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NOTICE

Graphics

All pictures, field names and general work processes contained in this document are for
illustration purpose only, and may slightly differ from the views displayed in your
organization’s environment.

Assumptions
This guide assumes that its users are well versed in the basic functions of both a Web-based
application and the Subsistence Total Order and Receipt Electronic System (STORES).

What’s New?

As of December 2015:

o The following changes to STORES Help Desk window and Customer Assistance section
have been implemented:
- OCONUS Europe has been changed to DSN: 314.581.2203.
- References to “Outside” and “Inside” Europe have been removed.
- Number formatting changes have been applied.
- International dialing prefixes have been removed.

As of October 2018

e The Help Desk window has been updated with new OCONUS Europe contact
information.

As of June 2021

e Screen shots are currently from Internet Explorer and will be updated to MS Edge as
changes occur to sections of this guide.

As of September 2024

o A recent update to the underlying code, which addresses some cyber concerns, may
cause slight differences in the display of certain webpages and calendars.

Troubleshooting
1. Crystal Reports

In order to have a clean browser history for the reports returning results using Crystal Reports, users

should delete browsing history from Microsoft Edge. The user selects Settings () followed by
Settings and navigate to the the “Privacy, Search and Services” section. Select the “Choose What To
Clear” button next to Clear Browsing Data Now.

Clear browsing data now (53 | Choose what to clear
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A Clear Browsing History pop up will be presented with a Clear button to select. Close the browser
after clearing the data.

Clear browsing data A

Time range

All time

Download history

Cookies and other site data

Cached images and files

han 39

Proceed to start up the web browser again. Once the user reopens the browser and returns to
STORES, they should be able to export the report results. In the event problems persist, the user may
also select the keyboard combination of "Control + F5" the browser will refresh and the issue with
exporting results will be resolved.
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Customer Assistance

STORES Help Desk

CONUS (Philadelphia): COM: 888-755-4756, Email: dlacontactcenter@dla.mil
OCONUS Europe: DSN: 324-206-9685; COM: +49-631-71069685; Cell: +49173-384-1835
DLA Troop Support Europe and Africa STORES Helpdesk: Email: dlatsstorehelp@dla.mil
OCONUS Pacific: DSN: 315-243-3874; COM: +81-46-8163874

Foralistof STORES POC's (CONUS) see the URL below:
http://lwww.dla.mil/TroopSupport/Subsistence/Foodservices/Regions/CONUS.aspx

For alist of STORES POC's (OCONUS) see the URL below:
http://www.dla.mil/TroopSupport/Subsistence/Foodservices/Regions/OCONUS.aspx

Close Window
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CHAPTER 1 — STORES RECONCILIATION VENDOR
USER BASICS
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1 - Logging On to STORES Web

The Log On screen for the STORES Recon Vendor site is located at the following Internet address:

https://www.stores.dla.mil/stores web

UNCLASSIFIED SENSITIVE

DEFENSE LOGISTICS AGENGY

Troop Support o -: @Eﬁ "’

Terms of Use

You are accessing a U.5. Government (US5G) information system (IS}
that is provided for USG-authorized use only.

By using this IS (which includes any device attached to this IS), you consentto the following conditions:

+ The USG routinely intercepts and moniters communications on this IS for purposes including, but not limited to, penetration testing, COMSEC
manitoring, network operations and defense, persennel misconduct (PM), law enforcement (LE), and counterintelligence (Cl) investigations.

+ Atanytime, the USG may inspect and seize data stored on this IS.

+ Communications using, or data stored on, this IS are not private, are subject to routine monitoring, interception, and search, and may be
disclosed or used for any USG-authorized purpose.

# This IS includes security measures (e.g., authentication and access controls) to protect USG interests —not for your personal benefit or privacy.
» Motwithstanding the above, using this 1S does not constitute consent to PM, LE or Cl investigative searching or monitoring of the content of
privileged communications, or work product, related to personal representation or senices by attorneys, psychotherapists, or clergy, and their
assistants. Such communications and work product are private and confidential. See User Agreement for details

| | Accept These Terms |

UNCLASSIFIED SEMSITIVE

You must accept the DoD Terms of Use before you can log on to STORES

UNCLASSIFIED SENSITIVE

DEFENSE LOGISTICS AEENBY )

Tlllllll Support By

IMPORTANT NOTICE
Department of Defense (DoD) Public Key Infrastructure (PKI)
DoD has mandated that all personnel who access DoD systems must use PKI for all private web-enabled applications
You are required to have a DoD-approved Common Access Card (CAC) or External Certificate Authority (ECA) certificate to access this site.
To learn who to contacﬂo obtain a DoD approved cemﬂcatego to

1 User ID:‘I

| Certificate Log On | | Non-Certificate Log On I 3

Need an account created for yourself? New Account Request Form/

Need certificate info? Certificate FAQ (PDF)  Certificate FAQ %ordl —1 6
Need assistance? Contact the STORES Help Desk

or your area Regional Manager from either DLA Troop Support's, CONUS or OCONUS sites.

Have comments about STORES? Let us knowl CoWhe @\suwey today\

5

7 9 8

UNCLASSIFIED SENSITIVE
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OBJECT FUNCTION
1. UserID A field for entering your STORES Admin User ID (not case
sensitive).
2. Certificate Log On A button that allows you to log on to STORES Admin using a
certificate.

3. Non-Certificate Log On |A button for logging on if you are exempt from using a
certificate.

4. New Account Request |A link to start the process of creating a new STORES account if
Form you do not have one.

5. Certificate FAQ A link to information about obtaining, installing, and logging on
to STORES using a certificate.

6. STORES Help Desk A link to display contact numbers and the email address for the
STORES Help Desk.

7. CONUS A link to the Food Services section of the DLA Web site within
the continental United States.

8. OCONUS A link to the Food Services section of the DLA Web site outside
the continental United States.

9. ICE A link to an Interactive Customer Evaluation (ICE) form allowing
you to enter comments about STORES and respond to the
online survey.

The process for logging on to STORES varies somewhat depending on one or more of the following
factors:

You are activating an account.

You are exempt from using a certificate.

You are required to use a certificate.

You are logging on for the first time with a certificate.

For information about obtaining a certificate and installing it on your computer, click on the Certificate
FAQ link on the Log On screen.

1.1 — Path 1: Non-Certificate Log On

You may use the Non-Certificate Log On path and enter your STORES User ID and a Password to log on
if a STORES security administrator has exempted your user account from the certificate log on
requirement. Any attempt to log on using this path will fail when a certificate is required. To log on
without a certificate, follow the steps below.
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1. Open a browser and enter the following URL: https://www.stores.dla.mil/stores web. The DoD
Terms of Use appear.

DEFENSE LOGISTICS HG ENCY

'.lllIIIIHSIIWIIII e - qﬁﬂ‘

Terms of Use

Piss e ecsing 8 11,5, Goverrvment [144] shurmatan Sysiem (14
i o oviciod ot LS aethort redd e iy

By wnare) s 15 (wiiech INCAIOHS BNy CHvhOR SEBCTIE 13 IS E3.. oas CORBENE 10 IDBWINg CONBN00S

Emdnd - pemeliabon nving COMSES

» T LIBG risnaly islertepts snd menrns communicalins on B3 o pupese ]
el Comndnnninigence (O v sigaens

ISCRIG- Rekeat ettt

mardng, mawsathon Snd SRR Snd My By

e, o cheign and B
e and conlidestial Sew Liser Agresrmen jor detads

2. Read the DoD Terms of Use, click on the ‘| Accept These Terms’ button and the log on screen
appears:

UNCUASSIFIED SENSITIVE

DEFENSE LOGISTICS AGENGY SRES)
'I'rllllll Support , * ‘

IMPORTANT NOTICE
Department of Defense (DoD) Public Key Infrastructure (PKI)
DoD has mandated that all personnel who access DoD systems must use PKI for all private web-snabled applications.
You are required to have a DoD-approved Common Access Card (CAC) or External Cerlificate Authority (ECA) cerlficate to access this site.
To learn who to contactto obtain a DoD-approved certificate goto

[ —

[ Certificate Logon | | Non Certificate Log On ||

Need an account created for yourself? New Account Request Form

Need certificate info? Certiicate FAQ (PDF)  Cerificate FAQ (Word)
Need assistance? Contact the STORES Help Desk
or your area Regional Manager from either DLA Troop Support's CONUS or OCONUS sites.
Have comments about STORES? Let us know! Complete the ICE survey today.

INCLASSIFIED SENSITIVE

3. Enter the assigned User ID in the appropriate field and click on the ‘Non-Certificate Log On’
screen. The ‘Enter Password’ screen appears.

[ED SENSITIVE

DEFENSE LOGISTICS AEENGY

Troon Support

IMPORTANT NOTICE
Department of Defense (DoD) Public Key Infrastructure (PKI)
DoD has mandated that all personnel who access DoD systems mustuse PKI for all privale web-enabled applications.
You are required to have a DoD-approved Common Access Card (CAC) of External Catificate Authority (ECA) cartficate to access this site.
Toleam who to contactto obtain a DoD-approved certificate go to

[ —

[_cenificae togon || NoncCertificate Logon |

Need an account created for yourself? New Account Request Form

Need r:enlf cate info? Cerfificate FAQ (PDF) ~ Cerificate FAQ (Word)
? Contact the STORES Help Desk
or your area Regluna\ Manager from either DLA Troop Support's CONUS or OQCONUS sites.
Have comments about STORES? Let us know! Complete the ICE survey today.

INCLASSIFIED SENSITIVE

4. Click on the ‘Continue’ button on the appearing ‘Welcome’ screen.
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Welcome

Last successful log on: 10/27/2011 9:12:03 AM
Last failed log on attempt: 3/22/2011 5:14:04 PM
Your password expires: 12/24/2011

Your Digital ID exemption expires: 12/31/2011

IMPORTANT NOTE

The ‘Account Requirements’ screen (not pictured) appears if no signed copy of the “Access
Request (2875)” and / or “User Agreement” forms have been submitted.




STORES Web Reconciliation Tool - EDI Vendors Users — September 2024

1.2 — Path 2: Certificate Log On — First Attempt with Required Digital Association

Users are required to create an association between a certificate and their User ID the first time they log
on to STORES using the Certificate Log On path.

When creating an association, the distinguished name on the selected certificate is stored with the user’s
account information as the ‘Digital ID’. Thereafter, the same certificate/User ID combination must be used
to log on. This association lasts until a STORES account manager or security administrator disassociates
the Digital ID from the users’ account—an action that ordinarily occurs at the user’s request or when the
certificate is expired or revoked. Dissociation requires the creation of a new association the next time the
Certificate Log On path is used.

IMPORTANT NOTE

Always close the browser session after logging off to log on to STORES with a User ID
associated with a different certificate. Otherwise, the last certificate selected is retained in the
browser session and a Digital ID Mismatch error appears when at log on.

Create an association by following the steps outlined below:

1. Open a browser, enter the following URL: https://www.stores.dla.mil/stores web and the ‘Terms
of Use’ page appears:

DEFENSE LOGISTICS AGENGY

Troop swn_nun < '

Terms of Use

Yo are accessng a il 5. Govemmond (USG) nfonmaton sysiem {I5]
Ihal |5 provicksd Fof U 5G-Sthaor 150 US oy,

By eesien this IS fwhich inciudes any denvice aached i fis 13}, pou content 12 e following condions

w Thi LIS ooty ibroepts v Moniory COMIMURCIIONS 0 165 15 107 pUIDDS8S INTudng. but mol miad o, penstration lesteg, COMSEC
moedoring, eabwerk aperabons. and defense, pars oanel misconduc (P, Law eafcecesman (LE), and courfrinlefigence ] invesSgations

= Aany bma, T LISG may inapect and Seire Sat3 $hored o ihis 15

= Communicalons wsieg, of dala stered on, Tis (3 are el privale, ane subjsec bo reuine mossicring, nlercepbon. and search, aed may Be
denchorsa of used fof any USG-asmnonzes puposs

= This 1S INCASES SA0MTHT MHASWES (6. SATSTRCINN Al BICEES CONMOES] 0 Brolect LISG INBermats —nol 107 your personal Banst o Briacy
= Fiohwilfslanding e above. using This 15 does notconsriule consend o P, LE or O invesSgaiive searchng of mondionng of the condent of
POV COMMATICIBoNS, D WONK product, related 10 Dersonal MHres artadion Of SErdces by 3BoMiys, PEYCROMSrapists, or gy, snd thir
asmstants Euch communcatons. and work piodud are erivaie and conddental Soe User Agreemen for detads

1 Accupt Those Terms

UNCLASSIFED SEMNSITVE

2. Read the terms of use and click on the ‘| Accept These Terms’ button to display the log-on
screen.

DEFENSE LOGISTIGS AGENGY
Troop Support e

gill] =

IMPORTANT NOTICE
Department of Defense (DoD) Public Key Infrastructure. (PKI)
DaD has mandated that all personnel who access DoD systems must use PKI for all private web-enabled applications.
You are required to have a DoD-approved Common ACcess Card (CAC) or External Certficate Authorty (ECA) cemtficate to access this site.
To learn who to contactto obtain a DoD-approved certificate go to
https:/ /www. i ices dla.mil /pki asp

User>:[ ]

[__Certificate LogOn ][ Non Certificate Log On

Need an account created for yourself? New Account Request Form

Need certificate info? Certificate FAQ (PDF)  Certificate FAQ (Word)
Need assistance? Contact the STORES Help Desk
or your area Regional Manager from either DLA Troop Support's CONUS or OCONUS sites.
Have comments about STORES? Let us know! Complete the ICE survey today.

UNCLASSIFIED SENSITIVE
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3. Enter the user ID in the appropriate field and click on the ‘Certificate Log On’ button to display the
‘Choose a Digital Certificate’ dialog box.

Choose a digital certificate

Identification

The website you wank ko view requests identification,
! Please choose a certificate,

INarme Issuer 5
COMTRACTOR-ONE.CO,,, DOD JITC CA-15

Thawte Freemal Member  Thawte Personal Freemai
COMTRACTOR, CARMEN, .., DOD JITC EMAIL CA-17
Gaty's New Cert on 22 Syskem Test Roob Coy
Arry-Man.Ace. Aaron, 11, eeuigreie:t
Hennen, Gary W, ORC10,,, ORCECAZ

=

< | >

’ More Info... ] [View CertiFicate...]

I ol 8 H Cancel ]

4. Select a valid certificate for logging on to STORES and click on the ‘OK’ button.

Digital Certificate Buttons:

. - Displays general help files.

[ Wiew Certificate. ..

] - Displays specific information about your certificate.

. - Cancels certificate log on, which displays the ‘Certificate Problem screen’.
IMPORTANT NOTES

If the certificate selected is not a valid DOD CAC, FBCA, or a DOD-approved ECA certificate,
users will not be able to log on to STORES.

Depending on the users’ certificate and the level of security associated with the certificate, a
pop-up window (not pictured) requesting password, pass code, or PIN information may
appear. Enter the requested information and click on the appropriate button to continue.

s

G HOME
Enter Password

Lisaf |0 STORESLISE

Forgol your password? Cagk Hai

DLA HOME

UNCLASSFIED SENSITVE
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5. Enter the password in the available field and click on the ‘Submit’ button to display the ‘Create
Digital ID Association’ page.

Create Digital ID Association

The ID displayed below is on the Digital Certificate you chose to log on to STORES
Do you wish to permanently associate it with User ID STORESUSER?

Digital ID on chosen Certificate: ¢

| S— - -

MNOTE: You must have a valid Digital ID association 10 use STORES

Yes | [ No |
—

6. Ensure the Digital ID chosen is the correct one before proceeding.

7. Click on the ‘Yes’ button to display the digital association ‘Confirmation’.

Confirmation

A Digital ID association for User ID STORESUSER has been created.

You will receive an email netification of this change.
The notification will be sent to the email address for this User ID.

NOTES -

¢ E-mail notifications are sent to the user and to the STORES Administrator confirming that a
Digital ID was associated with the User ID.
e Users are required to use the same Digital ID to log on with this User ID in the future.

8. Click on the ‘Continue’ button to display the ‘Welcome’ page.

9. Click on the ‘Continue’ button.
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1.3 — Path 3: Certificate Log On

If a Digital ID from a Common Access Card (CAC), External Certificate Authority (ECA) (ORC, VeriSign,
and ldenTrust), or Federal Bridge Certificate Authority (FBCA) certificate is associated with an account,
users can log on to STORES using the Certificate Log On path without entering a password by following
the steps below.

NOTE - If the certificate was dissociated, users are exempted from using Certificate Log On for up to 360
days. During this exemption period, users are required to log on with a User ID and password. However,
users may choose to log on with their certificate at any time by following the instructions in Section 1.2 -
Path 2: Certificate Log On.

IMPORTANT NOTE

Always close the browser session after logging off to log on to STORES with a User ID
associated with a different certificate. Otherwise, the last certificate selected is retained in the
browser session and a Digital ID Mismatch error is received when attempting to log on.

1. Open a browser and enter the following URL.: https://www.stores.dla.mil/stores_web to display the
‘Terms of Use’ page.

DEFENSE LOGISTICS AGENCY [
Troop Sllnlllllm |‘F. 2 P

e - 4

Terms of Use

Yo sre acCesng 8 U.5. !
ihai is provided o FEG-suiforized use onfy.

oy i) ks 15 (which incIUGHS STy device BEached 1 TS (9), you Consent o e folowing conStons

Tt USC noestinadly Mercepts B Monions COMMURCIIONS o T 1S 10 GUIDES 85 INTUGng. bt el IMiid 10, peneTaton testeg, COMSEC
monitoring, metwark oparabons and defense, parsonnel miscended (P, lrw enfoecement {LE), and counderinieligenoe {03 invessgations.

» Alany bme, e USG may inaprct and Saie ¢ata siored on s (3

» COMMATICAtONS Ising, of AILS s3ored o0, Ts 15 ane sl prvate, 5 Subsect i Pl MOnionng, FHercephon. nd SAaICh, e may b
desciosed of used for any USG-auhonzes purposs.

= This 19 INELes ST MHEASURES (B § SUSWNSCINON 3 BOCESS CONITNS | 43 proli LISG Indsisats —mal 07 Four PEFSonal Benes of pIvacy
« Pictwihslanding fhe above. using his 15 does nel consiule conserd o PU, LE or Cf imves3gaive searching of mandonng of the confer of
[VEH D CONTTAITACAENS, OF WK FOodU, Peiated I DOrSEnal Mepoes artalion Of SErdces By ABHMEys, DSTCROMSIRIsts, OF SRy and her
assisfants Such communicaions. and work podud an prale and conddenial Ses User Acreemen for detais

1 figoopt Thiss Terms

UHCLASSIFED SENSITIVE

2. Read the terms of use and click on the ‘I Accept These Terms’ button to display the log-on screen.

UNGUASSIFIED SENSITIVE

DEFENSE LOGISTICS AGENCY ) | )10 )

7,

]..,":"‘ B Troon Support - - -
o {1 - 5

IMPORTANT NOTICE
Department of Defense (DoD) Public Key Infrastructure (PKI)
DoD has mandated that all personnel who access DoD systems must use PKI for all privale web-enabled applications
You are required to have a DoD-approved Common Access Card (CAC) of External Gertiicate Authority (ECA) certificate to access this Site
To leam whe to contactta oblain a DoD-approved cerlificate go to
https:/ /www. i i dla.mil /pki asp

[ —

[__Certificate LogOn ||| NonCenificate LogOn |

Need an account created for yourself? New Account Request Form

Need cerificate info? Certificate FAQ (PDF)  Certificate FAQ (Ward)
Need assistance? Contact the STORES Help Desk
or your area Regional Manager from either DLA Troop Support's CONUS or OCONUS sites.
Have comments about STORES? Let us know! Complete the ICE survey today.

UNCLASSIFIED SENSITIVE
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3. Enter the user ID in the appropriate field and click on the ‘Certificate Log On’ button to display the
‘Choose a Digital Certificate’ dialog box.

Choose a digital certificate

Identification
The website you want to view requests identification,
! Please choose a certificate.
Mame Issuer

Contractor. Carmen,, .. [ ERLatetis
COMTRACTOR-OME, .. DOD JITC CA-15

Thawte Freemail Me...  Thawte Personal Freemail Iss...
COMTRACTOR.CAR.,,,  DOD JITC EMAIL CA-17

Gary's Mew Cert on 22 System Test Rook CA
Army-Man. Ace.faro,.. DOD JITC CA-17
Hennen.Gary.W.OR... ORCECAZ

[ Mare Info... ] ['v'iew Certificate, .. ]

[ K H Cancel ]

4. Select the certificate associated with the Digital ID of the account and click on the ‘OK’ button. To
display the ‘Welcome’ page.

Welcome

Last successful log on: 7/8/2019 8.03:42 AM
Last failed log on attempt: 1/2/2018 9:25:52 AM

Continue

5. Click on the ‘Continue’ button to display the main menu page.

Welcome

Last successful log on: 10/25/2011 12:00:00 AM
Last failed log on attempt: 3/22/2011 5:14.04 PM
Your password expires: 12/24/2011

Your Digital ID exemption expires: 12/31/2011

IMPORTANT NOTE

The ‘Account Requirements’ page appears if a signed copy of the Access Request (2875)
and / or User Agreement forms have not been submitted.

10
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2 — Requesting a New Account

Prior to using the STORES Reconciliation Tool, prospective users must complete a ‘New Account
Request Form’ by following the steps outlined below:

1. Open a browser session and enter the following URL: https://www.stores.dla.mil/stores web to
display the ‘Terms of Use’ page.

