10,000 unless exempt by statute or
regulation.)

52.225-3 Buy American Act - Supplies (JAN 1989)

$2.243-1 Changes - Fixed Price (APR 1984)

52.247-34 F.Q.B. Destination (APR 1984)

52.247-35 F.0.B. Destination within Consignee's Premises
(APR 1984) (Applicable if “inside delivery” 18 specified.)

52.249-1 Termination for Convenience of the Government (Fixed
Price) (Short Form) (APR 1984)

SERVICES. Additonal clauses applicable to purchase of
services:

52.222-40 Service Contract Act of 1965, as Amended Contracts
of $2,500 or Less (MAY 1989)
Service Contract Act of 1965, as Amended (MAY 1989)
(Applicable to orders over $2,500 for services subject to
the Act.)

Statement of Equivalent Rates for Federal Hires
(MAY 1989) (If applicable, rates shown in text of order.)

52.222-41

52.222-42

52.222.44 Fair Labor Standards Act and Service Contract Act
Price Adjustment (MAY 1989)

52.243-1 Changes - Fixed Price (AUG 1987), Alternate | (APR
1984)

52.249-4 Termination for Convenience of the Government (Serv-
ices) (Short Form) {APR 1984)

52.249-5 Termination for Convenience of the Govemmen“

(APR 1984) (For Educational and Other Non-Profit'
Inst.)

PERSONAL SERVICES. Substitute the following if per-
sonal services:

52.249-12 Termination (Personal Services) (APR 1584)
52.232.3 Payments Under Personal Services Contracts
(APR 1984)
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Purchase Order Error Codes Displayed On The Purchase Order Print Selection
Screen (Figure 26)

The error column on the Purchase Order Print Selection Screen, Figure 26, displays a code that identifies the
appropriate purchase order screen that contain errors. The code and screen description are:

Code Screen Description
Al Obligation-Data Entry
B1 Line Item Information
B2 Line Description

C1 Terms & Totals

D1 Obligation Accounting
G1 Type 42 Information
11 41-Type Information
.. (two dot3 No errors

Updated 6/28/02 99



Title VI Systems Access Manual
Chapter 7 Procurement And Other Payments
Section 2 PC-PRCH

100 Updated 6/28/02



Systems Access Manual Title VI
Procurement And Other Payments Chapter 7
PC-PRCH Section 2

Heading Index

This index provides an alphabetical list of all headings in the procedure. When a heading is referenced, you
can use this index to locate the page number.

Numbers Browsing Fund Code$6
Browsing SF-281 Code$?2

Browsing Standard Description80
Browsing State/ZIP Code$8

A Browsing SUB Codes70

Browsing The Seller Address Table2

Budget Object64

41-Type Information Only Scree@8

About This Proceduter

Access Levels9

Access Levels (OverviewB

Accounting 54 C

Adding A Budget Object Cod®4 Changing A Receip40
Adding A Consignee AddresS8 Changing An Order29
Adding A Country Code74 Cleaning Xmit Files49
Adding A Fund Codge66 Clearing Deleted Receiptd2
Adding A Receipt38 Consignee Addres$8
Adding A Seller Address Cog&?2 Country Codes74

Adding A SE-281 Codeb2 Creating Test Xmit File48
Adding A Standard DescriptiQi60

Adding A State/ZIP Code68 D

Adding A SUB Code70

Adding An Accounting Codeb4

Adding An Assign ID/Passwor@?2

Adding An Order (Types 40, 41, 42, 43, And 453

Deleting A Receipt41
Deleting An Order31
Deleting Xmitted Orders51
Deleting Xmitted ReceiptH?2

Appendixes 96 Downloading PC-PRCH Softwgré
Assign ID/Password (Access Level 8p

E
B Editing A Budget Object Cod&4
Browsing Accounting Code$4 Editing A Consignee Address Cqds8
Browsing An Assign ID/Passwor@3 Editing A Country Code74
Browsing Budget Object Code64 Editing A Fund Codge66
Browsing Consignee Address&s Editing A Seller Address Cod&?2
Browsing Country Codeg4 Editing A SF-281 Code62
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Section 2 PC-PRCH
Editing A Standard Descriptios0 L

Editing A State/ZIP Code68

Editing A SUB Code70

Editing An Accounting Codeb4

Editing An Assign ID/Passwor@?2

Editing The Set Fiscal Recqr87

Enter Purchase Orders (Access Levels 1, 2, 3, And O)

Laser Print Order(s) (Access Levels 1, 2, 3, And38)
Laser Printing One OrdeB7
List Of DOS Error Number<98