DEFENSE LOGISTICS ﬂﬂ[lll:\" 4

Tll!llﬂslll!llllﬂ e “ aﬁﬂ"_

Terms of Use

Fou are accessing o UL, Goverrement [U 5G] miormation system 15)
et s pucevickesdd Foxr U SG-guthanoed wae ondy,

By using s IS (which inCludes any Sinsce aBachod 1 s 5, you consent 10 M lolowang condmons

» Thp UISG coobesly daloapls 2hd Monilors communssationd o B 13 150 purpodes incuaing, bul ool Imised 16, peeslaton leabeg, COMSEC
asnilnnng, Aatverk SoMESonT ahd delnLe. SHronn misconded (P Liw snlfcemenat (LE), and dcunlsnmialients (C) sveiligabond

& &40y Bma, e USG may nSped and secl dala stored on s 15

& Communicalions using. of &ata slored on, his 15 208 nof pervale. 20e subjed o roubne monfionng. nterceplon, and seardh, and may be
disciosed orused for any USGE- suhonred purpose

+ This |2 inchsdes Securly Measues (8.9, aulenicabon and access conrols)io probad USG infarests -nof for pour personal Benedil of pravacy
» Hobwihsianding e abowe, wsing s IS does nof consiule consent i PIL LE of Ol invesBoalia searching of mandenng of the coment of
DIl COTETENCRSONS, OF WK [, related B Peronal e iieniason of Senaoed iy FRMETS, cHyChOMGIapEsts, Of ClirJy. amd Tuil
aasislani. Such COMArnICAtOns and work piodut ke ivale and conliental See Ui agreament kr detals

| | ficcnpd Thise Tomm ]

LINCLASSFIED SENSITIVE

2. Read the Terms of Use and click on the ‘I Accept These Terms’ button to display the Log On
page.

DEFENSE LOGISTICS Al AGENGY

Troop Sllllllﬂﬂ

IMPORTANT NOTICE
Department of Defense (DoD) Public Key Infrastructure (PKI)
DoD has mandated that all personnel who access DoD systems must use F‘KI for all private web-enabled applications
You are required to have a DoD-approved Common Access Card (C e -
Tolearn who to contact to obta\

User ID: |

| Certificate Log On | | Non-Certificate Log On

Need an account created for yourself? New Account Request Form

Need certificate info? Certificate FAQ (PDF)  Certificate FAQ (Word)
Need assistance? Contact the STORES Help Desk
or your area Regional Manager from either DLA Troop Support's CONUS or OCONUS sites.
Have comments about STORES? Let us know! Complete the ICE survey today.

UNCLASSIFIED SENSITIVE
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3. Click on the ‘New Account Request Form’ link to display the ‘Account Requirements’ page.

Account Requirements
New Account Request
IMPORTANT: To establish a STORES account these steps must be followed:

1) You must create a DLA Account Management Provisioning System (AMPS) account and apply for an AMPS role specific to
STORES.

2) You must read and accept the Electronic User Agreement.
3) You must apply for a STORES Account.
4) You must have a PKI Certificate to access your STORES account within 60 days

Requirements:
+ Click the link to access AMPS Instructions screen. Your STORES account will not be approved until you receive AMPS Role
Approval.

* AMPS Instructions

» Click the link to access the Electronic User Agreement. You will not be able to request a STORES account unil the Electronic
User Agreement is read and accepted.

* Electronic User Agreement

| acknowledge that | must receive AMPS Role approval, and must read and accept the Electronic User Agreement to be
granted access to STORES.

+ Read and accept the following requirements that you currently possess or will obtain PKI certificate and then click the
Continue button to create your STORES account.

PKI Certificate: The Department of Defense (DoD) has mandated that all users of DoD information systems must use an
approved Public Key Infrastructure (PKI) authentication mechanism. Therefore, a DoD-approved Common Access Card (CAC)
or BExdernal Certificate Authority (ECA) certificate is required to access STORES. Such a certificate must be obtained within 60
days after the approval of a new STORES account.

An ECA Certificate is issued to DoD industry partners and other external entities and organizations. To learn about how to

obtain an ECA certificate, go to External Certification Authority Program (ECA) STORES can accept all ECA types
(Medium Assurance, Medium Token Assurance, and Medium Hardware Assurance).

A Common Access Card is typically issued to active military, DoD personnel, and DoD contractors. To learn about obtaining a
Common Access Card, you may contact your base personnel security office.

For external certificate information, refer to Certificate FAQ (PDF) Certificate FAQ (Word)

The Certificate FAQ document is in Portable Document Format (PDF). To access this document, click on the
appropriate link above. This launches Adobe Acrobat Reader® in a separate browser window and displays the selected
item. Follow the Reader® application’s instructions to print the item. If you do not have Adobe Reader® installed,
please visit Adobe's website to download the software.

v | acknowledge that | either currently possess a DoD approved PKI certificate (CAC or ECA) or will obtain a DoD
approved PKI certificate within 60 days of being granted access to STORES.

4. Print the two required forms necessary for an account request to be approved.

5. Select the checkboxes acknowledging having read the information and click on the ‘Continue’
button to display the ‘New Account Request Forn’.

DEFENSE LOGISTICS AGENCY
Troop Support ' ;

e

New Account Request Form

'mfﬂ Tg: None » 7
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6. Select the ‘STORES Reconciliation Tool’ option from the ‘Request Type’ dropdown list and the
selected form appears.

. Re,.:qur mTO!Pn:j .None w

None
STORES Customer (Web) User

STORES Catalog User
STORES Reconciliation Tool

7. Enter the user information in the appropriate fields and click on the ‘Continue’ button at the
bottom of the form to submit the form.
New Account Request Form

*Requestiype: | o7ones Recongiliation Toal | ()
* User ID: @
* Password @

* Confirm Password

f
)

* Vendor Hame:

U=
3| @

* Street Address 1:

&) | ¢

Street Address 2 {

o —

8. Check the accuracy of the information entered in the appearing ‘New Account Request
Verification’ page.

9. Select the ‘Modify’ or the ‘Submit’ buttons to either correct some entry or submit the request.

New Account Request Verification

Verify that the information entered below is accurate before submitting.

Request Type:
User ID:
Title/Rank:

First Name:
Middle Initial/Name:
Last Name:
Suffix:

Vendor Name:
Street Address 1:
Street Address 2:
City:

State:

Country:
Zip/Postal Code:
Phone Number:
DSN:

Email Address:
Subsistence Rep:
Cage Code(s):
Contract(s):

STORES Reconciliation Tool
MYRECONUSER

Mr.

Gerald

R

Harold

Fresh Fruits
101 Garden Street

Greenville
North Carolina
UNITED STATES
23479
2348696095 Extension:
Gerald.Harold@FreshFruits.com
Jim Smith

FF012

SMP30008D1021

13
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10. Click on the ‘Exit’ button on the appearing ‘Confirmation’ page. An e-mail notification is also sent
to the account provided on the form.

Confirmation

New Account Request submitted for User ID: MYRECONUSER.

You will receive an email notification of the acceptance or rejection of your request.
Motification will be sent to the email address you submitted in your request form.

Exit
TOP OF PAGE

DLA HOME

3 — Resetting a Password
Users of the STORES system may reset their password by following the steps outlined below.

IMPORTANT NOTES

For accounts that were reactivated or Digital ID Association removed, the steps are the same as those
to reset the password starting at Step 8.

The account activation instructions received via e-mail are valid for seven days.

1. Enter the user ID in the field of the same name on the Log On page and click on the ‘Non-
Certificate Log On’ button.

User ID: | |

[ Certificate Loy On ] [ Non-Certificate Log On ]

2. Select a valid certificate for logging on to STORES and click on the ‘OK’ button to display the
‘Enter Password’ page.

Enter Password

User ID: .SCHUMACHER

Password:

[ Suhmit] [ Cancel ]

Forgot your password?| Click Here

14
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3. Select the ‘Click Here’ link and the ‘Reset Password Request’ page appears.

DEFENSE LOGISTICS AGENCY

“””I ; ':{muu Support e ol

DLA HOME

Reset Password Request
Usar 1D:
Last Name:

Submit | [ Cancel

INCLASSIFIED
SENSTVE

4. Enter the USER ID and last name in the available fields and click on the ‘Submit’ button to display
the ‘Confirmation’ page.

Confirmation

Your request to reset the password for User ID; SCHUMACHER: has been received,
Instructions on how to complete this process will be been sent to your registered email address

5. Click on the ‘Exit’ button and follow the instructions on the ‘Confirmation’ page.
6. Access the registered e-mail address and follow the directions outlined to complete the reset
password process.

NCUASTIFIED SEMSHTIVE

DEFENSE LOGISTICS AGENCY 2 )
Troop Support " i (G

PSS o o=

Terms of Use

¥ou arm acoriaing a LS. (overnment [U5) mdormalion spstem 15)
Bt irs prowicked for USG-autfumised use only,

B using it £5 (which incluses any Srvios afached 1o this 2], you consent b the foFowing consmions

o et LIS ooty INSBoREt S50 MONION: COMMUNICIBOAT 0 TE 15 15 PUIPCIES NCUANG. bl Aot BT 6, DRENSeA iy COMSEC
manionng, Rt SOBaBGNE §53 deanie. fHIonne Mistonded (P, Ln snfcecamint (LE), 3nd countennteliigants (C1) mmitigitons

& Aanybme. B USG may msped and sece St stend on s 15

& Commumicalions Usng, of 2ata Slred on TUE IS 300 N0t Dvale, 500 SULSCLID rputng MEndonng. ntecapion. e search and may b
disciosed o used lor any USG-auihorzed purpose.

= This IS indudes securfy measures (¢.9. aufenicaion and Jocess confrols ko peoled USG inberests =nodfor yoor personal Bened or prvacy
w ARSI T BB, NG T IS 06E N8 CONENAIG ConSont b3 P, LE O C irvi-SHathas S4ching or emeananng of B content of
DTN SOPTETITUEINGNS, F WOTK [HOOGCT, NI 83 PS0NE EpepIantane Of SM0ES iy SRS, PAyCHOMGIEDEstS, of Y, & s
asseElints Such communicatons ang work o osuct ee privaie and conboenial See Usel AgroememLiar getads

|

UHOLASSFIED SENSITIVE

7. Read the ‘Terms of Use’ and click on the ‘| Accept These Terms’ button.

Account Activation

User ID: |
Last Name: |

Submit |

8. Enter the User ID and Last Name associated with the account in the provided fields and click on
the ‘Submit’ button to display the ‘Password Reset’ page.

NOTE: Passwords must be at least 8 characters in length.

15
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Reset Password
(* Indicates a Required Field)

User ID: | SCHUMACHER
* New Password: | |®

* Confirm Password: | |

[ Continue ] [Reset] [ Cancel ]

NOTE: The ‘Cancel’ button closes the browser session and terminates the password reset process.

9. Follow the instructions on the screen and click on the ‘Continue’ button and the ‘Confirmation’
message appears.

Confirmation

The password for User ID: SCHUMACHER has been reset.
A confirmation email has been sent to your registered email address.

10. Click on the ‘Logon’ button and log on to the system from the appearing STORES Log On page.

4 - Requesting Re-Activation
When users’ accounts are disabled -- by a system administrator, an expired password, three failed

consecutive logging attempts or due to a lack of activity for 35 days — an electronic reactivation request
may be requested.

Follow the steps outlined in this section to electronically request an account reactivation.

IMPORTANT NOTE
Accounts are disabled after 35 days of inactivity; however, 14 days prior to the date, a daily e-
mail notification is received until either the account is accessed or disabled.

1. Click on the ‘Submit Reactivation Request’ button in the appearing ‘Deactivated User Account’
page after a failed logging attempt.

Deactivated User Account
The account for User ID: RECONVENDOR has been deactivated.
Deactivation Reason: Administrator Manually Deactivated
To request reactivation of your account, click Submit Reactivation Request
If you are not RECONVENDOR, click Cancel to return to the Log On screen.
[ Submit Reactivation Request ] [ Cancel ]

2. Click on the ‘Exit’ link in the appearing ‘Confirmation’ page.

Confirmation

A Reactivation Request for User ID: RECONVENDOR has been submitted.
A notification of this submission has been sent to your registered email address.

Exit

16
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NOTE - While a reactivation request e-mail confirmation is sent to the registered account, an e-mail
notification will also be received when an account administrator processes the request. Follow the
instructions included to complete the account reactivation process.

5 — Password Expiration Notification
Password expiration notifications only appear to users who are required to use a password to log into
STORES. The message appears at the bottom of the home page.

“177L Delense Logistics
*%0 Invoicing

Order i Fill Rate Mai Reports Download Changes Messages

STORES Reconciliation Tool

Counts
200 Mismatched Invoices
$87 Receipts Without Invoices
145 involces Without Receipis

Notifications

Qr assword expires today. Click here to chan: e‘g

The notification appears 10 days prior to the password expiration and remains until either users enter and
save a new password or until the current password expires.

To change the password, simply click on the notification message ling and follow the instructions.

IMPORTANT NOTE

The requirement to change the STORES password is not applicable to CAC, FBCA and ECA
certificate holders.

17
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6 — Logging Off of STORES Web
Select the Logoff link on the STORES Reconciliation Tool home page.

Philadelphia Date/Time: Tuesday, April 10,2013 5:43.21 PM UNCLASSIFIED SENSITIVE
TE—

Iiefense Logistics Asency - Troon Sunpert o

Az Invulcmg My User Info | Help | DLA Hom 2|
Fill Rate Reports D Changes

Logoff Mai ie Schwariz

STORES Reconciliation Tool

Counts

57 Mismatched Invoices
No Receipts Without Invoices
140 Invoices Without Receipts

A message displays: Logged Off and You have logged out of the STORES Web Application.

UNCLASSIFIED SENSITIVE

DEFENSE LOGISTICS AEEHGY ) I QARES

"Iﬂ

Troop Support ) 42 ‘ @@I

Philadelphia Date/Time: 4/10/2018 8:42:06 PM

DLA HOME

Logged Off

You have logged out of the STORES Web Application.

18
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CHAPTER 2 -
THE STORES RECONCILIATION TOOL HOME PAGE
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After logging into STORES as a Reconciliation vendor, the ‘STORES Reconciliation Tool’ home page
appears.

STORES Wed,
My User Info | Help | DLA Home | Logoff John Doe
Download Changes Messages

Reports

STORES Reconciliation Tool

Counts

200 Mismatched Invoices
57 Receipts Withaut o

144 involces Without Receipis

Notifications

Mr asgword expires today. Click here to chan E‘V

1. Main Menu — Displays several items with their own sub-menus. Click on any of the listed items to

display its sub-menu.
! Home Order Confirmations Fill Rate Maintenance Reports Download Changes Messages
Mismatched Invoices Receipts Without Invoices Invoices Without Receipts Create Invoices

2. Counts - Displays the number of Mismatched Invoices, Receipts with Invoices, and Invoices
without Receipt for CAGE Codes and Contracts assigned to the user.

3. Messages — Displays information applicable to all users of the STORES application.
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CHAPTER 3 -
RECONCILIATION OF ELECTRONIC DATA
INTERCHANGE (EDI) RECORDS
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1 — Reconciling EDI Records

Several operations may be performed to reconcile receipts and invoices using the instructions in this
chapter.

1.1 — Mismatched Invoices

The ‘Mismatched Invoices — Summary’ page displays all invoices and receipts for a contract number(s)
assigned to the user where a value is missing or the values are not the same. The ‘Mismatched Invoice
Details’ page allows users to modify values in an invoice, as needed.

Follow the steps outlined below to display Mismatched invoices:
1. Click on the ‘Reconcile’ item in the main menu and select the ‘Mismatched Invoices’ option.

| Homel |Drder Confirmations Fill Rate Maintenance Reports Download Changes Messages
Mizmatched Invoices Receipts Without Invoices Invoices Without Receipts Create Invoices

OR -

Click on the link for Mismatched Invoices in the ‘Counts’ feature on the home page.

...... =

447 Mismatched Invoices

MeLEIE LT YoICes
134 Invoices Without Receipts

The ‘Mismatched Invoices — Summary’ page appears displaying all the contracts assigned to the users.
Each contract is followed by two numbers:

- The number of mismatched invoices/receipts
- The number of mismatched invoices/receipts to be removed from Recon within five days

ay. September 20, 2017 6:04:34 AM UNCLASSIFIED SENSITIVE

Defense Logistics Asency _Troop.Sunpert

i %% Invoicing My User Info | Help | DLA Home | LogofT Erik Bertsch
= ”""F" Home R i Order Confirmati Fill Rate Mai Reports Download Changes Messages

Mismatched Invoices

Summary
( Not all available Contract numbers are checked in Filtering Options )

Filtering Options...

Please Note: Contract numbers are shown with the total number of Mismatched Invoices / those rolling off in 5 days or less.
[JsPE30015D3118 28/6 [SPE3001509228 30 [ 1SPE30015D9230 40 [1SPE3001509250 4/0 [ SPE30015D9436 140
[1sPE30015D9442 2/0 [SPE3001509444 10  [1SPE30015094452/0  [1SPE3001509447 /0  [1SPE30015DB200 198/32
[[JsPE30016D9401 1/0  [JSPE3001609418 40 [1SPE30016DW490 30 [ 1SPE30016DW522 211 [1SPE30016DWS523 4/0
[ 1SPE30017D4026 2/0 [ |SPE30017D93052/0 [ ISPE30017DA015 121 [ |SPE30017DA016 12/2 [ |SPE30017DA017 5/0
[1SPE30017DA020 672 [SPE300170DA024 1471 [1SPE30017DA025 20  [1SPE30017DCA02 170 [ SPE30017DV282 410
[1SPE30017DW535 3/0 [SPE30215A00212/0 [1SPE30317A0005 /0 [1SPM30010D3382 11/0 [ SPM30012D3486 1/0
[JsPM3001209427 10 [1SPM3001209430 171 [1SPM30014D3736 109/0

[ISelect All Contracts | Refresh Page with Selected Options

Select Contracts to View Invoices

2. Limit the results appearing on the page by activating the checkbox next to the target contracts and
clicking on the ‘Refresh Page with Selected Options’ button.
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ay. September 20, 2017 7:35.06 AM
T E—

Invoicing

Fill Rate Reports

Mismatched Invoices

Summary
( Not all available Contract numbers are checked in Filtering Options )
Filtering Options...

- = Defense Logistics Asency - Tro0n SUNNON w— P — . STORES el
My User Info | Help | DLA Home | Logoff Erik Bertsch
Download Changes Messages

UNCLASSIFIED SENSITIVE

Contract invoice | lnvoice | 2urchase Bocell | v | iwoice |Rec | Receipt | oo nction
Number Number Date mben " Date Ct | Amount Ct Amount
SPE30016D9418 81664557 07M92017 | FT914971943858 FT9149 07M&2017 1 4580 1 45380 MNo Change ﬂ
SPE30016D9418 82788457 03/04/2017 | FT914972083386 FT9149 08012017 4 190.00 4 0.00 MNo Change ﬂ
SPE30016D9418 85887406 06/25/2017 |FT914971733806 | FT9149 067272017 1 0.00 1 38.00 Mo Change ﬂ
SPE30016D9418 86631803 07/06/2017 |FT914971813829| FT9149 071052017 1 0.00 1 76.00 No Change ﬂ

Pagedofi1] Rows1-4 | Ll.‘J

3. Click on any of the table headers to change the sorting order of the results.

Contract pice invoice | BUICRASE | orgering | Receibl |y | ynvoice | Rec | Receipt Aemarke Action
Number @ Date b Point E Ct Amount Cct Amount
SPE30016D9413 81664557 07M972017 | FT914971943858 FT9149 07M&2017 1 45380 1 4580 Mo Change ﬂ
SPE30016D9418 82788457 080472017 | FT914972083886 FT9149 080172017 4 190.00 4 0.00 Mo Change ﬂ
SPE30016D9413 85387406 062872017 | FT914971733806 FT9149 062712017 1 0.00 1 38.00 Mo Change ﬂ
SPE30016D9418 86631803 07062017 |FT914971813829 FT9149 071052017 1 0.00 1 T6.00 Mo Change ﬂ

Page 10f1] Rows1-4 | ]

4. Access the details of any invoice by clicking on the invoice number link and the ‘Mismatched Invoice

Details’ page appears.

Contract Invoice Invoice Plgc—llase Ordering —I!"“Ei:red Inv Invoice Rec Receipt ks Acti
Number Number Date il Point | BeceVed | ‘& | Anount | Ct | Amount gene on
el bl £ Number =l Date e B
SPE30016D9418 | 81664557 | 07M92017 |FT914971943858| FT9149 07182017 | 1 000| 1 45.80 No Change ﬂ
SPE30016D9418 | 82788457 | 08042017 |FT914972083886| FT9149 080172017 | 4 19000 4 0.00 No Change ﬂ
SPE30016D9418 | 85887406 | 08/28/2017 |FT914971733806| FT9149 062772017 | 1 000| 1 38.00 No Change ﬂ
SPE30016D9418 | 86631803 | 07/M06/2017 |FT914971813829| FT9149 07/05/2017 | 1 000| 1 76.00 No Change ﬂ

Page10f1| Rows1-4 | )]
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5. Update the invoice information for the following fields only:

e CLIN

e Stock Number
e Quantity

e Price

Mismatched Invoice
Details - Purchase Order #: FT914971943858

Contract Number SPE30016D9418

ShipTo DoDAAC FT9149 ShipTo Name LITTLE ROCK AFB, AR

Invoice Number 31664557 Invoice Date 0TH92017

Ordering Point FT9149 Ordering Point Name LITTLE ROCK AFB, AR

CLIN Stock Number Quantity Price Extended Price Exceptions Remarks Action
e
I!vtl:;ooeiiﬁ 0012 B895001E119836 ( ] }2.90 0.00 Eﬁ?;;en:bé-rice No Change ﬂ
0012 B96001E119886 \g J 2290 45.80
Page1of1 | Records-1 | L]

The text in the ‘Exceptions’ column identifies issues with the mismatched invoice.

The text in the ‘Remarks’ column indicates the status information regarding the row.

6. Perform any necessary updates and click on the ‘Submit Changes’ button.

Mismatched Invoice
Details - Purchase Order #: FT914971943858

Rows Updated Successfully.

Contract Number SPE30016D9418

ShipTo DoDAAC FT9149 ShipTo Name LITTLE ROCK AFB, AR

Invoice Number 51664557 Invoice Date 07TH92017

Ordering Point FT9149 Ordering Point Name LITTLE ROCK AFB, AR

CLIN Stock Mumber | Quantity Price Extended Price Excepti Remark Action
Invoice | 0012 396001E119836 || |2 |22.90 4580 Quantity, )
- . Update Pending | No Change |%
Receipt| 1045 396001E119886 || 2 2290 45.30 Extendsd price v
Page 1 of1 | Records1-1 | i]_{J

| Submit Changes | | Reset | | Return to Summary |

7. Return to the ‘Mismatched Invoice - Details’ by clicking on the ‘Return to Summary’ button.

Contract Invoice Invoice % Ordering R_p_lemnm Inv Invoice Rec Receipt ks Action

Number Number Date Point = | & Amount Ct Amount

e S S Number — Date | = | ~moum | &b | Smom
SPE30016D9418 | 81664557 | 07M9/2017 |FT914871943858| FT9149 | 071182017 | 1 4580 1 45,30, @a(& Pend@ Mo Change ﬂ
SPE30016D9418 | 82788457 | 08/042017 |FT914872083386| FT9149 | 080172017 | 4 19000 4 0.00 Mo Change ﬂ
SPE30016D9415 | 85887406 | 06/28/2017 |FT914871733808| FT9149 | 06272017 | 1 ooo| 1 33.00 Mo Change ﬂ
SPE30016D9418 | 86631803 | 0782017 |FT914871813628| FT9149 | 07052017 | 1 ooof 1 76.00 Mo Change ﬂ

Paueiunmmi-ui_}..'J |
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1.2 — Receipts Without Invoices
The ‘Receipts Without Invoices’ page displays all receipts for a specified contract(s) assigned to the user
for which no invoice has been submitted.