M

18 Main Menu for Access Level, 17
Equipment 3 Main Menu For Access Level 25
Exhibits, 89 Main Menu For Access Level 39

Main Menu For Access Levels O And B7
F Maintain Tables (Access Levels 2 And 3B

Mass Change - Adding Accounting CodB8
Mass Change - Prompting Accounting Cqdes

File Utilities (Access Levels 1, 2, 3, O, And,Hyp
File Utilities (Access Levels 3, O And R30
Files Utilities (Access Levels 2, 3, O, And,B)L

Mass Change - Recalling Accounting Code

Mass Changing Accounting Codédsb

Finding A Budget Object Cod®&4 Menu Bars 13
Finding A Consignee AddresS9
Finding A Country Code74 O

Finding A Fund Code66

Finding A Seller Address Cod&3
Finding A SF-281 Code52
Finding A Standard Descriptipi60
Finding A State/ZIP Code8
Finding A SUB Codge70

Obtaining PC-PRCH Softwaré
Operating Featured?

Ordered By (Name & Title)26
Orders (creating transmit filgs}6

Finding An Accounting Codes5 P

Finding The Assign ID/Passwqré3 Packing Accounting Code§7
Forms 4 Packing Budget Object Codetb
Function Keys 13 Packing Country Coded5
Fund Codes66 Packing Fund Code$7

Packing SF-281 Codge63
Packing Standard Description Cod6%
H Packing State/ZIP Code69
How The Procedure Is Organized Packing SUB Coded'1
Packing The Assign ID/Passwor@B3
| Packing The Consignee Addressgs
Packing The Seller Address TapkS

Installing Or Updating The Softwaré PC-PRCH Access Level, 15
Introduction 1 PC-PRCH Access Level, 23
Issuing Office Name & Addres26 PC-PRCH Access Level, 37
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PC-PRCH Access Levels O and
Point And Shoqt13
Preparing For Installatiorb

Preparing Xmit File48

Print Order(s) (Access Levels 1, 2, 3, And 32
Printing One Order34

Printing Several Order83

Printing The Accounting Code Tablg5
Printing The Assign ID/Password TabkS
Printing The Budget Object Codes Tal#&
Printing The Consignee Addressé$

Printing The Country Codes Tablé5

Printing The Fund Codes Tablé7

Printing The Seller Address Tablé3

Printing The Set Fiscal Recqr7

Printing The SF-281 Codes TapkS

Printing The Standard Description Code Taliie
Printing The State/ZIP Codes Tapi9

Printing The SUB Codes Tahl&l

Section 2

S

Sample PC-PRCH Issuing Office Copy Form
AD-838-5PE (Rev. 7/90), Purchase Order (nonlaser

printer), 91

Sample PC-PRCH Issuing Office Copy Form
AD-838-5PE, Purchase Order (laser printog)

Sample PC-PRCH Receipt Copy 1/Property Copy Form
AD-838 - 5PE, Purchase Order (laser print@#)

Sample PC-PRCH Seller's Original Form AD-838 -
5PE, Purchase Order (laser print&3

Security And Remote Terminal Usa@e
Seller Address72

Seller’s Original Purchase Order Terms And Conditions
(attach to laser-printed facsimile seller’s original)
99

Setting Fiscal Data On Accounting Cod6%
Setting Up The PrinteB4

SF-281 Codess2

Sign-Off/File Backup11

Sign-On, 10

Software Installation5

Specifying Open Files30

Purchase Order Error Codes Displayed On The Purchasétate/ZIP Code$8

Order Print Selection Screen (Figure ,28)0

Purchase Order Line Iltem Information Screen (Line

Items & Description)23

Purchase Order Obligation-Accounting Screen

(Accounting Lines) 27

Purchase Order Obligations - Data Entry Screen

(Obligation Header)19

Purchase Order Receiving Report-Header Info/Entry

Screen 39

Purchase Order Receiving Report-ltem Info/Erdg

Purging Deleted Orderg?2

R

Receipts (creating transmit files)7

Receipts - Type 40 (Access Levels 1, 2, 3, And3R)

Record Retention Requiremends

Repairing Index FilesA2

Restoring A Receip41
Restoring An Order31
Restoring From Backup Disl62
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Std Description60
SUB Codes70
System Acces®

System Edits13
System Overvien3

T

Terms & Totals Screer?5

Testing The Printer Alignmen82

Transmit File (Access Levels 2, 3, O, And Rb
Type 42 Information Only Screg8

Type Of Screensl?2

V

Viewing A Receipt 40
Viewing An Order 29

W

What Conventions Are Usedt
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Who To Contact For Hejpvi

X

Xmit Info (Drive Destination For Transmit File}8
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