Follow the steps outlined below to display the Receipts Without Invoices:
1. Click on the ‘Reconcile’ item in the main menu and select the ‘Receipts Without Invoices’ option.

! Home Order Confirmations Fill Rate Maintenance Reports Download Changes Messages
Mismatched Invoices | Receipts Without Invoices | Invoices Without Receipts Create Invoices

OR -

Click on the link for Receipts Without Invoices in the ‘Counts’ feature on the home page.

users.

ay_September 20, 2017 6:18:38 AM UNCLASSIFIED SENSITIVE

-—= ——— a
Oefense Logistics Agency - Tro0m SunmOrE o B . STORESWeER,
nvoicing My User Info | Help | DLA Home | Logoff Erik Bertsch
Fill Rate Maintenance

Reports. Download Changes Messages

Receipts Without Invoices

Summary
( Not all available Contract numbers are checked in Filtering Options )

Filtering Options...

Please Note: The selections below are Contract numbers followed by the number of Receipts.
[ 1sPE30015D9228 1 [ 1SPE30015DB200 5 [ |SPE30016D9414 1 [ 1 SPM30014D3736 10

[JSelect All Contracts | Refresh Page with Selected Options

2. Limit the results appearing on the page by activating the checkbox next to the target contracts and
clicking on the ‘Refresh Page with Selected Options’ button.

e Philadelphia Date/Time: Wednesday . September 20, 2017 6:18:38 AM UNCLASSIFIED SENSITIVE
h F— e
.= Defense Logistics ASency - Troon SunNON w— e STORESWEL,

';: Invoicing My User Info | Help | DLA Home | Logoff Erik Bertsch
# Home Reconcile Order Confirmations Fill Rate Maintenance Reports Download Changes Messages

Receipts Without Invoices

Summary
( Not all available Contract numbers are checked in Filtering Options )

" Filtering Options... |

Purchase Order Number | Contract Number | Date Receipt Received | Receipt Amount | Number of CLINS
W260KQ72228177 SPE30015DB200 03072017 135.00 2
W26QKQ72223179 SPE30015D8200 080712017 906.00 4
W26QKQ72268201 SPE30015DB200 09/07/2017 906.00 4
W260KQ72263202 SPE30015DB200 09072017 271.20 2
W26QKQ72268212 SPE30015DB200 08072017 452.40 4

Page10f1] Rows1-5 | ;,'_}J
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3. Click on any of the table headers to change the sorting order of the results.

Purchase Order Number | Contract Number | Date Receipt Received | Receipt Amount "
W26QKQT2228177 SPE300150DB200 09072017 135.00
W26QKQ72228179 SPE300150B200 09/072017 906.00 4
W26QKQ72268201 SPE30015DB200 09/07/2017 906.00 4
W26QKQ72268202 SPE30015DB200 09/07/2017 27120 2
W26QKQAT2268212 SPE300150DB200 09072017 452.40 4

Page10f1] Rows1-5 | i}_{J

4. Access the details of any receipt by clicking on the Purchase Order Number link and the ‘Receipts
Without Invoices - Details’ page appears.

Purchase Order Number | Contract Number | Date Receipt Received | Receipt Amount | Number of CLINS
W260KQ72228177 SPE30015DB200 091072017 135.00 2
W260KQ72228179 SPE30015D6200 09072017 906.00 4
W26QKQ72265201 SPE30015DB200 09/07/2017 906.00 4
W26QKQ72265202 SPE30015DB200 09/07/2017 271.20 2
W260KQ72265212 SPE30015D8200 09/07/2017 452.40 4

‘ Pane1of1|m1-5|iuj
5. Change the sort order of the results by clicking on any of the table headers.
Receipt Without Invoice
Details
Contract Number SPE300150DE200
Purchase Order Number W260KQ72225177  Date Receipt Received 09/07/72017
ShipTo DoDAAC YDAQSG ShipTo Name YDAQSG AT 4200
[N Quantity Unit Price Extended Price Stock Number
0001 3 2280 63.40 BOE001E116923
0002 3 2220 66.60 BO6001E117694
Page1of1 | Records1-2 | i_L.{J

6. Click on the ‘Return to Summary’ button to bring back the ‘Receipts Without Invoices — Summary’
page.
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1.3 — Invoices Without Receipts
The ‘Invoices Without Receipts’ screen displays all invoices for a specified contract(s) assigned to the
user and for which there is no receipt(s) in the Reconciliation Tool.

Follow the steps outlined below to display the Invoices Without Receipts.
1. Click on the ‘Reconcile’ item in the main menu and select the ‘Invoices Without Receipts’ option.

! Home Order Confirmations Fill Rate Maintenance Reports Download Changes Messages
Mismatched Invoices Receipts Without Invoices | Invoices Without Receipts | Create Invoices

OR -

Click on the link for Invoices Without Receipts in the ‘Counts’ feature on the home page

Counts
447 Mismatched Invoices

€ 134 Invoices Without F'.ecei;ts p ]

The ‘Invoices Without Receipts — Summary’ page appears.

Philadelphia Date/Time: Wednesday. September 20, 2017 §:41:12 AM LUNCLASSIFIED SENSITIVE
TE—

b, 3. = Delense Lonistics A9ency - Tr0on SUNNON m— —— STORESHEL,
a2 % Invoicing My User Info | Help | DLA Home | Logoff Erik Bertsch

I”Illr Home Reconcile Order Confirmations Fill Rate Maintenance Reports Download Changes Messages
Invoices Without Receipts

Summary
( Not all available Contract numbers are checked in Filtering Options )

Please Note: The selections below are Contract numbers followed by the number of Invoices.

[sPE30015D31181 [ISPE30015D9447 1 [ISPE30015DB2005 [ISPE30015DP2701 [ISPE30016DW522 19
[IsPE30016DW523 26 [1SPE30017D4026 11 [1SPE30017DA0156 [ ISPE30017DA016 6 [1SPE30017DA020 7

% [sPE30017DA0213 [1SPE30017DA022 2 [1SPE30017DA024 20 [|SPE30017DA025 6 [SPE30017DCA02 1
[JsPE30017DQ0001 [ 1SPE30017DQ001 1 [ISPE30017DW5351 [1SPM30010D33822 [1SPM30012D3486 1
[/sPM30014D3736 13

[ISelect All Contracts = Refresh Page with Selected Options

2. Limit the results appearing on the page by activating the checkbox next to the target contracts and
clicking on the ‘Refresh Page with Selected Options’ button.

Confract Number | Invoice Number | Invoice Received Date w O(fﬂm :"::m Remarks Action
SPM30014D3736 PVK15715 07/25/2017 \W3BIRBT 1860839 WMKTCI 1,034.84 Mo Change ﬂ
SPM30014D3736 PVK15716 0712512017 \WIBIRBT 1860840 WNKTGI 543638 No Ghange ||
SPM30014D3736 PVK 15832 06/0172017 \WSBBC 171910438 WMKTCI 15,248.73 Mo Change ﬂ
SPM30014D3736 PVK15899 0810172017 (WIBBC171910440 WMKTCI 1,342.02 No Ghange v
SPM30014D3736 PVK16396 060912017 ,m Wa3083 128,088.00 No Change ||
SPM30014D3736 PVK16397 080212017 IW9308372035572 W93083 128,088.00 Ne Change ﬂ
SPM30014D3736 PVK16403 0610872017 IW VIMIKTC 3216.02 No Change ||
SPM30014D3736 PVK16404 031082017 \WO308372035574 W93083 888.96 Ne Change ﬂ
SPM30014D3736 PVK16406 06082017 \W9BBC 172030456 VINKTC 20952 No Ghange ||
SPM30014D3736 PVK16532 06/0172017 \W3BBC 172060458 WMKTCI 1,396.80 Mo Change ﬂ
SPM30014D3736 PVK16602 060412017 \WIBS0FT2080077 WMKTS! 2,295.44 No Ghange v
SPM30014D3736 PVK16966 06/09/2017 \W8308372165746 W93083 4,269.60 Mo Change ﬂ
SPM30014D3736 PVK900105 071212017 19450970665083 WKUWT3 94,413.53 No Ghange v

Page1of1] Rows1-13 | =)
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3. Change the sort order of the results by clicking on any of the table headers.

Contract Number | Invoice Number | Invoice Received Date m%ﬂi)g_'w %ﬂ @ Remarks Action
SPM30014D3736 PVK16406 08/08/2017 WISBC 172030456 VWMKTCI 209.52 Me Change ﬂ
SPM30014D3736 PVK16404 08/08/2017 WI308372035574 W93083 588.96 Mo Change ﬂ
SPM30014D3736 PVK15715 07/25/2017 \VW9SIRET 1860839 VWMKTCI 1,034.84 Me Change ﬂ
SPM30014D3736 PVK15899 08/01/2017 WISBCA71910440 WMKTCI 1,342.02 MNe Change ﬂ
SPM30014D3736 PVK16532 08/01/2017 WIBBC172060458 VWMKTCI 1,396.50 Me Change ﬂ
SPM30014D3736 PVK16602 08/0472017 WIBSOF72080077 WMKTSI 229544 MNe Change ﬂ
SPM30014D3736 PVK16403 08/08/2017 WSBBC172030455 WMKTCI 3216.02 Me Change ﬂ
SPM30014D3736 PVK16966 08/0072017 W8308372165746 W93083 426960 Me Change ﬂ
SPM30014D3736 PVK15716 07/25/2017 WSBIRET 1860840 WMKTCI 543633 Me Change ﬂ
SPM30014D3736 PVK15392 08/01/2017 WIBBC171910438 VWMKTCI 1524873 Me Change ﬂ
SPM30014D3736 EVKI00105 07212017 19460970665083 WKUWT3 94,413.53 Mo Change ﬂ
SPM30014D3736 PVK16396 08/08/2017 WB308372035571 Wa3083 128,088.00 Me Change ﬂ
SPM30014D3736 PVK16397 08/02/2017 W3308372035572 W93083 128,088.00 Mo Change ﬂ

| Page 10f1]| nm1.13|i_,'..'J |

The following records appear on this page:
e Non-EDI records
e EDIrecords.

NOTE: Changes cannot be made to Non-EDI records on this page; however, the ‘Purchase Order
Number’ of EDI records can be updated.

4. Enter a new value in the ‘Purchase Order Number’ and click on the ‘Submit Changes’ button.

€ Rows Updated Successfully. u)
Contract Number | Invoice Number | Invoice Received Date | —urciase OrGer Invaice Remarks Action

Number Point Amount
SPM30014D3736 PVE16406 08/08/2017 @172030453 209.52 Ne Change ﬂ
SPM30014D3736 PVK16404 08/08/2017 |W9303372035574 W93083 353.96 MNe Change ﬂ
SPM30014D3736 PVK15715 07/25/2017 WIBIRBT 1860839 WMKTCI 1,034.84 MNe Change ﬂ
SPM30014D3736 PVK15399 08/01/2017 WISBC1T 1910440 WMKTCI 1,342.02 Ne Change ﬂ
SPM30014D3736 PVK16532 08/01/2017 WI3BC172060458 WMKTCI 1,396.30 Ne Change ﬂ
SPM30014D3736 PVK16602 08/0472017 (WISSOFT2080077 WMKTSI 229544 Ne Change ﬂ
SPM30014D3736 PVK16403 08/08/2017 WI3BC172030455 WMKTCI 3,216.02 Ne Change ﬂ
SPM30014D3736 PVK16966 08/0972017 (VW3308372165746 W93083 4,269 60 Mo Change ﬂ
SPM30014D3736 PVK15716 07/25/2017 WISIRBT 1860840 WMKTCI 5,436.88 MNe Change ﬂ
SPM30014D3736 PVK15892 08/01/2017 WI3BC171910438 WMKTCI 1524573 Ne Change ﬂ
SPM30014D3736 PVKS00105 0722017 1946097 0665083 WKUWT3 94,413.53 MNe Change ﬂ
SPM30014D3736 PVK16396 08/09/2017 (W3308372035571 W93083 128,088.00 Ne Change ﬂ
SPM30014D3736 PVK16397 08/02/2017 WW9308372035572 W93083 128,088.00 Ne Change ﬂ

| Pap=1nf1|nnus1.13|iu‘| |

The status momentarily changes to ‘Update’. After the row is successfully updated, the status reverts to
‘No Change’.
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5. Click on the invoice number link to view the details of an invoice without a receipt.

Contract Number | Invoice Number | Invoice Received Date | 2urenase Order %ﬂ i Remarks Action
SPM30014D3738 (EVK154E 08/08/2017 W3BBC 172030458 20952 Mo Change ﬂ
SPM30014D3736 PVK16404 08/08/2017 W3308372035574 W93083 888 96 Mo Change ﬂ
SPM300140D3736 PVK15715 0712572017 VWIBIRET1260339 WMKTCI 1,034.84 Mo Change ﬂ
SPM30014D37386 PVK15899 08/0172017 (WSSBC 171910440 VWMKTCI 1,342.02 Mo Change ﬂ
SPM30014D3738 PVK16532 08/01/2017 WOSBC 172060458 VWMKTCI 1,396.80 Mo Change ﬂ
SPM30014D3738 PVK16602 08/04/2017 WI3SOFT2030077 WIMKTSI 229544 Mo Change ﬂ
SPM30014D3736 PVK16403 08/08/2017 WIBBC 172030455 VWMKTCI 3,216.02 Mo Change ﬂ
SPM30014D3736 PVK16966 08/09/2017 WI308372165746 W93083 4,269.60 Mo Change ﬂ
SPM30014D3736 PVK15716 0772572017 VWIBIRET 1360840 VWMKTCI 5,436.88 Mo Change ﬂ
SPM30014D3738 PVK15892 08/01/2017 WISBC 171910438 VWMKTCI 15,248.73 Mo Change ﬂ
SPM30014D3738 PVKS00105 07M22017 19460970665083 WEKUWT3 94,413.53 Mo Change ﬂ
SPM30014D3738 PVK16396 08/09/2017 W3308372035571 W93083 128,083.00 Mo Change ﬂ
SPM300140D3736 PVK162397 08/02/2017 W3308372035572 Wa3083 128,088.00 Mo Change ﬂ

| Pape1011|m|—13|i_uj |

NOTE: For Non-EDI records, only the ‘Quantity’ can be updated. For EDI records, the ‘Stock Number,
‘Quantity’ and ‘Price’ can be updated.

6. Enter any appropriate data in the available fields and click on the ‘Submit Changes’ button.

Invoice Without Receipt
Details - Purchase Order #: W98BC172030458

Contract Number SPM30014D3736

ShipTo DoDAAC Wa8BCA ShipTo Name CAMP BEUHRING CLASS1 YARD
Ordering Point ‘Ordering Point Name
Invoice Number PVK16406 Invoice Received Date 037082017

CLIN Stock Number Quantity Price Extended Price Exceptions Remarks Action
|0001 |89mc15353292 (Tz ) ‘2.91 |34.92 Mo receipt line No Change ||
|uuuz |89?0015363299 ]12 |2.91 |34.92 No receipt line No Change ||
|0003 |89mc153533430 |12 |2.91 |34.92 Mo receipt line No Change  |v/|
|uuu4 |89?0015363302 |12 |2.91 |34.92 No receipt line No Change [V
|0005 |89mc1su4134? |12 |2.91 |34.92 Mo receipt line No Change  [V/|
|uuus |89?0016041353 |12 |2.91 |34.92 Mo receipt line No Change [V

Page 1 0f1 | Records1-6 | ,_L.'J

| Submit Changes | | Reset | | Return to Summary |

The status momentarily changes to ‘Update’. After the row is successfully updated, the status reverts to
‘No Change’.
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Invoice Without Receipt
Details - Pugch BEC 172030458

Rows Updated Successfully.

Contract Number SPM30014D3736

ShipTo DODAAC  W935C1 ShipTo Name GAMP BEUHRING CLASS1 YARD

Ordering Point Ordering Point Name

Invoice Number PVK16406 Invoice Received Date 08082017

CLIN Stock Number Quantity Price Extended Price Exceptions Remarks Action
|0001 I89T00153E-3292 1@ ) |2.91 |29.1 0 Mo receiptiine | Update Pending | No Change
|uuuz |89?0015363299 |12 |2.91 |34.92 Mo receipt line No Change
Iooos Iasmmsasmo |12 |2.91 |34.92 No receipt line Mo Change
|uuu4 |89?0015363302 |12 |2.91 |34.92 Mo receipt line Mo Change
|0005 I89T001604134? |12 |2.91 |34.92 No receipt line No Change
|uuus |89?0016041353 |12 |2.91 |34.92 Mo receipt line Mo Change
Page10f1 | Records1-6 | -Lj_‘]

| Submit Changes | | Reset | | Return to Summary

7. Click on the ‘Reset’ button to revert to the previous value.

1.4 — Creating Invoices
The ‘Create Invoices’ functionality is not available for EDI records.

After clicking on the ‘Create Invoices’ option from the ‘Reconcile’ menu item, the ‘NO RECORDS FOUND’
message appears.

Create Invoices
Summary

NO RECORDS FOUND
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CHAPTER 4 -
ORDER CONFIRMATIONS
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The ‘Order Confirmations’ summary displays read-only information for Purchase Orders (PO) sent by
customers and provides notification to STORES customers that their POs were received by vendors.
Once a PO has been confirmed through this process, the STORES Customer user can view the PO
Received Date in the Pending Receipts page of the STORES Customer application. The PO will remain
on the Order Confirmation page until one day past the order RDD date of the order.

1. Select ‘Order Confirmations’ in the STORES navigation menu to display the page.

G Philsceiphis Date/Time: Wadnesday, Seotember 24, 2014 5:44:57 PM

Reports

UNCLASSIFIED SENSITIVE

STORESH el

My User Info | Help | DLA Home | Logoff
Download Changes Messages

2. The Order Confirmation screen returns ‘Only Unconfirmed Purchase Orders’ by default

Order Confirmations
Showing Only Unconfirmed Purchase Orders

Filtering Options_.

D | | ot e | e |Gt | MG e | Cortmer
— — Date | =FETTRE | THAPS | CLNs Date
D uYo3zs 08/14/2017 1A2/2017 | WO1PFF72260143 | SPM3S113DZ187 30
D uUYo3s1 081472017 1122017 | WO1PFF72260144 | SPM35113DZ187 8
D WaBTIN 08/03/2017 11/01/2017 | WOSTINT2150278 | SPM30014D3736 2
D WaBTIN 08/03/2017 11/01/2017 | WOSTINT2150279 | SPM30014D3736 1
D 194609 08/03/2017 110172017 19460972155252 | SPM30014D3736 1
D WISGNI 08/03/2017 1101/2017 | WIBGNIT2150147 | SPM30014D3736 1
D WISTIN 08/03/2017 11/01/2017 | WISTINT2150280 | SPM30014D3736 2
D FC5808 08/03/2017 1012017 FC580872150111 | SPM30014D3736 1
D WaBTIN 08/03/2017 11/01/2017 | WOSTINT2150281 | SPM30014D3736 1
D 194609 08/03/2017 11012017 19460872155253 | SPM30014D3736 1
D 194609 08/03/2017 11/01/2017 19460872155255 | SPM30014D3736 7
D 194609 08/03/2017 110172017 19460972155254 | SPM30014D3738 7
D WISTIN 08/03/2017 1101/2017 | WOSTINT2150283 | SPM30014D3736 7
D WISTIN 08/03/2017 1101/2017 | WOSTINT2150282 | SPM30014D3736 7
D HXLEMR 08/032017 11012017 |HXLEMR72150029 | SPM30014D3736 3

Records porpage: 15~ |( cj.y,;-) | PageNo:_|[(oo) | Pagedof7| || | Rows 50102 |

Confirm as Received

Unconfirm

Print Selected Orders

Reset

3. Click on the ‘Filtering Options...” button and the ‘Unconfirmed Purchase Orders’ for all contracts

appear.

Order Confirmations
Showing Only Unconfirmed Purchase Orders

Please Mote: The selections below are Contract numbers followed by the number of Unconfirmed Purchase Orders.

WISPE30017DA015 1 WISPE30017DA016 5 SPE30017DAD17 36 MISPE30017DA025 14 WISPE30017DQ000 2
[ISPM30010D3382 2 [¥]SPM30014D3736 34 SPM35113DZ187 8

Show Contracts with POs that are: MlUnconfirmed [ Confirmed

I Select All Contracts | Refresh Page with Selected Options. |

NOTE: Users can only view selected Purchase Orders; they cannot enter or change the PO Received

Date.

The following three filtering options are available:
¢ Unconfirmed - Purchase Orders that have not been confirmed.

e Confirmed - Purchase Orders that have been confirmed.

e Select All Contracts
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To select the ‘Confirmed’ contracts, activate the ‘Confirmed’ checkbox, select the appropriate Contract
Number(s).

4. Deselect the ‘Select All Contracts’ checkbox. The screen reappears displaying all Purchase
Orders associated with the selected Contracts.

Order Confirmations
Showing Only Confirmed Purchase Orders

F||le|-|ng ommns

0 | Swere | omer | B | Poaer | Somma | NGRS oo fven | conmmeany
== Date Number e CLINs Daie
O WIEHSI 08/03/2017 | 11/01/2017 | WSBHSIT2150923 | SPM30014D3736 3 091052017 TOMVEN12
D 194609 09/06/2017 093072017 | 19460972495270 | SPM30010D3382 2 08/07/2017 ERIKRECONTEST
| | Page 10f1] Rows1-20f2
Confirm as Received Unconfirm Print Selected Orders Reset

5. Select the unconfirmed PO by activating the corresponding checkbox.
6. Enter a PO Received Date in the appropriate field.

Purchase

[] Ship To Order %l-l_&d Order of Hecfe_owed e
DoDAAC Date Date Nsbe Number CLINs E By

I:l uUYo328 081472017 1M2/2017 | WHIPFF72260143 | SPM3S113D2187 30

U033t 03M42017 | 11M22017 | WOIPFFT2260144 | SPM3S13DZ187| & @001201?)

O WSSHSI | 032017 | 1112017 | WOSHSIT2150923 | SPM3OU14DITI6| B |nsruswzo1? TOMVEN12
0 WESTIN | 0BM32017 | 12017 | WSETINFZ1S0278 | SPMIOMADIT36 | 2

D WS3TIN 08/03/2017 11/01/2017 | WOSTINT2150279 | SPM30014D3736 1

O 194609 03032017 | 11012017 | 19460972155252 | SPMI30014DGT36| 1

O WEBGNI | 08032017 | 110122017 |WOBGNIT2150147 | SPMI004DITIE[ 1

0 WESTIN | 0BM32017 | 12017 | WSSTINTZ1S0280 | SPMIOMAD3T36 | 2

D FC5308 08/03/2017 11/01/2017 | FC580872150111 | SPM30014D3736 1

O WOSTIN | 03M32017 | 1112017 | WOSTINT2150231 | SPM30U14D3T36 | 1

O 194509 081032017 | 11012017 | 19460972155253 | SPM30014D3TIE| 1

I:l 194609 08/03/2017 11012017 19460972155255 | SPM30014D3736 7

O 194609 03032017 | 11012017 | 19460972155254 | SPMI30014D3T3E| T

O WOSTIN | 03M32017 | 1112017 | WOBTINT2150233 | SPM30U14D3T36 | 7

O WESTIN | 0BM32017 | 12017 | WSSTINT21S0282 | SPMIOMADFT36 | 7

| Records per page: 15 ][ cj0,4) | PageMo:|  |(0y) | Pagedof7] || | Rows1-150r108 ) 4| ‘

NOTE: When manually entering dates into the ‘PO Received Date’ field, instead of using the appearing
calendar option, users must first enter the date in the field then press the ‘Enter’ key to activate the
‘Confirmed as Received’ button.
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7. Click on the ‘Confirmed as Received’ button and the following screen appears. Note that the
previously confirmed item disappeared from the unconfirmed POs list.

Number

HXLEMR 0032017 1100172017 | HXLEMR72150028 | SPM30014D3736 1

O | g | g | Uehen  fwmme | Gmad MO e | Sonfimed
e o Dafe | “TCETRAMRBEr | FAMREr | ClINs Date

|:| Uv0328 08142017 1122017 | WI1PFFT2260143 | SPM35112DZ187 30

(| HXLEMR 08/03/2017 11012017 | HXLEMR72150028 | SPM30014D3736 3

O WISTIN 08/03/2017 11012017 | WOBTINT2150282 | SPM30014D3736 T

(| WOSTIN 08/03/2017 11012017 | WOBTINT2150283 | SPM30014D3736 7

O 194609 08/03/2017 11012017 19460972155254 | SPM30014D3736 7

(| 194609 08/03/2017 11012017 19460972155255 | SPM30014D3736 7

O 194609 08/03/2017 11012017 19460972155253 | SPM30014D3736 1

D WO3TIN 08/03/2017 11012017 | WISTINT2150281 | SPM30014D3736 1

D FC5303 08/0372017 1012017 FC530872150111 | SPM30014D3736 1

D WO3TIN 03/03/2017 11012017 | WISTINT2150280 | SPM30014D3736 2

D WIBGHNI 03/03/2017 11012017 | WOSGNIT2150147 | SPM30014D3736 1

D 194609 08/03/2017 11/01/2017 19460972155252 | SPM30014D3736 1

D WOBTIN 08/03/2017 11012017 | WISTINT2150279 | SPM30014D3736 1

D WO3TIN 08/03/2017 11/01/2017 | WIBTINT2150278 | SPM30014D3736 2

O

‘ Records per page:[ 15| i) | Page o |(Go) | Page 17| || | Rows1-1500101) 4| |

8. Click on the ‘Filtering Options...” button, deactivate the ‘Unconfirmed’ checkbox option and
activate the ‘Confirmed’ checkbox option finally click on the “Refresh Page with Selected Options’
button and the following screen appears.

Order Confirmations
Showing Only Confirmed Purchase Orders

Fillen'ngioptiuns... I
Please Note: The selections below are Contract numbers followed by the number of Confirmed Purchase Orders.

VI sPM30010D3382 1 M1SPM30014D3736 1 M SPM3S113DZ187 1

Show Confracts with POs that areI [TUnconfirmed [ Confirmed & Select All Contracts I| Refresh Page with Selected Options

[ ] ;TE%: %‘:;’ %'_ E; plg::uehafe ‘,:l'l’.“"'.':e“r‘ % Rm;%ved Confirmed
e Leie Date Number CLINS Date
I:‘ Uvyo331 0814/2017 11122017 | WIMPFF72260144 | SPM35113DZ187 8 0972072017 ERIKRECONTEST
s O WOSHSI | 08032017 | 1012017 |WOSHSI72150923 | SPM30014D3736| 8 |[09/s2017 TOMVEN12
I:‘ 194609 09/06/2017 09/30/2017 19460972495270 | SPM30010D3382 2 097072017 ERIKRECONTEST

‘ | Page1of1]| Rows1-3Jof3

NOTE: This step is not necessary for Unconfirmed POs.
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9. Click on the ‘Print Selected Orders’ button to view or print selected Purchase Orders.

Order Confirmations
Showing Only Confirmed Purchase Orders

* Filtering Options...

[ ] D%"Ea%: 2‘.:;' %'_ ﬁ: Puorg':fe ‘.:.‘;"n'.':e'f %ﬂ Re(;%ed Confirmed
e Hale Date Number CLINs Date
@ uUyoas 08142017 111272017 | WI1PFFT2260144 | SPM35113DZ2187 3 0972002017 ERIKRECONTEST
I:‘ WIBHSI 08/03/2017 110172017 | WIBHSIT2150923 | SPM30014D3736 3 097052017 TOMVEN12
I:‘ 194609 09/06/2017 09/30/2017 19460972495270 | SPM30010D3332 2 09072017 ERIKRECONTEST

| | Page10f1] Rows 1-30f3

NOTE: Changes have been made, please choose an action below before continuing

| Confirm as Received | | Unconfirm | ‘ Print Selected Orders | Reset

10. Click on the ‘Print’ button on the ‘Purchase Order Details Report’ page.
Purchase Order Details Report

Print Back

Purchase Order Number: WO1PFF72260144

Purchase Order Number: W91PFF72260144 ShipTo DoDAAC:  UYD331
Confract Number: SPM35113D7187 ShipTo Address: ANHAM FACILITY
Vendor: AMERIQUAL EUROPEAN EMIRATES TRADING
PHD: 006K KUWAIT FREE TRADE ZONE
RDD: 11272017 PHASE 1 WAREHOUSE #14

Order Date: 8/14/2017 1:25:15 PM
SHUWAIKH PORT KW, 0 KW
Ordered By: Nancy Thomas

CLIN m:‘t "ﬂr Part Number Description Vendor Order Qty  Units: ﬂg:’ Ext Price go'g’e
1 WOIPFF72260133 970015256726 2201  BREAKFAST 1 PERISHABLE, 255 EA 7492 1910460
2 WO1PFF72260134 8970015256344 2200  BREAKFAST 1 SEMIPERISHABLE, 255 EA 12545 3198875
3 WO1PFF72260135 8970015256389 2210  BREAKFAST 6 SEMIPERISHABLE, 468 EA 14676 6568368
4 WOPFF72260136 8OT0D15256740 2241 BREAKFAST6, PERISHABLE, 468 EA 7447 3330756
5 WOPFF72260137 8970015256813 2231 LUNCH/DINNER 1 PERISHABLE, 252 EA 9147 2297484
6 WO1PFF72260138 8970015266783 2230  LUNCH/DINNER 1 SEMIPERISHABLE 252 EA 15358 3870216
7 WO1PFF72260139 8970015256825 2245  LUNCH/DINNER 8 PERISHABLE, 252 EA 13364 45797.28
8 WOIPFF72260140 8970015256803 2244  LUNCH/DINNER 8 SEMIPERISHABLE, 252 EA 13890 3500280
Totak  298,562.67

I 3

11. Log out of the Recon module and log in to the Customer module.
12. Access the ‘Pending Receipts’ from the menu and the following page appears displaying the
vendor receipt message for the previously confirmed item in the Recon module.

Phiadelphia Date/Time: Wednesday, Aprl 73, 2014 1.18.29 PM UNCLASSIFIED SEMSITIVE
STORES SusToMER
hd | My User Info Help DLA Home Logofl Jane Doe

FTE4EY - UTAH AR NATIC!

NAL GUARD. UT

] PO Number ShipTo Location Vendor m Lines ADD RDD Messages
I Frosstaiiaoany F1Ea1-UTAHAIRNATIONAL — SPHS000S03207 - US FOODSERVICE DB JOSEPH WIEBE s 2 [ ] wesoos (OO I
FT6441 . UTAH AIR MATIONAL  SPM3000SD3207 - US FOODSERVICE DEA JOSEPH WEBE E
FTB44141130408 ) ory FOS. CA sS17040 1 o4zeno14
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CHAPTER 5 -
FILL RATE MAINTENANCE
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Clicking on the ‘Fill Rate Maintenance’ menu item (shown as Highlight 4 in the menu image) displays the

‘Fill Rate Maintenance’ sub-menu.

UNCLASSIFIED SENSITIVE

Philadelphia Dste/Time: Monday. January 12,2015 12:34:13 PM
STORESH/ED,

Defense Logistics Asency - Troon Supnort
3 My User Info | Help | DLA Home | Logoff
Download Changes Messages

Reports

STORES Reconciliation Tool

Counts
737 Mismatched Invoices

1129 Receipts Without Invoices
274 Invaices Without Receipts

3 Invoices To Be Created

The purpose of this functionality is to allow vendors to submit short shipment information to be considered

as part of fill rate.
IMPORTANT NOTE

Short Shipment information are either entered by the users directly to Recon or submitted to

the DLA Representatives using available templates.
Please refer to the sections below to follow the appropriate process.

1 — Enter Fill Rate

Clicking on this item (shown as Highlight A in the sub-menu image) displays the ‘Purchase Orders for Fill
Rate Information Entry’ page which allows:

Vendors to enter their short shipment information.
Vendors to enter short shipment information or DLA Representatives to enter short shipment

information on the vendor’s behalf.
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UNCLASSIFIED SENSITIVE

My User Info | Help | DLA HurEa Logoff
Download Changes Messages

Home Reconcile Order Confirmati Fill Rate Reports

Purchase Orders for Fill Rate Information Entry
Showing Only Not Submitted Purchase Orders with Short Shipments
( Not all available VICs are checked in Filtering Options )
e 'I'—'"il't'éfi'hg Opli'b'ﬁ's; —

Please Note: Vendor ltem Catalog numbers are shown along with the number of POs matching the Filtering Options.
[lspe300130P214 17 [ISPE300130W3351 [ISPE300130W3372  [SPE30014D3002 193 LI SPE30014D3003 57
[1sPE30014D3005 95 [SPE30014D3006 85 []SPE30014D3008 471 [ISPE30014D3009 49 [ SPE30014D3010 183
[1SPE30014D3011 191 [JSPE30014D30M8 246 [1SPE30014D3019 49 [ SPE30014D3023 510 [JSPE30014D3024 77
[1SPE30014D3031 214 []SPE30014D3032 223 [1SPE30014D3036 43  [1SPE30014DAD102  [ISPE30014DA012 54
L1SPE30014DAD13 4 [IsPE30014DA015 13 [ISPE30014DA016 1 [ISPE30014DAD17 23 LI SPE30014DA01E 2
[1SPE30014DAD2069 [JSPE30014DA0222 [ ISPE30014DAD264 [ISPE30014DA028 36 [JSPE30014DP60S 62
[1sPE30014DUAD0D 10 [JSPE30014DV140 124 [1SPE30014DV1625 [ISPE30014DV164 68 [JSPE30014DV168 11
[1sPE30014Dve67 21 [JSPE30014DW350 8 [ 1SPE30015D3100 78 [JSPE30015DA0003 [ SPE30015DUACD 2
[1SPE30213A0029 2 [JsPE30213A0041 70 []SPE30214A0004 3 [SPE30214A00203 [ SPE30214D5005 9 v

[ [ PSR Lo S, — [

Show VICs with POs that are: W] Not Submitted [ ] Submitted @) Only Short Shipped POs C) All POs| [ ] Imported

[OSelect Al VICs | Refresh Page with Selected Options

-OR-

Search By PO Number: I:l Search

Select Vendor Item Catalog Numbers to View Purchase Orders

IMPORTANT NOTE

Vendor Item Contracts (VIC) which do not have records associated to them will not appear
in the VIC filter.

The following filters are default selections to display the VICs which Purchase Orders of the following
categories:

¢ Not Submitted — Purchase Orders that have not been submitted to the DLA Representative for
review.

e Only Short Shipped POs — Purchase Orders that have one or more line items that have been
identified as short shipped.

¢ Submitted — Purchase Orders that have been submitted to the DLA Representative for review.

e All POs - All Purchase Orders associated with selected VIC(s), submitted or not submitted.

¢ Imported — This feature displays Purchase that are imported.

e Select All VICs — All Purchase Orders associated with all VICs assigned to the current user.

e Search By PO Number — This feature allows users to enter up to 14 characters to retrieve a
target Purchase Order. When selected, this search ignores all other filtering options.
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UNCLASSIFIED SENSITIVE

Philadelphia Date/Time: Friday, January 09, 2015 3:23:14 P
—— E E—

o= Delense Logistcs Aency - Trom S U O —————— STORESWED

%7 Invoicing My User Info | Help | DLA Home | Logoff

# Home Reconcile Download Changes Messages

Order Confirmations Fill Rate Maintenance Reports

Purchase Orders for Fill Rate Information Entry

Showing Only Not Submitted Purchase Orders with Short Shipments
( Not all available VICs are checked in Filtering Options )

Filtering Options...
Please Note: Vendor ltem Catalog numbers are shown along with the number of POs matching the Filtering Options.

[1SPE30013DP214 17  [1SPE300130W3351 [ 1SPE30013DW337 2 [1SPE30014D3002 193 [1SPE30014D3003 57 ~
[1sPE30014D3005 95 [1SPE30014D3006 85 [ ISPE30014D3008 471 [ SPE30014D3009 49 [ |SPE30014D3010 183
[1sPE30014D3011 191 [ 1SPE30014D3018 246 [ISPE30014D3019 49 [ ]SPE30014D3023 510 [ SPE30014D3024 77
[1sPE30014D3031 214 [1SPE30014D3032 223 [ISPE30014D3036 43 [ ISPE30014DA0102 [|SPE30014DA012 54
[1SPE30014DA013 4 [ 1sPE30014DAD15 13 [JSPE30014DA016 1 [1SPE30014DA017 23 [ 1SPE30014DA018 2
[1SPE30014DA02069 [ ISPE30014DA0222 [ 1SPE30014DA026 4 [ ISPE30014DA028 36 [ |SPE30014DP605 62
[1sPE30014DUADD 10 [ 1SPE30014DV140 124 [[1SPE30014DV162 5 [ ]SPE30014DV164 68 [ |SPE30014DV168 11
[1sPE30014DVE67 21 [1SPE30014DW350 8 [ 1SPE30015D3100 78 [1SPE300150A0003 [ 1SPE30015DUADD 2
[1SPE30213A0029 2 [1sPE30213A0041 70 []SPE30214A0004 [1sPE30214A00203 [ ]SPE30214D5005 9 v

Show VICs with POs that are: I Not Submitted [ Submitted ®) Only Short Shipped POs () All POs [ Imported
[ISelect Al VICs | Refresh Page with Selected Options

— o . — o __ L

-0OR -

Search By PO Number:| | Search

Select Vendor Item Catalog Numbers to View Purchase Orders
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1. Make the appropriate filtering selections by choosing the radio buttons and checkboxes and click
on the ‘Refresh Page with Selected Options’ button.

Philadelphia Date/Time: Wednesday, January 14, 2015 3:03:26 PM LUNCLASSIFIED SENSITIVE
——

Defense Logistics Agemcy - Troom S 0N S . STORES Vel

Invoicing My User Info | Help | DLA Home | Logoff
Home Reconcile Order Confirmations Fill Rate Maintenance Reports Download Changes Messages

Purchase Orders for Fill Rate Information Entry
Showing Only Not Submitted Purchase Orders

Filtering Opticns...

Short Shipped

PO Number Wendor Item Catalog ShipTo DoDAAC i
PO Number DD Vendor ltem Catalo ShipTo DoDAAC Line Count

13019W - NOAA SHIP
OKEAMOS EXPLORER -
MNOAA SHIP OKEANCS
EXPLORER

13019W - NOAA SHIP
OKEAMOS EXPLORER -
NOAA SHIP OKEANOS
EXPLORER

13019W - NOAA SHIP
OKEAMOS EXPLORER -
NOAA SHIP OKEANCS
EXPLORER

13019W - NOAA SHIP
OKEAMOS EXPLORER -
MNOAA SHIP OKEANOS
EXPLORER

13015W - NOAA SHIP
OKEAMOS EXPLORER -
NOAA SHIP OKEANCS
EXPLORER

13019W - NOAA SHIP
OKEAMOS EXPLORER -
NOAA SHIP OKEANOS
EXPLORER

13019W - NOAA SHIP
OKEAMOS EXPLORER -
NOAA SHIP OKEANCS
EXPLORER

1305E6 - NOAA OSCAR
1305E641470052 06/05/2014 | SPM30014D3707 - SYSCO SEATTLE, INC DYSOM - NOAA OSCAR o
DYSOM

1305EE - NOAA OSCAR
1305E641690087 07/03/2014 | SPM30014D3707 - SYSCO SEATTLE, INC DY SOM - NOAA OSCAR o
DYSON

‘ mm;permeclpq;elml:llpageiufml || | Rows1-150f40302 ) }| ‘

1

13019W41640130 06/15/2014 | SPM30013DP200 - A T. SIRAVD

13019W41630131 06/19/2014 | SPE30014D300E - SYSCO FOOD SYSTEM OF CONN

E

13019W41960134 07M7/2014 | SPE30014D3024 - SYSCO CONNECTICUT

|

13019W42110136 08/04/2014 | SPM30013DP200 - A T. SIRAVD

E

13019W42110137 08/04/2014 | SPM30013DP200 - A T. SIRAVD

13019W42170139 08/07/2014 | SPM30013DP200 - A T. SIRAVO

13019W42170140 08/07/2014 | SPE30014D3024 - SYSCO CONNECTICUT

E

IMPORTANT NOTE

See the ‘Messages’ column for information on the corresponding Purchase Order (PO) —

= INVOICED - Appears if at least 1 CLIN has an invoice in STORES. The tool tip message
states: ‘At least one line of the PO has an invoice processed.’

= SUBMITTED - Appears if the Purchase Order was submitted by a vendor or DLA
Representative. The tool tip message states: ‘The PO was submitted on ‘MM/DD/YYY’ by
‘USER ID”.

=  IMPORTED - Appears if the Purchase Order was imported.
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2. Select a target Purchase Order (PO) from the list to display its details.

Vendor Short Shipment Entry
mwmmm.umwwnmmu

- S0 AT - TI00 rANETT O z B 7TO000 - LANGLEY HOmINTAL DY FAC. VA - MEDICAL DNNG
Wendees 5 R o
Ovter Dot 000 - O e
e ~ Sutmtind Oy:
W Y - " L
LS A FOR O ' e 8 e et Newme vizon S
SOODMEDMCTD LIBLL YisAM VWRETY 400 § OF CO ' -l b PG et Rean :[:m [
FODAE0NE00E [OMM CHEESE LTE V00 L8 A0 ' Sadect 8 Shom Shement Reason ﬂ:\'-\ e
o | womesnss (S vt 8 o Ay Aeeay v ==
. 0N Satnct @ GO Sngament Amsacn v =N

e | Sott | Feset | 5w Al Linan | |] Retuem To Sommary |

3. Click on the ‘Show All Lines’ button to display the lines pertaining to the selected PO.

IMPORTANT NOTES

The 'Show All Lines' button is a toggle that appears, as a default from the summary screen,
displaying only short shipped lines. Clicking on this button displays all lines of the PO, short
shipped or not. The button then changes to 'Show Only Short Shipped Lines', which allows
going back to showing only the short shipped lines.

It is strongly recommended to submit outstanding invoices prior to entering Short Shipment
information.

Vendor Short Shipmeni Entry
Sharmiag All Lined far Porthase Ordes: 1308EE21£70082

DR rr 2T . T MATTUL P DR DR oy - o i [V AL AR M

Wb of Limew
b Dl . [ e
e T
Mlﬁ- - | et Oy
) T
vy e ] B U0 ST b I
] -n'\ga :.'\.Jﬂm.r -n.-u--u AEs | [ | L r-ve— '[
3| B (v DCAD P L8 e e 1
T i ey m.- T y
o | fo -::--1-:; s ' T | L gt M
'

| weoe 'r-x'e-n:;r- MM OLANREE | 2 | T r—
i 'r- TS [ L |

] ey ————
" T P ———
L] -I'w'-l:‘:'.lﬂl'in':‘;IFi".l:ﬂ. | L | uh-rm“w

I.'l"'\..'."::l.'l. IR FRr e MCT 1008 T | ¥ | I_llmm_ﬁ
R e e e | [ [ 0 ot Pammr

BRI (GAAPES PRESe R BOUE LA C ' Saeat b Tron dngeer Rare
;‘:!?.Mn.'.-:l\'.v—"t'm'\-:‘-\.!l I I

1
W | e

HERREAEOEERE N RN R0
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4. Enter the appropriate amount in the corresponding ‘Delivered Quantity’ field.

The ‘Delivered Quantity’ field is editable only if an invoice has not been processed against that CLIN. If an
invoice containing the CLIN that has been edited after the user manually entered a delivered quantity,
that value will be overwritten by the invoice’s delivered quantity value.

o 15 2015 1206 P
Befense l-slsucsnstwl Ireep Support

Invok m) My User info ' Help | DLA Home Logon

Home Reconcile Ovder Confmations  Fill Rate Maintenance Reports Download Changes Messages

Vendor Short Shipment Entry
Showing All Lines for Purchase Order: 1305E641470082
VORGSO SFMI001403707 - SYSCO SEATTLE INC ShIpTO DODAAL: 13056 - NOAA OSCAR DYSON - NOAA OSCAR DYSON
Number of Lines °
Order Date: 2700 RDO: oa20ts
Subemittod UoM Fill Rate: “ Submitted By:

am | Se ttem Descriotion b —

APPLES u LD DEL FRESH, $00CT
[140LB C

2 [esvsaae.wn[z\}m:msmbzmnmcs\ 1

SVSOTE O80T |

3 SH1SO1E 13801 AVOCADO FRESH IS LB CS 1
1 o

A FRESH GRIN TURN 10 ‘
YELLOW, 1MOLBCS _

s LO1E210020 [BROCCOL CROWNS CHL 120 L8 €5
0 Tssxsms: 10034 |CABBAGE CHL SHRD, 15 L8 PO \ 1
- —+ —t

VSOTE I EN4 ‘('/L‘J'J.L"V L FRESH 12 CT CASE

¢ [emwc:xms £

} v
l 6 ISS1‘0’L"W- ICN,UFLWTSO( ol B'AS! ‘

213 iﬁ JGELERY FRESHS CLI0L WBCS - '

IMPORTANT NOTE
See the ‘Messages’ column for information —

= INVOICED - Appears if the CLIN has an invoice in STORES; the tool tip message
states: INVOICE NUMBER’, ‘INVOICE DATE’.

= REASON - Appears as a message only if users enter a comment or if invalid
characters are entered in the comments.

The following special characters “\*& "~| are not permitted in this field.
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5. Select an option in the ‘Short Shipment Reason...” dropdown list.

N —. T

Hrip IHA Forsr |yl Legerpabcus Pabine Wilkama

Bapath  Brsaigi

Vendor Short Shipment Entry
Bhowing AR Linel ior Pulchits Order ARMY 0142330000

emdon (o - T W SPETRAL an g B BbAAS] v
Wl L
ki il L)
Spdmoripd I @ Sake - buemriyad B

]
T e

The following buttons are available:

o Reset — Enabled whenever data is entered into an editable field or if a short shipment reason is
selected from the dropdown. It reverts the values back to those prior to the edits. It does not
revert data back after the ‘Save’ or ‘Submit’ buttons are clicked.

e Save — Records the entered information into the database. Data can be changed and re-saved
unlimited times. Saved records have not been submitted to the DLA Representative for review.
The ‘Save’ button is not activated if the Purchase Order was submitted by the vendor or DLA Rep
on behalf of the vendor.

e Submit — Sends the entered information to the DLA Representative for review. Once a Purchase
Order has been submitted, it can no longer be edited.

¢ Show Only Short-Shipped Lines — Displays Purchase Orders that have one or more line items
that have been identified as short shipped.

e Return to Summary — Brings user back to the ‘Enter Fill Rate Summary’ page.

6. Click on the ‘Save’ button to keep the updates made.
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2 — Entering Short Shipment Information for Submission to DLA
Representatives
Users who provide Short Shipment information to DLA Representatives for importing into STORES must:

1. Contact the DLA Representative, prior to their initial submission.

2. Download the templates to be used for capturing Short Shipment information from the ‘Help’ page
as shown below.

NOTE: Both the ‘Exception’ and the ‘PO Summary’ spreadsheets must be completed to be valid for
submission.

IMPORTANT NOTES

The information below applies to both the ‘Exceptions’ and ‘PO Summary’ spreadsheets.
Create a separate file for each report: one for Exceptions and another for PO Summary.

It is highly recommended to name the imports using the information imported (e.g., Vendor

Name, Contract Number and Month of the Report: US_FoodSvc 3007 PO Summary July
2014).

1. Access the ‘Help’ menu from the banner.

Fhiladelphia Date/Time: Friday, January 18, 2015 2:44:16 PM

UNCLASSIFIED SENSITIVE

& Defense LogiSHiESATENCY - TIO0N SUBBONE e e T . STORESHED

* % Invoicing My User Infa'| Help | DLA Home | Logoff
Home Reconcile Order Confirmations Fill Rate Maintenance Reports Download Changes =

STORES Reconciliation Tool

Counts
737 Mismatched Invoices
1129 Receipts Without Invoices

274 Invoices Without Receipts
2 Invoices To Be Created
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2. Locate the templates from the page displayed.

STORES Reconciliation Tool Vendor Help

The links displayed in the sections below provide access to important documents related to using STORES Web.

STORES Reconciliation Tool Vendor User Guide
The STORES Customer User Guide is available for viewing, printing and/or downloading in two formats:

. rtable Document Format (PDF) can be viewed and/or prinied andfor saved (downloaded) to your
ompuier's hard drive using Adobe Acrobat Reader® software (version 5.0 or higher). If you do not have
Adobe Reader® installed, please visit Adobe’s websiie o download the software.

+ Microsoft® Word®@ (read-only) document can be opened for viewing and/or printing or saved (downloaded) to
your computer's hard drive using Microsoft® Word@ software (95 version or higher). [NOTE: Lower versions of
Word may not display these documents as they were originally designed.]

PDF

To view a document in PDF, click on the corresponding PDF link in the chart below. This will launch Adobe Acrobat
Reader® in a separate browser window (if the application is loaded on your computer) and display the selected
document. The PDF documenis for this guide are pre-set to appear magnified on your screen so that graphic images
contained in the guide will display more clearly. Use the horizontal scroll bar to center the document on your screen,
and the vertical scroll bar to move up or down each page. Follow the Reader® application's instructions to find a
specific word or phrase within the document, to print it out and/or to download (save) it to your computer's hard drive.

To download a POF document without viewing it first, right-click on the PDF link beside the desired document in the
chart below and then select "Save Target As" (if you are using an Internet Explorer browser).

Word

To access a document in Microsoft® Word® format, click on the corresponding Word link in the chart below. A
message will display, asking if you want to Open the file or Save it to your computer. If you click on Open, the Word
application will launch in a separate browser window (if the application is loaded on your computer) and display the
selected document. If you click on Sawve, a Save As window displays. Select the location where you wish to save a
copy of the document and click on Save again. A second method for saving (downloading) the document is to night-
click on the corresponding Word link in the chari below and then select "Save Target As" (if you are using an Internet
Explorer browser).

Follow the application's instructions fo find a specific word or phrase within the document or to print it out. These two
actions may be performed following either the Open or Save oplions.

STORES Recon Vendor EDI User Guide PDF Format
STORES Recon Vendor EDI Guide Microsoft Word Format
STORES Recon Vendor Non-EDI Guide PDF Format

_ . N

STORES Import Vendor Fill Rate Information Templates
Flease use the templates below to enter fill rate information.

Vendor Fill Rate PO Summary.xls
Vendor Fill Rate Exceptions.xls

3. Save both ‘Vendor Fill Rate PO Summary.xls’ and ‘Vendor Fill Rate Exceptions.xIs’ files
in a target location.
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CHAPTER 6 -
REPORTS
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Click on the ‘Reports’ menu item to displays its sub-menu containing the ‘View Invoice Information’ report.

I Home Reconcile Order Confirmations  Fill Rate Maintenance Download Changes Messages
| View Invoice Information |

1 — View Invoice Information

The ‘View Invoice Information’ report provides the Vendor and Account Manager a means of searching
either by ‘Purchase Order’ or by the combination of ‘Contract Number’ and ‘Invoice Number’ to return a
report displaying Purchase Orders and Contracts currently associated to the user.

1. Select ‘Reports’ then ‘View Invoice Information’ to display the landing page:

T Philadelphis Data/Time: Wednesdsy. September 24. 2014 6:44:57 PM UNCLASSIFIED SENSITIVE
e - —
» 1, % Defense Logistics \gency - Troop Support STORESHEE

% Invoicing My User Info | Help | DLA Home | Logoft

Home R I Order C; Fill Rate

View Invoice Information

Download Changes Messages

STORES Reconciliation Tool

Counts
200 Mismatched Invoices
587 Receipts Without Invoices
148 Invoices Without Receipts

2. Enter the search criteria in the appropriate fields by either:

e Entering the ‘Purchase Order Number’
-OR-

o Entering both the ‘Contract Number’ and ‘Invoice Number’.

Philadeiphia Dale/Time Tuesday_January 21 2014 1200 49 PM UNGLA 3
47« Defense LogisticSAgency - Troon Sunpor o e — STORESWel

My User Info | Help | DLA Home | Logoff John Do
Download Changes Messages

‘et

S

Home Reconcile Order Confirmations Fill Rate Maintenance Reports.
View Invoice Information

To view invoice information, provide the purchase order number and click 'view',
or, provide both the coniract number and the invoice number, and click 'view'

[

|| Purchase Order Number

3. Click on the ‘View” button to launch the report containing the results according to the criteria
entered.

View Invoice Information

To view invoice information, provide the purchase order number and click 'view',
or, provide both the contract number and the invoice number, and click 'view'.

ContractNumber [
Invoice Number —

view

1 Record found matching your Purchase Order

Purchase Order Number R2012672021676

Purchase Order

Number R2012672021676 Invoice Number I Created By EDI
Contract Number SPE30016DWS523 Date Invoice Received 81412017 Hidden By
PID Invoice Indicator Active (EDI) Hidden Date
P Stock Quantr Unit Extended Date Updated Copied From Date Released to Mismatched “Trash Can’ “Trash Can"
Number Price Price Updated By Receipt EBS Reason Date Reason
0001 892001E113230 2 5.18 10.36 N Na receipt line
0002 392001E115685 1 9.97 9.97 N No receipt line
0003 892001E113237 2 638 1276 N No receipt line.
0004 892001E220441 1 638 638 N No receipt line
0005  892001E220442 1 6.38 6.38 N No receipt line:
0006 392001E113232 1 6.38 6.38 N No receipt line
0007 892001E113873 1 518 518 N No receipt line.
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CHAPTER 7 -
MY CAGE CODE ASSIGNMENTS
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Users can view their current CAGE Code assignments, request new assignments, or remove current
assignments by following the steps below:

1. Click on the ‘My User Info’ link on the right side of the main menu to go to the ‘My User Information
page.

elp | DLA Home | Logoff John Doe

Download Changes Messages

2. Click on the View My CAGE Code Assignments link at the bottom of the screen.

My User Information

MOTE: Allfielkds maked with an ssterisk | = ) are required

User 10:

Date Created:
Date Unretired:
Account Status:
Account Type:
Affiliation:

SALVORECON
B/26/20H6 10:32:31 AM (Philadelphia Time)

Active
STORES Recon User

Vendor

Title/Rank:

)

* Firgt Name:

Middle Initial/Name:
Lag Mame:

*Wendor Name:

* Street Address 1:

* City:
* State:

: | UMITED STATES v

@

[122 245-2133]

* dpiPodal Code:

* Phone Mumber:

* Email Address: |L5El@tp_=.ting.ncrn

* Confirm Email Address: |

[se] | cancel |

Send Message View My CAGE Code Assignments

3. Deactivate the ‘Show Only Active Contracts’ checkbox to view inactive contracts.

4. Click on the ‘Close Window’ button to remove the Assigned CAGE Code(s) / Contract(s) page.
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Assigned CAGE Code(s) / Contract(s) for User ID: MYUSERID

Show Only Active Contracts When Checked

CAGE Code: D0U44

Contract Status
SPMZ0003DZ216 - LABATT FOOD SERVICE Assigned
SPM20008DZ700 - LABATT FOOD SERMICE Assigned
SPM30008DZT01 - LABATT FOOD SERVICE Assigned
SPM30008DZT02 - LABATT FOOD SERVICE Assigned
SPM20008DZ703 - LABATT FOOD SERMICE Assigned
SPM30008DZT04 - LABATT FOOD SERVICE Assigned

CAGE Code: SK179

Contract Status
SPM302090DK008 - COCA COLA KOREA BOTTUING CO Assigned
Close Window

5. Click on the ‘Send Message’ link at the bottom of the screen to request changes to CAGE Code
assignments.

* Phone Number: | 7034457799 \E' Extension:
DSN: @|
* Email Address:  gbongo@mil.com @

* Confirm Email Address:

E View My CAGE Code Assignments

6. Enter the appropriate information in the ‘Message field’ -- either a request for new CAGE Codes or
a deletion of existing CAGE Codes — and click on the ‘Send’ button.

Send Message

Use this form to send a message to your STORES Reconciliation
Tool Account Manager. Please note, password reset requests will no
longer be handled through messaging.

Please assign 079MS5.
Please remove 014D1. |
Message:

[Send ] [ Reset ] [ Cancel

The message is sent to the user's Recon Manager.
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CHAPTER 8 -
DOWNLOAD CHANGES
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The ‘Receipts Without Invoices’ screen displays all receipts for a specified contract(s) assigned to the
user for which there no invoice has been submitted.

1. Select the ‘Download Changes’ menu option from the main menu and the ‘Download Invoice
Changes’ page appears.
I Home Reconcile Order Confirmations Fill Rate Maintenance Reports IDmmload Changes |Hessages
2.

Select a date or date range for which to run the report and click on the ‘Download’ button.
Download Invoice Changes

Dates Awvailable for download

® Saturday, October 08, 2011 - Tussday, October 11, 2011
O Tuesday, October 11,2011
O Monday, October 10, 2011
O sunday, October 09, 2011
© saturday, Octaber 08, 2011

Mote: These invoices are those that have been updated by the vendor and then refeased to EBS
for payment.

NOTE: If no data is available for the date or range selected, a message displays.

3. Click on the ‘Open’ button to open the report:

File Download

Do pou want Lo open of save this lile?

j Name:  IrvoiceChanges. bt
Type: Teot Document, 315 bytes
From 172.16.122.22

[ Open ][ save ][ Corce |

‘While fles from the Inbermet can be uselul, some lles can potenally
a T yous computer. If pou do not st the source, do not apen of
save this fle. Wha's the ik

The changes for the date range selected appear in Notepad:

B InvoiceChanges{1).1x1 - Notepad
Fis £t Format View Help

contract #|Irvolce #|Purchase Order HCLINM|Stock
#lquantitylunit price|pate relessed|y

SPH3O00B0P0Z6| 020~

$39901 INGIBIL0FLTLASL) COSO] SR 5010765439 2] 29120002001
12:00:00 AM|PATRICERECON

SPHIO00B0R026 | 020~

S39901ING3EZ1031 71651 COSLIBRLS00L 268612 2] 25, 251 00/202001
12:00:00 AM|PATRICERECON
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CHAPTER 9 -
MESSAGES
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1. Click on the ‘Messages’ menu option to view the messages.

I Home Reconcile

Order Confirmations Fill Rate Maintenance Reports

Download Changesl Messages | I

The ‘Message Bulletin Board’ page appears. New and unread messages are displayed.

STORES Reconciliation Tool

Message Bulletin Board

afgfafgfofar

Mew message from Palrice

Message from PWilliams 10003411

updated message 100411 10:22 pm PSW

MNew Message 10/5M 1: Welcom all MRV users to the new STORES
Reconciliation Toolll

MRY Lsers: Please see the STORES Reconciliation Tool help guide for
information on how to navigate the new system, Create Invoices will be the
place where you work on you create your invoices, Your invoices will now be
created based on the order information and not the receipt information. Ifthe
receipt infarmation differs, vou will then need to ga to the Mismatched Invoices
page o make corrections before the invoice can be submitted to EBS. Please
speak with your Account Manager for more information. Receipts without
Invoices screen will give vou information on receipis that are awaiting invoices
to be submitted. Invoices without receipts will display the current invoices that
were created based on the orders but have not yet been receipted. My User
Infarmation will provided you with your account information, as well a5 your
assigned CAGE Codes and contracts. You will also be able to send your
Account Manager a message

This is a new message for STORES Reconciliation Tool Users.

[ mark Messages as Read

2. Activate the ‘Mark Messages as Read’ checkbox to move the messages from the home page to

the ‘Message Bulletin Board’ until a Recon Account Manager inactivates it.
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Introduction

Application
STORES Catalog is an application designed to allow qualified users to create catalogs for export to STORES.

User Guide

The STORES Catalog Vendor User Guide was designed to describe the functionality of the STORES Catalog to
vendors to assist them in accessing this functionality.

STORES Catalog Basics
Prerequisites for accessing STORES Catalog:

¢ All STORES Catalog users must have a valid email address. Email notifications are the central form of
communication for account creation and maintenance throughout the system.

o All persons wishing to establish an account in the STORES Catalog system must submit a new account request
form online. The request form is available via a link on the STORES Web Log On screen (refer to Chapter 1).

e Each user must ensure that his or her account contact information is accurate and current when using the My
User Information screen available via a link on the STORES Catalog Main Menu screen.

e Passwords are valid for only sixty (60) days from their creation date and must be changed prior to expiration. A
notification on the Main Menu screen informs users of an impending password expiration starting ten (10) days
prior to expiration. This does not apply to users who are not required to use a password.

e Accounts are automatically inactivated when a password expires (only applies to password-required accounts),
when the account has been inactive for thirty (30) days or when a user has three consecutive failed logon
attempts. To be reactivated, a user must submit a reactivation request.
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Roles

This guide is written for vendors. There are two vendor roles available in STORES Catalog. These roles along with
their privileges are:

1. Vendor who can:

Modify an assigned active production catalog.

View an assigned production catalog.

Edit and view an assigned baseline catalog.

Accept DLA Standards for an item where applicable.
Change an assigned catalog’s status from Vendor Ready to Review Ready.
Download an assigned baseline catalog.

Download an assigned production catalog.
Generate catalog reports for assigned contracts.
View master stock numbers.

Access Master Catalogs.

Download the Vendor User Guide.

Access and edit his/her contact information.

A user may be assigned the role of ‘Vendor’ for one or more catalogs. A user may have only one role per catalog.

General Considerations

Browsers: The recommended browser is Microsoft® Edge. Screen shots are currently from Internet Explorer and will
be updated to MS Edge as changes occur to sections of this guide.

Timing out: For both security and system streamlining, STORES Catalog has been set to “time out” after 30

minutes of non-use. It is important to save any changes you make (typically by clicking the Save button). This
ensures that your work is retained in the system for future use.
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Customer Assistance
If you need assistance with information contained in your catalogs, please contact your account manager.

If you need assistance with the STORES Web application, please contact the appropriate STORES Help Desk:

CONUS (Philadelphia) COM: 888-755-4756

Email dlacontactcenter@dla.mil

OCONUS Europe DSN: 324-206-9685 COM: +49-631-71069685 Cell: +49173-384-1835
Europe/Africa Email dlatsstorehelp@dla.mil

OCONUS Pacific DSN: 315-243-3874 COM: +81-46-8163874

Email

For a list of STORES POC's (CONUS) see the URL below:
http://www.dla.mil/TroopSupport/Subsistence/Foodservices/Regions/ CONUS.aspx

For a list of STORES POC's (OCONUS) see the URL below:
http://www.dla.mil/TroopSupport/Subsistence/Foodservices/Regions/OCONUS.aspx

Troubleshooting

1. Crystal Reports

In order to have a clean browser history for the reports returning results using Crystal Reports, users should delete

browsing history from Microsoft Edge. The user selects Settings () followed by Settings and navigate to the the
“Privacy, Search and Services” section. Select the “Choose What To Clear” button next to Clear Browsing Data
Now.

Clear browsing data now () | Choose what to clear

A Clear Browsing History pop up will be presented with a Clear button to select. Close the browser after clearing the
data.

Clear browsing data N

Time range

All time

Clear now
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Proceed to start up the web browser again. Once the user reopens the browser and returns to STORES they should
be able to export the report results. In the event problems persist, the user may also select the keyboard
combination of "Control + F5" the browser will refresh and the issue with exporting results will be resolved.

What’s New?

As of September 2023

o “What’s New?” section — Provides a summary of changes in the guide.
e Chapter 3 — View/Modify a Baseline Catalog
= Chapter 3.1 Detailed View
¢ Replaced View/Modify Baseline Catalog — Detailed View screen shots to include these changes:

O

O
O
@)

@)

MPA — Text and Value are displayed in separate boxes.
Standardized — Text and Value are displayed in separate boxes.
PRF Standards — Text and Value are displayed in separate boxes.
MPA Purchase Date- Calendar Icon has been moved slightly to the right so it is not sitting on the
edge of the data entry box.
Navy/FIC (Item Indicators) text color has been changed to black and field background color
changed to yellow to be consistent with the other Items Indicators.
Some Item Indicators are spelled out:
e ArmyDng is now Army Dining Hall
e ArmyFld is now Army Field
e NvCg is now Navy Cargo

= Chapter 3.2. Add an Item
¢ Replaced View/Modify Baseline Catalog — Add Item screen shots to include these changes::

o

@)
@)
O

MPA — Text and Value are displayed in separate boxes.

Standardized — Text and Value are displayed in separate boxes.

PRF Standards — Text and Value are displayed in separate boxes.

MPA Purchase Date- Calendar Icon has been moved slightly to the right so it is not sitting on the
edge of the data entry box.

Navy/FIC (Item Indicators) text color has been changed to black and field background color
changed to yellow to be consistent with the other Items Indicators.

Some Item Indicators are spelled out:

ArmyDng is now Army Dining Hall

ArmyFId is now Army Field

NvCg is now Navy Cargo

NvQCOG is now Navy QCOG (Ship Store)

e Chapter 5 — View/Modify a Production Catalog
= Chapter 5.3 Detailed View (Production Catalog)
¢ Replaced View/Modify Production Catalog — Catalog Items Detailed View screen shots to include these
changes:

o

@)
@)
@)

o

STORES Catalog

MPA — Text and Value are displayed in separate boxes
Standardized — Text and Value are displayed in separate boxes.
PRF Standards — Text and Value are displayed in separate boxes.
MPA Purchase Date- Calendar Icon has been moved slightly to the right so it is not sitting on the
edge of the data entry box.
Navy/FIC (Item Indicators) text color has been changed to black and field background color
changed to yellow to be consistent with the other Items Indicators.
Some ltem Indicators are spelled out:
e ArmyDng is now Army Dining Hall
e ArmyFId is now Army Field
e NvCg is now Navy Cargo
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e NvQCOG is now Navy QCOG (Ship Store)
= Chapter 5.4. Add a Production Catalog Item
o Replaced View/Modify Baseline Catalog — Add Item screen shots to include these changes:
o MPA — Text and Value are displayed in separate boxes.
o Standardized — Text and Value are displayed in separate boxes.
o PRF Standards — Text and Value are displayed in separate boxes.
o MPA Purchase Date- Calendar Icon has been moved slightly to the right so it is not sitting on the
edge of the data entry box.
o Navy/FIC (Item Indicators) text color has been changed to black and field background color
changed to yellow to be consistent with the other Items Indicators.
o Some ltem Indicators are spelled out:
e ArmyDng is now Army Dining Hall
e ArmyFId is now Army Field
e NvCg is now Navy Cargo
¢ NvQCOG is now Navy QCOG (Ship Store)
= Chapter 11 Production Reports
= Chapter 11.2 832 Version Compliance Report(s)
¢ Replaced all screen shots for consistency reasons
e Replaced 832 Version Compliance Report screen shots to include these field names:
changes:
o DLA Standard Acceptance was changed to Accept DLA Standards
Gross Case Weight Measure was changed to Gross Case UoM
Tare Weight Value was changed to Tare Weight
Aluminum Weight Value was changed to Aluminum Weight
Tin Weight Value was changed to Tin Weight
Paper Weight Value was changed to Paper Weight
Plastic Weight Value was changed to Plastic Weight
Glass Weight Value was changed to Glass Weight
Vendor SKU was changed to SKU
o MPA Date to MPA Purchase Date
o Replaced 832 Compliance Report - Non Compliant Items Download Column Headings
screen shot to include these field names changes:
o DLA Standard Acceptance was changed to Accept DLA Standards
Gross Case Weight Measure was changed to Gross Case UoM
Tare Weight Value was changed to Tare Weight
Aluminum Weight Value was changed to Aluminum Weight
Tin Weight Value was changed to Tin Weight
Paper Weight Value was changed to Paper Weight
Plastic Weight Value was changed to Plastic Weight
Glass Weight Value was changed to Glass Weight
Vendor SKU was changed to SKU
MPA Date to MPA Purchase Date

O O O O O O O O

O 0O O O O O O O O

As of September 2024

e A recent update to the underlying code, which addresses some cyber concerns, may cause slight differences in
the display of certain webpages and calendar.
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Chapter 1: STORES Catalog Basics

The Log On screen for STORES Catalog is located at the following Internet address:
https://www.stores.dla.mil/stores web.

STORES Log On Screen (first page)

LUNCLASSIFIED SENSITIVE

DEFENSE LOGISTICS AGENGY | ) 11:)

57l

Troop Support & - :

Terms of Use

You are accessing a U.S. Government (USG) information system (18}
that is provided for USG-authorized use only.

By using this 1S {which includes any device attached to this IS), you consent to the following conditions:

*  The USG routinely intercepts and moniters communications on this IS for purposes including, but not limited to, penetration testing, COMSEC
monitoring, network operations and defense, personnel misconduct (PM), law enforcement (LE), and counterintelligence (Cl) investigations.

= At any time, the USG may inspect and seize data storad on this IS,

» Communications using, or data stored on, this IS are not private, are subject to routine monitoring, intercepfion, and search, and may be disclosed
or used for any USG-authorized purpose.

* This IS includes security measures {e.g., authentication and access controls) to protect USG interests —not for your personal benefit or privacy.

» Motwithstanding the above, using this IS does not constitute consent to PM, LE or Cl investigative searching or menitoring of the content of
privileged communications, or work product, related o personal representation or services by attorneys, psychotherapists, or clergy, and their
assistants. Such communications and work product are private and confidential. See User Agreement for details.

[ 1Accept These Terms

UMCLASSIFIED SENSITIVE

You must accept the DoD Terms of Use before you can log on to STORES.
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UNCLASSIFIED SENSITIVE

*

IMPORTANT NOTICE
Department of Defense (DoD) Public Key Infrastructure (PKI)
DoD has mandated that all personnel who access DoD systems must use PKI for all private web-enabled applications.
You are required to have a DoD-approved Common Access Card (CAC) or External Certificate Authority (ECA) certificate to access this site.
To learn who to contact to obtain a DoD-approved certificate go to
https:/ /www.transactionservices.dla.mil/daashome/pki contacts.asp

User ID: |

| Certificate Log On | | Non-Certificate Log On

Need an account created for yourself? Mew Account Request Form

Need cerificate info? Certificate FAQ (PDF)  Certificate FAQ (Word)
Need assistance? Contact the STORES Help Desk

or your area Regional Manager from either DLA Troop Support's CONUS or OCONUS sites.
Have comments about STORES? Let us know! Complete the ICE survey today.

UNCLASSIFIED SEMSITIVE

Object Function

User ID A field for entering your STORES Catalog User ID (not case sensitive).

Certificate Log On A button that allows you to log on to STORES Catalog using a certificate.

Non-Certificate Log On A button for logging on if you are exempt from using a certificate.

New Account Request Form A link to start the process of creating a new STORES account if you do
not have one.

Certificate FAQ A link to information about obtaining, installing, and logging on to STORES
using a certificate.

STORES Help Desk A link to display numbers and the email address for getting help using
STORES.

CONUS A link to the Food Services section of the DLA Web site within the
continental United States.

OCONUS A link to the Food Services section of the DLA Web site outside the
continental United States.

ICE A link to an Interactive Customer Evaluation (ICE) form allowing you to
enter comments about STORES and respond to the online survey.
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1.1: Log on to STORES Catalog

The process for logging on to STORES Catalog varies somewhat depending on one or more of the following
factors:

e You are activating an account.

e You are exempt from using a certificate.

e You are required to use a certificate.

e You are logging on for the first time with a certificate.

For information about obtaining a certificate and installing it on your computer, click the Certificate FAQ link on
the Log On screen.

1.1.1 Path 1: Non-Certificate Log On (Exempt from using a Certificate)

You may use the Non-Certificate Log On path and enter your STORES User ID and a Password to log on if a
STORES security administrator exempted your user account from certificate log on. Any attempt to log on using
this path will fail when a certificate is required. To log on without a certificate, follow the steps below.

STEP/ACTION

EXAMPLE

Open your browser and type
https://www.stores.dla.mil/st
ores web.

The DoD Terms of Use
display.

Read the DoD Terms of Use
and click
[ IAccept These Terms |

The STORES Log On
screen displays (next page).

Log On Screen (first page)

UNCLASSIFIED SENSITIVE

DEFENSE LOGISTICS AGENCY )

=
| D

D . &

)

Troop Support

Terms of Use

You are accessing a U.S. Government (USG) information system (1S}
that is provided for USG-authorized use only.

By using this 1S (which includes any device attached fo this IS), you consent to the following conditions:

* The USG routinely intercepts and monitors communications en this IS for purposes including, but not limited to, penetration testing, COMSEC
menitoring, network operations and defense, personnel misconduct (PM), law enforcement (LE), and counterintelligence (Cl) investigations.

+ At any time, the USG may inspect and seize data stored on this IS.

= Communications using, or data stored on, this IS are not private, are subject to routine monitoring, interception, and search, and may be disclosed
or used for any USG-authorized purpose.

« This IS includes security measures (2.g , authentication and access centrols) to protect USG interests —not for your personal benefit or privacy.
= Notwithstanding the above, using this IS does not constitute consent to PM, LE or Cl investigative searching or monitoring of the content of
privileged communications, or work preduct, related to personal representation or services by atforneys, psychotherapists, or clergy, and their
assistants. Such communications and work product are private and confidential. See User Agreement for details.

NOTE: You cannot proceed to
the Log On screen unless you
accept the DoD Terms of Use.

UNCLASSIFIED SENSITIVE
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STEP/ACTION

EXAMPLE

3. Enter your User ID on the
Log On screen and select

|  NonCertificate LogOn |

The Enter Password screen
displays.

STORES Web Log On Screen (with close-up)

UNCLASSIFIED SENSITIVE!

DEFENSE LOGISTICS AGENGY

Trlll]ll Support

IMPORTANT NOTICE
Department of Defense (DoD) Public Key Infrastructure (PKI)
DoD has mandated that all personnel who access DoD systems must use PKI for all private web-enabled applications
You are required to have a DoD-approved Common Access Card (CAC) of External Certificate Authority (ECA) certificate to access this site
Ta leamn who to contact to obiain a DoD-approved certificate go to

https:/ /www.tr; i ices.dla.mil /pki asp

User: [ ]
Certificate Log O NonCertificate Log On

Need an account created for yourself? New Account Request Form

Need cerfificate info? Cerificate FAQ (PDF)  Certificate FAQ (Word)
Need assistance? Contact the STORES Help Desk
or your area Regional Manager from either DLA Troop Support's CONUS or OCONUS sites.
Have comments about STORES? Let us knowl Complete the ICE survey today.

UNCLASSIFIED SENSITIVE

4. Enter your password.

5. Click to

continue; the Welcome
screen displays (see section
1.1.4 for an explanation of
the information presented).

-OR-

Click to return to

the STORES Log On
screen.

NOTE: You can modify the User
ID before entering the
corresponding password.

UNCLASSIFIED SENSITIVE

Enter Password Screen

UNCLASSIFIED SENSITIVE

DEFENSE LOGISTICS AGEN_I}Y 1) |\3_ A4

7~

Troop Suppori

DLA HOME

Enter Password
User ID: | CATALOGUSER ]

Password: ‘ ‘

Forgot your password? Click Here

DLA HOME

STORES Catalog
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STEP/ACTION EXAMPLE
6. Click Welcome Screen
The Main Menu screen displays Welcome

(see Chapter 2).
Last successful log on: 10/25/2011 12:00:00 AM

NOTE: If the Electronic User . ) q4-
Agreement has not been Last failed log on attempt: 3/22/2011 5:14.04 PM

accepted or the user was
reactivated, the user is required
to accept the Electronic User
Agreement again. Your Digital ID exemption expires: 12/31/2011

Your password expires; 12/24/2011
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1.1.2 Path 2: Certificate Log On the First-time (Digital ID Association Required)

You are required to create an association between a certificate and your User ID the first time you log on to
STORES using the Certificate Log On path. Create an association by following the steps provided below.

When you create an association, the distinguished name on the selected certificate is stored with your account
information as the “Digital ID.” Thereafter, you must use the same certificate/User ID combination to log on. This
association lasts until a STORES account manager or security administrator disassociates the Digital ID from
your account—an action that ordinarily occurs at your request or when your certificate is expired or revoked.
Dissociation requires you to create a new association the next time you use the Certificate Log On path.

IMPORTANT: Always close the browser session after logging off if you want to log on to STORES with a User ID
associated with a different certificate. Otherwise, the last certificate you selected is retained in your browser
session and you will receive a Digital ID Mismatch error when you attempt to log on.

STEP/ACTION EXAMPLE
1. Open your browser and type Prompt to select a Certificate
https://www.stores.dla.mil/store
s_web. X

Select a certificate for authentication
You'll be prompted to select a
certificate for authentication.
Select your certificate and then

Site www.stores.dlza.mil:443 needs your credentials:

the ‘OK’ button. —  TESTUSER.DAVID.1410003341
58 5ob b cass
The DoD Terms of Use Authentication - TESTUSER.DAVID. 1410003341
display. 10/19/2022
2. Read the DoD Terms of Use |
and click l
[ 1AcceptThese Terms | | Certificate information Cancel
The STORES Log On screen

displays (next page).
Log On Screen (first page)

NOTE: You cannot proceed to the
UNCLASSIFIED SENSITIVE

Log On screen unless you accept e DEFENSE LOGISTICS AGENGY | | 1

the DoD Terms of Use. =, ‘

Troop SIIIIIJIJH‘ +

Terms of Use

You are accessing a U.S. Government (USG) information system (1S}
that is provided for USG-authorized use only.

By using this IS (which includes any device attached fo this 1S}, you consent to the fellowing conditions:

* The USG routinely intercepts and moniters communications on this IS for purposes including, but not limited to, penetration testing, COMSEC
menitering, network operations and defense, personnel misconduct (PM), law enforcement (LE), and counterintelligence (Cl) investigations.

* Atany time, the USG may inspect and seize data stored on this IS.

« Communications using, or data stored on, this IS are not private, are subject to routine monitoring, interception, and search, and may be disclosed
or used for any USG-authorized purpose.

+ This IS includes security measures (s.g., authentication and access centrols) to protect USG interests —not for your personal benefit or privacy.

+ Notwithstanding the above, using this IS does not constitute consent to PM, LE or Cl investigative searching or menitoring of the content of
privileged communications, or work preduct, related to personal representation or services by atforneys, psychotherapists, or clergy, and their
assistants. Such communications and work product are private and confidential. See User Agreement for details.

UNCLASSIFIED SENSITIVE
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STEP/ACTION

EXAMPLE

3. Enter your User ID on the
STORES Log On screen and
select

Certificate Log On

The Choose a Digital Certificate
screen displays (next page).

Log On Screen (with close-up)

UNCLASSIFIED SENSITIVE]

DEFENSE LOGISTICS AGENGY _ J |'¢) 10 ))

PnunSnlle" : *’ 4):' - @@‘
9

A
.3

You are required to have a DoD-approved Common Access Card (CAC) or External Cerlificate Authority (ECA) cerificate lo access this site

IMPORTANT NOTICE
Department of Defense (DoD) Public Key Infrastructure (PKI)
DoD has mandated that all personnel who access DoD systems must use PKI for all private web-enabled applications.

To learn who to contact to obtain a DoD-approved certificate go to
vices.dla.mil/d h /pki asp

https:/ /www.tr

UNCLASSIFIED SENSITIVE

user:[ ]

< Certificate Log On | ‘ jlonﬁerliﬁcle Log On

Need an account created for yourself? New Account Request Form

Need certificate info? Certificate FAQ (PDF)  Certificate FAQ (Word)
Need assistance? Contact the STORES Help Desk
or your area Regional Manager from either DLA Troop Support's CONUS or OCONUS sites.
Have comments about STORES? Let us know! Complete the ICE survey today.
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12 September 2024



STORES Catalog — Vendor User Guide

Chapter 1: STORES Catalog Basics

STEP/ACTION

EXAMPLE

4. Select a valid certificate for
logging on to STORES and

click bt

The Enter Password screen
displays.

not a valid DOD CAC, FBCA, or a

will not be able to log on to
STORES.

NOTE: Depending on your
certificate and the level of security
associated with the certificate, you
may get a pop-up window (not

code, or PIN information. Enter the
requested information and click the
appropriate button to continue.

OTHER AVAILABLE ACTIONS:

help files.

[ View Certificate. .

. ]displays specific
information about your certificate.

cancels certificate log

on, which displays the Certificate
Problem screen (not pictured).

NOTE: If the certificate you select is

DOD-approved ECA certificate, you

pictured) requesting password, pass

Choose a Digital Certificate Dialog Box

Choose a digital certificate

Identification

' The website you want to wiew requesks identification.
U Please choose a certificate.

Mame Issuer L
COMTRACTOR-OME, CO,,,  DOD JITC CA-15

Thawte Freemail Member  Thawte Personal Freemai
COMNTRACTOR, CARMEN. ... DOD JITC EMAIL Ca-17
Gary's Mew Cert on 22

Swskem Test Rook A
Pl R T R e T W [0 JITC CA-17
Hennen,Gary.w . ORCL0,,, ORCECAZ

4 ?

[ More Info. .. ] ['-.-'iew Certificate...]

[ oK H Cancel ]

5. Enter your password.

6. Click to continue;

the Create Digital ID
Association screen displays
(next page).

-OR-

Click to return to

the Log On screen.

Enter Password Screen

UNCLASSIFIED SENSITIVE
B

DEFENSE LOGISTIGS AGENGY
Troop Support -

-
Iy ( )
) | ‘L‘\ 9

To Ml

*«n; o : ‘

DLA HOME

Enter Password
User ID: [SUBSISTUSER

Password: ‘

Forgot your password? Click Here

DLA HOME

STORES Catalog
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STEP/ACTION EXAMPLE
Make sure the Digital ID chosen is Create Digital ID Association Screen
the correct one before proceeding.
Create Digital ID Association
7. Click ; the digital
association Confirmation The ID displayed below is on the Digital Certificate you chose to log on to STORES|

screen displays. Do you wish to permanently associate it with User ID: SUBSISTUSER?

-OR- CMN=Army-Man.Ace. Aaron.|1.9000001123,
Digital ID on chosen Certificate: | OU=USA, OU=FKI, OU=DoD, 0=1.5.

. Government, C=US
Click to cancel the

association process and return
to the Log On screen.

NOTE: Email notifications are sent
to you and to the STORES
Administrator confirming that a
Digital ID was associated with your
User ID.

NOTE: You are required to use the
same Digital ID to log on with this
User ID in the future.

: Confirmation Screen
8. Glick |_Continue ]

The Welcome screen displays (see Confirmation
section 1.1.4 for an explanation of
the information presented).

HOTE: You must have a valid Digital ID association to use STORES.

A Digital ID association for User ID SUBSISTUSER has been created.

You will receive an email notification of this change.
The notification will be sent to the email address for this User ID.

: Welcome Screen

The Main Menu screen displays
(see Chapter 2). welcom e

Last successful log on: 7/8/2019 8:03:42 AM
NOTE: If the Electronic User
Agreement has not been accepted Last failed log on attempt: 1/2/2018 9:25:52 AM

or the user was reactivated, the
user is required to accept the
Electronic User Agreement again.

Continue
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1.1.3 Path 3: Certificate Log On

If a Digital ID from a Common Access Card (CAC), External Certificate Authority (ECA) (ORC, VeriSign, and
IdenTrust), or Federal Bridge Certificate Authority (FBCA) certificate is associated with your account, you can log
on to STORES using the Certificate Log On path without entering a password by following the steps below.

NOTE: If your certificate was dissociated, you are exempted from using Certificate Log On for up to 365 days.
During this exemption period, you are required to log on with a User ID and password. However, you may choose
to log on with your certificate at any time by following the instructions in section 1.1.2: Path 2: Certificate Log On
the First Time (Digital ID Association Required).

IMPORTANT: Always close the browser session after logging off if you want to log on to STORES with a User ID
associated with a different certificate. Otherwise, the last certificate you selected is retained in your browser
session and you will receive a Digital ID Mismatch error when you attempt to log on.

STEP/ACTION EXAMPLE
1. Open your browser and type Prompt to select a Certificate
https://www.stores.dla.mil/store
S _web. X

Select a certificate for authentication
You'll be prompted to select a

certificate for authentication. Site www.stores.dla.mil:443 needs your credentials:

Select your certificate and then
the ‘OK’ button. = TESTUSER DAVID. 1410003341
¢ DODID CA-65
T_he DoD Terms of Use Authentication - TESTUSER DAVID.1410003341
display. 10/19/2022
2. Read the DoD Terms of Use |
and click l
[___IAccept These Terms | | Certificate information Cancel
The STORES Log On screen

displays (next page).
Log On Screen (first page)

NOTE: You cannot proceed to the —
Log On screen unless you accept -y R ————
o D T of e, DEFENSE LOGISTICS AGENGY /0 (

Troop Suppert
10

rnmin ©
8

Terms of Use

You are accessing a U.S. Government (USG) information system (15)
that is provided for USG-authorized use only.

By using this IS (which includes any device attached fo this IS}, you consent to the following conditions:

* The USG routinely intercepts and moniters communications on this IS for purposes including, but not limited to, penetration testing, COMSEC
monitering, network operations and defense, personnel misconduct (PM), law enforcement (LE), and counterintelligence (Cl) investigations.

* At any time, the USG may inspect and seize data stored on this IS.

« Communications using, or data stored on, this IS are not private, are subject to roufine monitoring, interception, and search, and may be disclosed
or used for any USG-authorized purpose.

+ This IS includes security measures (=g, authentication and access controls) to protect USG interests —not for your personal benefit or privacy

+ Notwithstanding the above, using this IS does not constitute consent te PM, LE or Cl investigative searching or menitoring of the content of
privileged communications, or work preduct, related to personal representation or services by atforneys, psychotherapists, or clergy, and their
assistants. Such communications and work product are private and confidential. See User Agreement for details.

UNCLASSIFIED SENSITIVE
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STEP/ACTION

EXAMPLE

3. Enter your User ID on the Log
On screen and select

i

The Choose a Digital Certificate
Dialog Box displays.

Log On Screen (with close-up)

UNCLASSIFIED SENSITIVE

| \

IMPORTANT NOTICE
Department of Defense (DoD) Public Key Infrastructure (PKI)
DoD has mandated that all personnel who access DoD systems must use PKI for all private web-enabled applications
You are required to have a DoD-approved Commaon Access Card (CAC) or External Certificate Authority (ECA) certificate to access this site.
To learn who to contact to obtain a DnD approved certificate gn to

Useri:[ ]

< Certificate Log On ) Non-Certificate Log On

Need an account created for yourself? New Account Request Form

Need certificate info? Cerificate FAQ (PDF)  Cerdificate FAQ (Word)
Need assistance? Contact the STORES Help Desk
or your area Regional Manager from either DLA Troop Support's CONUS or OCONUS sifes.
Have comments about STORES? Let us know! Complete the ICE survey today.

UNCLASSIFIED SENSITIVE

4. The Welcome screen displays
(See section 1.1.4 for an
explanation of the information
presented)

5. Click

The Main Menu screen displays
(see Chapter 2).

NOTE: If the Electronic User
Agreement has not been accepted
or the user was reactivated, the
user is required to accept the

Electronic User Agreement again.

Welcome Screen

Welcome

Lastsuccessful log on: 7/8/2019 8:03.42 AM
Last failed log on attempt: 1/2/2018 9:25:52 AM

Continue

STORES Catalog
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1.1.4 The Welcome Screen

The Welcome screen lists up to four important pieces of security information for your account. The screen
depicted below shows all the possible information on one screen. A particular user never sees all this information
at once.

What you see after successful log on depends on:

e Your last successful log on (if any)

e Your last failed log on attempt (if any)

e The date your password expires (if a password is required to log on)

o The date your Digital ID exemption expires (if you are exempted from Certificate Log On)

Welcome Screen (close-up)

Welcome

Last successful log on: 10/25/2011 12:00:00 AM
Last failed log on attempt: 3/22/2011 5:14.04 PM

Your password expires: 12/24/2011

Your Digital ID exemption expires: 12/31/2011
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1.2: STORES Service Desk Request Form

The STORES Service Desk Form allows you to submit a request for Help Desk support 24/7 instead of only
during normal business hours. The form helps you provide enough information to resolve your issue faster.

STEP/ACTION

EXAMPLE

1. Atthe STORES Admin logon
screen, click the STORES Help
Desk link.

2. Atthe STORES Help Desk
popup window, click the email
link dlacontactcenter@dla.mil.

The STORE Service Desk Request
Form window displays (next page).

User Administration Screen

UNCIASSIFIED SENSITIVE

DEFENSE LOGISTICS AGENGY ) | )
e

Troop Support
enc t~!ﬂrwt§£§'fizzl§"‘
RES]

IMPORTANT NOTICE
Department of Defense (DoD) Public Key Infrastructure (PKI)
DoD has mandated that all personnel who access DoD systems must use PKI for all private web-enabled applications
You are required to have a DoD-approved Common Access Card (CAC) or External Certificate Authority (ECA) certificate to access this site
To learn who to contact to obtain a DoD-approved certificate go to
'www.transactionservices.dla.mil/daashome/pki contacts.as;

https:

UNCLASSIFIED SENSITIVE

User:[ ]

| Certificate Log On | |

Nen-Certificate Log On

Need an account created for yourself? New Account Request Form

Need certificate info? Certificate FAQ (D5 G0 ord
Need assistance? Contagihe STORES Help Desk
or your area Regional Manager from either DLA Reaa a0 OCONUS sites.

Have comments about STORES? Let us knowl Complete the ICE survey today.

STORES Help Desk Screen

STORES Help Desk

CONUS (Philadelphia): COM: 888-755-4756, Email: dlacontactcenter@dla.mil
OCONUS Europe: DSN: 324-206-9685; COM: +49-631-71069685; Cell: +49173-384-1835
DLA Troop Support Europe and Africa STORES Helpdesk: Email p@dia.mil
OCONUS Pacific: DSN: 315-243-3874; COM: +81-46-8163874

Fora listof STORES POC's (CONUS) see the URL below:
http:/iwww.dla.miliTroopSupport/Subsiste IFoodservices/Regions/CONUS.aspx

For alist of STORES POC's (OCONUS) see the URL below:
http:/mww.dla.millTroopSupport'Subsistence/Foodservices/Regions/OCONUS.aspx

Close Window

STORES Catalog
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STEP/ACTION

EXAMPLE

3. Enter all required information
(fields marked with an asterisk)
and optional fields (if applicable)
and check the appropriate
box(es) for Type of User.

4. To discard information you
entered and enter new or
revised information, click

£
5. Click l_Submit |

The system will create a new email
message from your default email
program list, addressed to the
STORES Service Desk. The body
of the email will be populated with all
of the information you entered in
step 3. The subject line of the email
will default to Service Desk
Request. (See next page.)

STORES Service Desk Request Form Screen

DEFENSE LOGISTIC
Troop Support

STORES Service Desk Request Form

otal Or

DLA HOME

$ AGE

City/Location

State]

Country|

UNITED STATES

EN(EX

Type of Usar|

[[]=TORES Catalag

[l stores ReconTool

Description;|

Ordering Paint]

ShipTo DoDAAL

CAGE Code|

Contract Number:|

Purchase Order:)

Invoice Numbar|

STORES Catalog

19

September 2024



STORES Catalog — Vendor User Guide

Chapter 1: STORES Catalog Basics

STORES Help Desk.

STORES Catalog

STEP/ACTION EXAMPLE
Service Desk Request Email
T From = sne dos@dia mi
Send Sﬁ To... diacantactcenter@dia. mil
6. CIiCk T jane. doe@dla.mil
oo . Subject: Service Desk Request
7. The email is received by the e ——————————————————— —

First Name: Jane

Last Marne: Dos

Email: jane . dee@dla.mil

Talephene: 2151234567

State: Pennsylvania

Country: UNITED STATINedos@dia.mi
Type of user: , STORES Customer
Description: Cannot connect to STORES Web,
Ordering Point:

ShipTo DoDAAC:

CAGE Code:

Centract Number:

Purchase Order:

Invoice Mumber:

20
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1.3: Request a New Account

Before using STORES Catalog, prospective users must complete a New Account Request Form by following the
steps indicated below.

STEP/ACTION EXAMPLE

1. Open your browser and enter Log On Screen (first page)
https://www.stores.dla.mil/stores
Web . IUNCLASSIFIED SENSITIVE
_ A7 DEFENSE LOGISTICS AGENCY ) | )11 :)
The DoD Terms of Use displays. FEE R Troop Support : . -

2. Read the DoD Terms of Use and l"”" ;
click [ | Accept These Terms ]

Terms of Use

The STORES Log On screen _ _
displays (bottom right). Ot provided or USG-authorisad uae anty. .

By using this IS (which includes any device attached fo this IS}, you consent to the following conditions:

« The USG routinely intercepts and monitors communications on this IS for purposes including, but not limited to, penetration testing, COMSEC
manitering, network operations and defense, persennel misconduct (PM), law enforcement (LE), and counterintelligence (CI) investigations.

- < Atany time, the USG may inspect and seize data stored on this IS.
NOTE - YOU CannOt proceed to the + Communications using, or data stored on, this IS are not private, are subject to routine monitoring, interception, and search, and may be disclosed
or used for any USG-authorized purpose.
Log on Screen Un|eSS you accept the + This IS includes secunty measures (e.g., authentication and access controls) to protect USG interests —not for your personal benefit or privacy.
+ Notwithstanding the above, using this IS does not constitute consent to PM, LE or Cl investigative searching or menitoring of the content of
DOD Ter’mS Of Use privileged communications, or work preduct, related to personal representation or services by attomeys, psychotherapists, or clergy, and their
assistants. Such communications and work product are private and co ial. See User Agreement for details.

UNCLASSIFIED SENSITIVE

3. Click the New Account Request STORES Customer Log On Screen (with close-up)
Form link.

UNCUASSIFIED SENSITIVE]

DEFENSE LOGISTICS AGENGY | ) 10)

)

Troop Support

The Account Requirements screen
displays (next page).

IMPORTANT NOTICE
Department of Defense (DoD) Public Key Infrastructure {PKI)
DoD has mandated that all personnel who access DoD systems must use PKI for all private web-enabled applications.
You are required to have a DoD-approved Common Access Card (CAC) or External Certificate Authority (ECA) certificate to access this site
To learn who to contact to obtain a DoD-approved certificate go to
https:/ /www.tri i vices.dla.mil/d h /pki asp

user:[ ]

| Certificate Log On | ‘ Non-Certificate Log On ‘

Need an account created for yoursel New Account Request Form

Need cerificate info? Ceriificate FAQ (PDF)  Certificate FAQ (Word)
Need assistance? Contact the STORES Help Desk
or your area Regional Manager from either DLA Troop Support's CONUS or OCONUS sites.
Have comments about STORES? Let us know! Complete the ICE survey today.

UNCLASSIFIED SENSITIVE
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STEP/ACTION

EXAMPLE

This screen contains links to two
actions that are required before an
account request can be approved,
plus two boxes that must be checked
before you can proceed with the New
Account Request.

1. Click the AMPS Instructions link
and complete the process (go to

pg. 22).

2. Click the Electronic User
Agreement link and read the
document.

3. Click the checkbox to indicate
that you have acknowledged the
AMPS requirement and accept
the Electronic User Agreement.

NOTE: You must access the
Electronic User Agreement before
clicking the checkbox; otherwise, the
checkbox is not clickable.

4. Select the checkbox at the bottom
of the window.

5. Click

Account Requirements Screen

Account Requirements
New Account Request

IMPORTANT: To establish a STORES account these steps must be followed:

1) You must create a DLA Account Management Provisioning System (AMPS) account and apply for an AMPS role specific to
STORES.

2) You must read and accept the Electronic User Agreement.
3) You must apply for a STORES Account.
4) You must have a PKI Certificate to access your STORES account within 60 days.

Requirements:
+ Click the link to access AMPS Instructions screen. Your STORES account will not be approved until you receive AMPS Role
Approval.

* AMPS Instructions

+ Click the link to access the Electronic User Agreement. You will not be able to request a STORES account until the Electronic
User Agreement is read and accepted.

* Electronic User Agreement

| acknowledge that | must receive AMPS Role approval, and must read and accept the Electronic User Agreement to be
granted access to STORES.

+ Read and accept the following requirements that you currently possess or will obtain PKI certificate and then click the
Continue button to create your STORES account.

PKI Certificate: The Department of Defense (DoD) has mandated that all users of DoD information systems must use an
approved Public Key Infrastructure (PKI) authentication mechanism. Therefore, a DoD-approved Commen Access Card (CAC)
or External Certificate Authority (ECA) certificate is required to access STORES. Such a certificate must be obtained within 60
days after the approval of a new STORES account.

An ECA Cerfificate is issued to DoD industry partners and other external entities and organizations. To learn about how to

obtain an ECA certificate, go to External Certification Authority Program (ECA). STORES can accept all ECA types

(Medium Assurance, Medium Token Assurance, and Medium Hardware Assurance).

A Commoen Access Card is typically issued to active military, DoD personnel, and DoD contractors. To learn about obtaining a
Commeon Access Card, you may contact your base personnel security office.

For exiernal certificate information, refer to Certificate FAQ (PDF) Certificate FAQ (Word)

The Certificate FAQ document is in Portable Document Format (PDF). To access this document, click on the
appropriate link above. This launches Adobe Acrobat Reader® in a separate browser window and displays the
item. Follow the Reader® application's instructions to print the item. If you do not have Adobe Reader® installed,
please visit Adobe's website to download the software.
v | acknowledge that | either currently possess a DoD approved PKI certificate (CAC or ECA) or will obtain a DoD
approved PKI certificate within 60 days of being granted access to STORES.

STORES Catalog
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Page display of AMPS -

Instruction Link

Page display of Electronic User

Agreement Link

—

Account Management Provisioning System (AMPS) Instructions Screen

DLA HOME

Account Management Provisioning System (AMPS) Instructions

IMPORTANT NOTICE:
If AMPS approval is not received, your account request may be rejected.

If you are in a deployed zone (i.e. Afghanistan, Irag, Saudi Arabia, Qatar, Bahrain, etc.}, you must contact
your logistics command to complete the account request process. Your logistics command will provide
the guidance and forms necessary for account approval.

Link to AMPS Site
Link to AMPS Job Aid (Customers and Vendors) - PDF Document
Link to AMPS Job Aid (Customers and Vendors) - Word Document
Link to AMPS Job Aid (DLA Representatives) - PDF Document

Link to AMPS Job Aid {DLA Representatives) - Word Document

1. Click on the link above to access the AMPS Access Instructions document.
2. Click on the link to access the AMPS Website.

Any issues or questions? Please email STORESAccountRequest@dla.mil or call the STORES Help Desk:

CONUS (Philadelphia): COM: 888-755-4756, Email: dlacontactcenter@dla.mil
‘OCONUS Europe: DSN: 324-206-9685; COM: +43-631-71069685; Cell: +49173-384-1835
DLA Troop Support Europe and Africa STORES Helpdesk: Email: dlatsstorehelp@dla.mil
‘OCONUS Pacific: DSN: 315-243-3874; COM: +81-46-8163874

For a list of STORES FOC s (CONUS} see the LIRL helaw
http:ii .dla.mil/TroopS ICONUS.aspx

For a list of STORES POC's (OCONUS) see the URL below:
http:/fwww.dla.mil/Troop Support/ Subsistence/Foodservices/Regions/OCONUS.aspx

Return

STORES USER AGREEMENT Screen

STORES USER AGREEMENT

TEM USER.
You when you
. sysiem] sk i gcwade o U 5. Goverrmeniauthonied use orly
+ Vo consen 3 i fokowng condBors:
o The U3 Govrment oubnely ol . (K8 W 0 [COMSEC) sorkeng, o detsn, M, b ool
ey comcigene 5 e
o Al tme. e S
gt a1 st and b decoa o o a3, Cowsrmnt s s
i i Sy b, i e 53 AW B0 R A e 5. SOV e o 0t per e o e
2 MCAmalari T s, L ah eI 3y a1 08 Rl COHRUIE RSN 0 PerSonnel SOV, W eEREENE, of CEUMETICGEnCE IHesag oraw
D!'yml et o s B aefs sl o T andcoer s
e orin any anyus pueposes opeain grocion,cr e L
Sl 1 s o e O by oAl PGS oMY,
B e ey — [emmp— p——
= Whear ay i commuricalo o i e (ot e . g, o« e 3 Gl of ol = ceemined ercans such natiers
ool s e e i s o on P e f 3 pivege o

=" Vaars ok taks reasans ot by Hoserer, or assarsen
o e e g s ang o oy

ar DX poky, W, such cases (o U35, Gaverrment
Pl et ey o el e e e Lol
= Thes Canotsons (es6ve 5 ConTen ey of I COMPLPSZ oM o AIA. 20 T3 W [F0WC0% TEGAT e U a1 Rcc e O (I TErTZBon, A s S COTAURCIENS A 0313 460 PAAEH 09 COPRTEAISL FUTAT, 198 S Goueerament shat b 38 esscnatss

comert e
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[ Surary of sch condions, Raroumet,
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Warning Message Screen
(Displays if both boxes not checked)
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NOTE: If you click [Continse | ithout

checking the checkboxes a message
displays (bottom right).

The New Account Request Form
Screen Request Type displays.

6. Inthe Request Type drop-down,
select STORES Catalog User.

The New Account Request Form
Screen refreshes, displaying the
request type selected and data entry
fields.

7. Enter your user information in the
appropriate form fields. NOTE:
All fields marked with an
asterisk (*) are required.

Some fields, such as User ID,
Password, and Email Address,
have rules that your entries must
follow in order to be valid. To
view the rules for a particular
field, click the question mark icon

ﬂ beside that field. This
displays the Data Entry Help
screen in a separate window with
the focus on information
pertaining to the selected field
help (see the User ID example,
next page).

8. When your entries are complete,

The New Account Request
Verification screen displays
(next page).

-OR-

Click to return to

Request Type selection.
-OR-

Click to return to the

Log On screen.

You must acknowledge before you can proceed.

Continue

Cancel

New Account Request Form Screen Close-up

New Account Request Form

* Request Type:
(Choose One)

None 3
None

STORES Customer (Web) User
STORES Catalog User k
STORES Reconciliation Tool

(@]

New Account Request Form Screen

New Account Request Form

* Request Type:

(Choose One)

* User ID:

* Password:

* Confirm Password:
Title/Rank:

* First Name:
Middle Initial/Name:
~ Last Name:

Suffix:

* Facility/Base Name:
* Street Address 1:
Street Address 2:

* City:

State:

* Country:

* Zip/Postal Code:

* Phone Number:
DSN:

* Email Address:

* Confirm Email Address:

STORES Catalog User v

UNITED STATES
®

@)

(3}

@)

()

@

f

TS

)

@)

()

Extension:
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STEP/ACTION EXAMPLE

9. Verify the accuracy of the
information you have entered.

hodif
e Ifitisincorrect, click

and return to the New
Account Request Form + Must be unique; that is, it cannot match any other User

ID in the system (The uniqueness of your entered User ID
screen to make the is automatically confirmed by the system)
necessary changes.

Must be at least 7 characters
. . submit
e Ifitis correct, cl|ck.

Data Entry Help Screen (Close-up of User ID Help)

UserID
A required field for all STORES accounts.

A valid User ID:

Must not exceed 25 characters

May contain alpha-numeric characters ( 0-9, a-z. A-Z)
Must not contain special characters

Must not contain spaces

MOTE: User ID is not case sensitive.

A Confirmation screen displays (next
page).

New Account Request Verification Screen

New Account Request Verification

Verify that the information entered below is accurate before submitting.

Request Type: STORES Catalog User
User ID: CATALOGUSER
Title/Rank:
First Name: Catlin
Middle Initial/Name:
Last Name: Logue
Suffix:
Facility/Base Name: Central Warehouse
Street Address 1: 158 Eriwn St
Street Address 2:
City: Albuquergue
State: New Mexico
Country: UNITED STATES
Zip/Postal Code: 88130
Phone Number: 3468303458 Extension:
DSN:

Email Address:

CLogue@Warehouse.com

Submit | [ Modify |

TOP OF PAGE

DLA HOME
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STEP/ACTION EXAMPLE
This screen confirms that your new Confirmation Screen
account request was submitted for
approval. Confirmation

A confirmation email is also sent to
the email address you submitted. New Account Request submitted for User ID: CATALOGUSER.
Another email is sent when your
account request is approved or

’ You will receive an email notification of the acceptance or rejection of your request.
rejected.

Motification will be sent to the email address you submitted in your request form.

Exit
10. Click Exit to close the

Confirmation and return to the TOP OF PAGE

STORES Web Log On screen.
DLA HOME
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1.4: Reset Password

If you are required to log on to STORES with a User ID and password but have forgotten your password, you may
request temporary access to STORES by following the steps illustrated below.

NOTE: if your account has been reactivated or your Digital ID Association has been removed, the steps to complete
those processes are the same as those for Reset Password, starting at Step 6.

NOTE: Account activation instructions are valid for seven (7) days and will allow you to log on to STORES with
limited access.

STEP/ACTION EXAMPLE
1. Onthe STORES Log On Close-up of STORES Log On Screen
screen, enter your User ID.
2. Select UserID: |
| Non-Certificate Log On |
The Enter Password screen Certificate Log On ] [ Non-Certificate Log On
displays.
3. Onthe STORES Web Enter Close-up of STORES Enter Password Screen
Password screen, select the
Click Here link. Enter Password

The Reset Password Request
screen displays. User ID: [MESTER12

Password:

[ Submit ] [ Cancel l

Forgot your password?
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STEP/ACTION

EXAMPLE

4. Enter your User ID and Last
Name in the fields provided;
both are required.

A I

Confirmation screen
displays.

NOTE: If a match is not found for
the entered User ID and Last
Name, the “User ID or Last Name
Invalid. Please try again”
message displays (Example A).

NOTE: If your account is inactive,
you will be redirected to the
Deactivated user Account
screen (see section 1.4 Request
Reactivation).

Reset Password Screen (with close-ups)

UNCLASSIFIED SENSITIVE

DEFENSE LOGISTIGS AGENCY

Troop Support 3

R RTINE
) | ',,',“..‘\'} )

() .S
Philadelphia Date/Time: 2/22/2011 1.19.04 PM
DLA HOME

eset Password Request
User ID: [ ]
Last Name: I I |

DLA HOME

UNCLASSIFIED

Reset Password Request

User ID: | Shoemaker

Last Name: |shoemaker

User ID or Last Hame Invalid. Please try again.

DLA HOME

This screen confirms that your
request to reset your password
has been received and that an
email has been sent to your
registered email address with
further instructions.

6. Open the email and follow the
instructions for completing the
Reset Password process.

7. Click .to close the

screen.

If you have followed the email
instructions correctly, the Terms
of Use screen displays.

Confirmation (of Password Reset) Screen

Confirmation

Your request to reset the password for User ID: MESTER12 has been received.
Instructions on how to complete this process will be sent to your registered email address.

STORES Catalog
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STEP/ACTION

EXAMPLE

8. Read the DoD Terms of Use
and click
[ 1Accept These Terms |

The STORES Account
Activation screen displays.

NOTE: You cannot proceed to the
Log On screen unless you accept
the DoD Terms of Use.

Log On Screen (first page)

UNCLASSIFIED SENSITIVE

LU JIE,
_ )l L&)

¥

DEFENSE LOGISTICS AGENGY

Troop Support

Terms of Use

You are ing a U.S. {USG) system (IS}
that is provided for USG-authorized use only.

By using this 1S (which includes any device attached fo this IS), you consent to the following conditions:

* The USG routinely intercepts and monitors communications en this IS for purposes including, but not limited to, penetration testing, COMSEC
monitoring, network operations and defense, personnel misconduct (PM), law enforcement (LE), and counterintelligence (Cl) investigations

« At any time, the USG may inspect and seize daia stored on this IS.

= Communications using, or data stored on, this IS are not private, are subject to routine monitoring, interception, and search, and may be disclosed
or used for any USG-authorized purpose.

« This IS includes security measures (e.g , authentication and access controls) to protect USG interests —not for your personal bensfit or privacy.

= Notwithstanding the above, using this IS does not constitute consent to PM, LE or Cl investigative searching or monitoring of the content of
privileged communications, or work preduct, related to personal representation or services by atiorneys, psychotherapists, or clergy, and their
assistants. Such communications and work product are private and confidential. See User Agreement for details.

UNCLASSIFIED SENSITIVE

9. Enter the User ID and Last
Name associated with the
account.

10. Click .

The Reset Password screen
displays.

Close-up of Account Activation Screen

Account Activation

User ID:
Last Name:

11. Enter a new password and
confirm it.

NOTE: Passwords must be at
least 8 characters in length.

12. Click

A Confirmation screen displays.

NOTE: closes the

browser session and terminates
the password reset process.

Reset Password Screen

Reset Password

(* Indicates 3 Required Field)
User ID: MESTER12
* New Password: Q)

* Confirm Password:

Continue | |Reset] I Cancel
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STEP/ACTION EXAMPLE
You have successfully reset your Confirmation Screen
password.

Confirmation
13. Click .

The password for User ID: MESTER12 has been reset.
A confirmation email has been sent to your registered email address.

The STORES Log On screen Logon
displays. You can now log on

with the new password.
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1.5: Request Reactivation

If your STORES Admin account is inactive and you have not already submitted a reactivation request, you may
request reactivation electronically by following the steps illustrated below.

NOTE: You will be notified via email 14 days in advance of when your account is about to be deactivated due to 35
days of account inactivity. You will continue to receive a daily email until either your account has been accessed
successfully or the account has been deactivated.

STEP/ACTION EXAMPLE

If your account was inactivated by Deactivated User Account Screen
an administrator, your password

has expired, you had three
consecutive log on attempts, or .
your account has been inactive for Deactivated User Account
35 days, the Deactivated User The account for User ID: BZVENDQR has been deactivated.
Account screen displays. Deactivation Reason: Exceeded Allowed Log On Attempts
To request reactivation of your account, click Submit Reactivation Request

1. Click If you are not BZVENDOR, click Cancel to return to the Log On screen.

[ Submit Reactivation Reguest ] [ Submit Reactivation Request ] [ Cancel ]

A Confirmation screen displays
stating that a Reactivation
Request has been submitted.

An email confirmation is also sent
to your registered email address.

2. Click the Exit link. Confirmation (of Reactivation Request) Screen

The Log On screen displays.

NOTE: You will be notified via
email when an Account A Reactivation Request for User ID: BZVENDOR has been submitted.
Administrator processes your A notification of this submission has been sent to your registered email address.

request. If your account is Exit
reactivated, follow the instructions —
in the email to complete the
Account Reactivation process.
The final steps are the same as
those for the Reset Password
process (See section 1.3, Step 6).

Confirmation
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1.6: Password Expiration Notification

The Password Expiration Notification displays only if you are required to use a password to log onto STORES.

STEP/ACTION EXAMPLE

A notification message displays at the Main Menu Screen

top of your Main Menu screen when STORES Catalog - Main Menu
your permanent password is about to Baseline Catalog Maintenance
eXpire (aS in the example on the lower Production Catalog Maintenance

rlg ht) . Master Stock Mumber
st NOTIFICATIONS
T_hIS notification message beglns to gﬂas?:c:alois ALERT: Your password expires in 2 days. Click here
display ten (10) days from the Eem R to change it
password expiration date and Emj:md‘fepms
continues to display until you have Yzw;:wmt
entered and saved a new permanent
password or until the current
permanent password expires. Main Menu Screen (close-ups of expiration messages)
To change your permanent password, NOTIFICATIONS
click the notification message link to
display the My User Information _ _ _
screen (See Chapter 11). ?LE?T: YDQE password expires in 3 days. Click here
o change it.

1.7: Timeout Notification

The Timeout Notification for security purpose, displays when a user leaves STORES unattended for more than 15
minutes, the system displays a pop-up warning message with a time counter to notify the user of the timeout

STEP/ACTION EXAMPLE

A notification message will display in Main Menu Screen (and close-ups of expiration messages)

the m|dd|e Of yOUI' screen When yOU Your STORES session is about to expire due to inactivity in
have left the system unattended for 230

15 minUtes Continue Log Off
This notification message begins to
display 3 minutes prior to the actual
timeout. The pop up warning will
continue to display until:

1. The 3 minutes have expired —
Exit STORES

2. The user selects the Continue
button — Stay in STORES

3. The user selects the Log Off
button — Exit STORES
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1.8: Logoff Notification

The Logoff Notification for security purpose, displays a logout message to indicate the reliable termination of
authenticated communications sessions

STEP/ACTION EXAMPLE

‘ WoTIHCATIONS

On the header bar of any screen:

Select the LOGOFF link.
2. A Logged Off notification

message will display, when you 2. DEFENSE LOGISTICS AGENCY

have successfully logged out.

i N ]
“li*

Logged Off

Youhave logged out of the STORES Web Application.
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Chapter 2: STORES Catalog Main Menu

Before a vendor can access STORES Catalog, he or she must be an active user and have one or more assigned

catalogs to complete.

STEP/ACTION

EXAMPLE

All catalog activity is initiated from the
Main Menu. The Main Menu
contains two major elements — the
Functions Menu and the Notifications
box. The available menu links
displays based on the user’s role.

STORES Catalog Main Menu Screen

g,

NOTIFICATIONS

............ o

Frr—

The Menu section consists of eight
expandable menu options (bars).

1. To expand a menu group, click
the appropriate menu bar. For this
example click Baseline Catalog
Maintenance.

Main Menu -

Menu Bar Section

STORES Catalog - Main Menu

Item Request

Reports
Downloads

Bazelne Catalog Mamtenance
Production Catalog Maintenance

Master Stock Number
MMaster Catalogs

Your Account

The Baseline Catalog Maintenance
sub-menu displays.

Main Menu — Baseline Catalog Maintenance Sub-menu

STORES Catalog - Main Menu

Bazelme Catalog Mamtenance
Production Catalog Maintenance
Item Request

Master Stock Number

MMaster Catalogs

Reports

Downloads

Your Account

View Modify Baseline Catalog
Views Set Empty'Delete Bazelne Catalog
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Notifications Overview

Main Menu — Notifications Section

MNOTIFICATIONS

1 ALERT: Your passward expires in 2 days. Click here ta change
it.

2 1 Catalog is inactive,

3 3 Catalogs are ready for review

4 1 Catalog is ready for submission

5 1 Catalog has been submitted in the |ast 7 days

The notifications section provides a summary of account and catalog information that is of particular interest to
the user.

Catalog notification elements are as follows:

1. Password Alert Notification. This alert only displays when a user is exempt from the certificate
requirement. This notification indicates the exact number of days remaining until the password expires (from
“10 days” to “Today”). It displays when the user’s password is due to expire within the next 10 days.
Clicking this link will display the My User Information screen. This notification does not apply and does not
appear if the user is not required to use a password.

2. The Inactive Catalog Notification. This notification alerts a user to the total number of assigned contracts
which are inactive. Clicking the notification link displays the View/Set Baseline Catalog Status screen
filtered for inactive contracts. This alert appears only when one or more assigned catalogs are inactive.

3. The Catalogs Ready for Review Notification. This notification alerts a user to the total number of assigned
contracts which have a status of ‘Review Ready’. Clicking the notification link displays the View/Set
Baseline Catalog Status screen filtered for ‘Review Ready’ contracts. This alert displays only when one or
more assigned catalogs have the ‘Review Ready’ status.

4. The Catalogs Ready for Submission Notification. This notification alerts a user to the total number of
assigned contracts that have a status of ‘Submission Ready.’ Clicking the notification link displays the
View/Set Baseline Catalog Status screen filtered for ‘Submission Ready’ contracts. This alert displays
only when one or more assigned catalogs have the ‘Submission Ready’ status.

5. The Catalogs Submitted Notification. This notification informs the user as to the number of assigned
catalogs submitted within the last seven days. Clicking the notification displays the View/Set Baseline
Catalog Status screen filtered for catalogs submitted within the last seven days. This alert displays only
when one or more assigned catalogs meet the seven day submission qualification.
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Chapter 3: View/Modify a Baseline Catalog

3.1: Detailed View

A user who is assigned a catalog and has the role of ‘Vendor’ for that catalog may view and edit items and add
items to the catalog. Catalogs can be modified only if they have a status of ‘Vendor Ready.” Catalogs with a
status of ‘Being Built’ are not available for viewing or editing.

STEP/ACTION

EXAMPLE

1. From the Main Menu, place your
cursor over the Baseline Catalog
Maintenance menu bar and
select View/Modify Baseline
Catalog from the sub-menu.

The Select Contract screen displays.

Main Menu - Catalog Maintenance Sub-menu

View/ MWl odifyy Baseline Catalog
View/SetEmptyDelete Baseline Catalog

NOTE: The Select Contract screen
displays with a drop-down menu of
contracts that are assigned to the
user and do not have a status of
Being Built.

2. Select a baseline contract
number.

3. ok [ Contnue ]

The Detail Screen displays.

Select Contract Screen (two example close-ups)

Contract Number: | Select a Contract |+

Select a Contract
SPMI00030 1307
SPM3I000801345

SPMI000B0 1035
SPM3000801333
SPMI000E0 1321
SPMI00020 1034
SPMI000801139
SPMI00080 1157
SPMI000801119
SPMI000B0 1282
SPMI000B0 12583

g

Contract Number: ISPM30011D3455

Conce|
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STEP/ACTION

EXAMPLE

The Detail screen permits a user to
view/edit line items (stock numbers)
on a case-by-case basis.

¢ Information that may be edited
displays in white. Non-editable
data appears in beige or yellow

monitor).

e [f a contract is not editable due to
the assigned user role or catalog
status, the shading of the fields
remain the same; however, Read
Only displays near the status on

(the displayed contract is not in
Read Only mode).

e A red asterisk (*) indicates
required information.

e Two red asterisks (**) indicates
required conditional information.

NOTE: Some fields cannot be
edited when the Stock Number
Standards are in effect for the item.

(exact color varies from monitor to

the upper left portion of the screen

Detail View Screen

STORES Catalog - view/Modiy Baseline Catalog - Detailed View

Contract: SPEONLADN428  Status: Reiew Ready 832 Version: 1
G | E il :lsm s Tahle View  Abbr. Table View
(Ttem Number/Name Extended Item Description Vendor Ttem Details
Stock Number *  |852001E113024 [lsticed, <hick, pen baked, (o tecs toast), 22 o Economic Indicator* |0
Unit of Issue 5 Unit of Measure
Status (T | PRF * ‘U/ D Price * ‘ ‘ ER
parthumber® e (il g
/) ndicator |
Extended Tiem | BREAD, AITE, FRESH, endor Ttem Description * -
Name | mow— - - - y — Multiple ‘
BREAD, WKITE, FRESH, SLICED, THICK, PAN BACED, (FCR TENAS TOAST), -
ra it Per Purchase
(Comments) * Pack” -
- : E]
Size™ fun |UoM oz Code s
SKU ]
Miscellaneous
(Gross Measures y
; ~ Product Price 5144
Case Weight ‘ Special Ordering Instructions
wseleihvon || st Lfe
Stef e Uit = |
Volume
. Distribution Fee
Volume Uoh v B
llowances Lead Time Days ‘Min. Order Quantity I:l —
Distribution Fee ‘
HAPA =
‘ WP Indcstor MPA Purchase Date j e ‘E
Foud Show ‘ tandrized PR Standards Idiator
Promational == ‘ I;(ept DLA Standards E DLA Unique v
More Fialds |

tenconoetel)  temfevenes)  Euce o sutmissin D Itamhawlmdy[:

Tem 1ots Save Deete  Reset [First] [Previous] [Nedt] [Last]

* indicaces a required field
** indicates a candone  required feld
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View on Screen Load .
1 STORES Catalog - view/Modify Baseline Catalog - Detailed View
Contract: SPE0014DW429  Status : Review Ready 832 Version: 1 Tiew Reparts v ‘ Go! ‘ 5 6
Ttem Number/Name Ttem Description [Vendor Item Details
Stock Number = 892001E113024 sliced, thick, pan baked, (for texas toast), 24 oz pg Economic Indicator 0 \
Unit of Issue be Unit of Measure * P ]
Status CTIVE PRF ~ |/ Price ~ | \ $1.24
Part Number 70008 [EaEEh R
— 4| Indi [ ]
Extended Ttem BREAD, WHITE, FRESH, Vendor Item Description - =
7 Name 4 Multiple | |
BREAD, WHITE, FRESH, SLICED, THICK, PAN BAKED, (FOR TEXAS TOAST), _
P 28 07 PG Package Details
Brand Units Per Purchase =
(Comments) = Pack =
£ size = 2200 [uom |cude = |ps
sku
Miscellaneous
Gross Measures 4
B = llProduct Price 51.24|
Case Weight ‘ Special Ordering Instructions
Case Weight UoM == | ShetfRis
e ] Shelf Life Unit =
= Distribution Fee
5 _ e —
8 lowances. ead Time Days in. Order Quantity P — ]
NAPA == ipa tndicator |MPA Purchase Date | ] e —
Food Show ™ st [ore standaras Indicator vl
promotional *~ Accept DLA Standards [ ] DLA Unique
More Fields T
9 complete () rtem Reviewed ) Exclude From Submission () Item Request Ready [
10 tem  1of15 [nddzem | [save | [oetete] [Reset ] 12 fevionss e o
indicates a required field
= indicates a conditionally required field
Bottom of Screen — Expanded View
13 Fewer Fields 4
[Value and Unit of Measure
14 Tare Weight ||paper weight |Aluminum Weight Plastic Weight [ | Glass Weight [ Tin weight |
[Tare Unit of Paper Unit of Alumi Unit of Plastic Unit of ] Glass Unit of Tin Unit of
Measure e e e Measure e
15 Ttem
NAPA | Marines | BDFA | Navy | RirF | AirFOpt
16 Army Dining Hall Army Field | R S— | Navy QCOG (Ship Store) Wartime Navy/FIC | ]
Overwritten Vendor Item Description
ttem Complete (] 1tem Reviewed (] Exclude From Submission (] Item Request Ready [
Item 1of 15 [First] [Previous] [Next] [Last]

* indicates a required field
“* indicates a conditionally required field

DETAILED VIEW Continued

The screen elements of a Detailed Baseline Catalog Record and its respective fields are as follows:
1. Contract and Status text display the current contract number and status. Read Only displays next to the status when a
contract is not editable.

2. View Reports drop-down menu is used to access reports about the contract. Selecting a report from this menu opens
the report in a new window.

3. The Filter drop-down menu is used to filter the set of line items displayed (e.g. all items, wartime items, etc.).

4. The Sort By drop-down menu is used to select the sort order for the collection of line items being displayed. If the
catalog is filtered for a specific stock number, this number becomes the entry area for the desired stock number.

5. Clicking the Table View link displays the Full Table View screen (page 41) while maintaining the currently selected sort
and filter options of the Detailed Baseline Catalog record.

. _____________________________________________________________________________________________________________________
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6.

7.

10.

1.

12,
13.
14.
15.
16.

Clicking the Abbr. Table View link displays the Abbreviated Table View screen (page 39) while maintaining the
currently selected sort and filter options of the Detailed Baseline Catalog record.

Item Number / Extended Item Name, Gross Measures, Allowances, Vendor Item Details, Catch Weight, Package
Details, Special Ordering Instructions, and Miscellaneous editing regions are used to view and update item details.
Stock Number, Status, Extended ltem Name, Extended Item Description, Abbreviated Description, Item Indicators,
Catch Weight Indicator, Manufacturing Price Agreement (MPA) Indicator, the Standardized checkbox, and the PRF
Standards checkbox cannot be updated by users. Vendor ltem Description, Package Unit of Measure, Packaging
Code, PRF Unit of Measure, and Units per Purchase Pack can be updated when the Stock Number Standards are not
applied to these fields. Package Size can be edited but will be limited to a range if Standards are applied to this field
Catch Weight Multiple can be updated if the Catch Weight indicator contains a “Y” , but its acceptable value may be
limited if the Stock Number Standards are applied. . Lead Time Days and Minimum Order Quantity cannot be entered
for OCONUS contracts. Fields with an asterisk (*) are required.

Clicking the More Fields link displays as "Fewer Fields" when and expands the screen to display additional fields (items
14-16).

A row of check boxes - allows users to track their status regarding a record and to mark an item from exclusion from
export. The Item Complete and ltem Reviewed check boxes are for internal tracking only. When attempting to save a
record a series of validation checks is run. If any validation fails, a notification displays and changes will not be saved.
Checking the Exclude from Submission box bypasses the validations for that item and allows any changes to be saved.
NOTE: An item with errors or an item that is not in Stock Number Catalog prevents a catalog from being submitted;
marking such records “Exclude from Submission” allows the catalog to be submitted without the specified records. The
Item Request Ready checkbox allows for an item, and it's set values to be exported to the item request process. The
export can be done on the table view screen.

Text displaying the number of items in the current catalog or filtered subset of the catalog.

Screen action buttons. The TR button is used for adding new stock numbers to the catalog. The

button must be clicked or any changes to the item will be lost when the user moves to another item or another screen.

The button deletes the current item from the catalog. The button replaces all values with the

previously saved values.

Navigation links allow users to navigate from line item to line item.

The Fewer Fields link changes to "More Fields" when clicked and removes items 14-16 from the screen display.
The Value and Unit of Measure region displays editable weight values and their associated Unit of Measures.
The Item Indicators region displays additional information about the item. These fields are not editable.

The Overwritten Vendor Item Description region displays the previous production version of the Vendor Item
Description. This field is not editable.

NOTE: This is the only screen on which a vendor can accept the DLA Standards for a baseline catalog item.

e Vendors can change the Accept DLA Standards from "N" to "Y" if the contract is active, the contract status is
"Vendor Ready" and Standardized is checked.
= |f Standardized is checked and PRF Standards is unchecked, the fields affected are — Package Size,
Package Unit of Measure, Package Code, Vendor Item Description, and Catch Weight Multiple for Catch
Weight Items.
= |f PRF Standards is also checked, the fields PRF Unit of Measure and Units per Purchase Pack are also
"locked."

e Changing the DLA Standards Acceptance for a baseline catalog does not affect the production catalog until the

catalog is submitted.
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3.2: Add an ltem

STEP/ACTION EXAMPLE
Detail View Screen — Action Buttons
1. Giiok (dd Item),
T_he Enter Stock Number screen [-—'u:I-:I Item] e ] [Delete] [ Reset ]
displays.
2. Enter a stock number. Enter Stock Number Screen (two example close-ups)
3. Gk
The Add Item screen displays. stock Number: |
NOTE: If the stock number already cancel |
exists in the baseline catalog, an error

message displays. [f this occurs,
enter a different stock number and

. Continue . ‘
click _ or click —

to return to the Detail screen without
saving the stock number.

200501E094893

Stock Number:

Continue Cancel
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STEP/ACTION EXAMPLE
The Add Item screen is similar to the Add Item Screen (with 2 close-ups)
Detail screen presented in the e —
preViOUS section bUt iS more ||m|t9d in e Srm—— sy Shm—

functionality. The screen details

reflect the specific stock number that

being added. Once the item details

have been entered, the user may:

e Save the item and return to the

catalog Detailed View.

e Save the item and add another
item.

e Reset the item values (restore to
previously saved values).

e Cancel the process and return to
the catalog Detailed View. If the
process is canceled the new item
is not added to the catalog.

NOTE: Attempting to save an item
without filling the required fields with
appropriate values results in one or | savesRewrn | | SavesAdd Ancther Reset | | Cancel |
more error messages. If this happens
the item must be completed correctly = Drl s 8 e Tt
before saving, or the “Exclude from
Submission” box must be checked to
allow the item to be saved with errors.

Item Complete [] Item Reviewed [] Exclude From Submission []

4. Without updating any values, click

[ Save & Return ] The Error
Pop-up window displays.

5. Click to return to the Error Pop-up Window

Add Item screen.

Fessage from webpage @
6. Select the “Exclude from

Submission” value.
You need to fix the following:

7. Click |__3save & Return | I\ *Part Number must be 1 to 25 characters long and only these special
characters are allowed: - £ & and space,

A message displays indicating that *Economic Indicator must be a number from 0 to 8.

the record has been added * Price divided by PRF rmust be at least $0.005,

successfully.

8. Click the message
button to return to the Detailed
View screen.
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3.3: Table View Screens

1. Select the Abbr. Table View link Close-up of the Detailed View’s table view links
on the Detailed View screen.

The Abbreviated Table View screen Table Yiew W@abbr. Table Yiey

displays. s

Abbreviated Table View (partial view) — Overview

I Contract: SPE30015D9250  Status : Vendor Ready 832 Version: 1 Iﬂl '
ritar
Page 1of2 Gotopage: [ | [First] [Previous] [Mext] [Last] [z]uetauled View Abbr. Table View III
Stock Number L SN3| ST‘ UoM PRF Vendor Ttem Description Vendor Price Product Price ﬁﬂmi Dist Fee %‘: e el = ICW Multi| Part Number (UPPP pJ Pho Brand({Comments’ EI |
7 - Days | Clgy |'nd| Date [Ind PSS ok Coda _
o5501E116538| E11 |A [BX | 1/[1 [TEA, CONC, (LIPTON BRISK), 3 GAL $21.45 s21.45| | | N loooooo 1 I3.00 GL |Bx ILIPTON BRISK ICED TEA |0
s5s01E116939( E11 |a[BX | 1 /[i [TEA, CONC, (LIPTON BRISK), 5 GAL $35.75 $35.75) | | N looooo 1 |5.00 6L |Bx |PEPSL/LIPTON ]
eass0ie116540] E1 A [BX | 1/[1 [TEA, CONC, RASPBERRY, (LIPTON), 21.45 21.45 N joooooo 1 |5.00 GL [Bx |LIPTON RASPBERRY ICED 1[0
esssoieriesaaf E11 (A [BX | 1/[1 |TEA, CONC, RASPBERRY, (LIPTON), 35.75 3575 N 00000 1 5.00 GL [Bx  |PEPSI/LIPTON o
B?BDmEnLBZEl e |afex | 1/t |BEV BASE, COLA, SWT, (PEPSI), 5 C 35.25 3525 N joooooo 1 5.00 GL [Bx  |pepsI o
lescooieiisens( 11 [a[BX | 1/[1 |BEV BASE, COLA, SF, (DIET- PEPSI) 35.25 3525 N TH 1 5.00 GL X [DIET PEPST o
96001E111829| E11 [A [BX | 1/ F‘\BE\J BASE, ORANGE-LEMON-LIME, 5 $35.25 $35.25 | N 606 [x |5.00 GL |Bx IMOUNTAIN DEW o
55001E111831( E11 |A[BX | 1/[1 |BEV BASE, CODE RED, SWT, (MOUN $35.25 $35.25| N 614 1 5.00 GL |Bx [MTN DEW CODE RED o
8 seo01e115008| E11 [Afco | 1/]1 CARBON DIOXIDE, COZ, FOR CARB | $0.01 $0.01 N jooooo 1 [z000 |8 fco E= o
96001E116405| E11 TIW [ 1/[i |BEV BASE, LEMON-LIME, SWT, (7 Ul $35.25 $35.25) N ooooo 1 5.00 GL |[BX  |PEPSL/7UP o

E Save Show Selected Edit Delete Msel
[First] [Previous] [Next] [tast] III

The screen elements of an Abbreviated Table View and its respective fields are as follows:

1. Contract, Status and Version — This text displays the contract number, contract status, and the current 832 version
against which items are validated. “Read Only” text displays next to the contract status when the contract is not editable.

2. View Reports — A drop-down menu used to access reports about the contract. Selecting a report from this menu opens
the report in a new window.

3. Filter — A drop-down menu used to filter the set of line items displayed (e.g. All, NSN Only, Wartime ltems).

4. Page number and navigation links. The number of pages is the total number of pages under the current selected filter.
With these links, the user can navigate from page to page sequentially or go directly to a specific page.

5. Detailed View link — If no items are checked (left column), clicking this link goes to the Detailed View while maintaining
the currently selected sort and filter options. If items are checked, clicking this link goes to the Detailed View filtered for
the items checked on the screen.

6. Full Table View link — Clicking this link goes to the Full Table View screen while maintaining the currently selected sort
and filter options.

7. Column Headings — Clicking any header other than PRF sorts the catalog by that column. Successive clicks on the
column header reverses the sort order. Clicking any check box in the column header row, alternately selects and
deselects all items on the screen and in that column. The “LSN3” column is included here for sorting purposes only.

8. Item editing region — This region allows users to edit multiple items at the same time.

9. Action buttons — Action buttons only apply to items on the current screen that have a check mark to the left of the stock
number. When changes are made to one or more items, the “Save” button must be clicked or all changes to the items
will be lost when the user moves to another screen or unchecks the item(s). If the “Show Selected” is clicked, the screen
is filtered to display only those items checked in the left column. The “Edit” button goes to the Detailed View filtered for
those records check on the current screen. The “Delete” button deletes all checked items from the catalog. The “Reset”
button replaces all values with the previously saved values. Unsaved changes are lost.

10. Page-to-page navigation links — These links provide the user with the ability to navigate from page to page.
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STEP/ACTION

EXAMPLE

The Abbreviated Table View
contains much of the functionality of
the Detail screen. This screen
displays the most commonly edited
fields shown on the Detail screen and
shows multiple records.

The Standard Acceptance setting
cannot be modified on this screen.

The Export to ltem Request button
will export any items marked Item
Request Ready to the item request
process that have not previously been
exported.

The action buttons (Save, Edit,
Delete, and Reset) become active
only for records checked on the left
side of the view.

The “Edit” button goes to the Detailed
View filtered for the items checked.

Clicking a stock number goes to the
Detailed View for that stock number.

Clicking the Detailed View link
returns to the Detailed View filtered
for the items checked or, when no
items are checked, all items in the
filter/sort set.

Clicking the Full Table View link on
this screen returns to the Full Table
View filtered for the items checked or,
when no items are checked, all item
in the filter/sort set.

Checking the box next to “
Number” alternately sel
all items on the page.

s/deselects

All columns, with the exception of
“PRF,” can be sorted by clicking the
column header.

NOTE: Checking one or more stock
numbers and clicking "Save" will run
validations on all the items in the
contract and update the "Record
Valid" flag on all items in the contract.
This applies to the Full Table View
screen also.

2. Click Full Table View. The Full
Table View displays.(Next Page)

Abbreviated Table View Screen (partial view)

Page 1of 10

Stock Number L SN3|ST]

uoM

Go to page:

PRE

fcs

40 /|1 [BANANAS, FRESH, LIGHT GREEN, #2

[ et

Vendor Item

Vendor Price

Product Price

[First] [Previous]

FEE

Mpa|
Ind

[MNext] [Last]

MPA Purch
Date

% cw multi| pf

$35.05

$26.59

jo13

111111111

lcs

20 /1 |BROCCOLI CROWNS, CHL, US¥1, 1/

$27.00

$18.50

[

fcs

5//i |CABBAGE, FRESH, RED, US#1, 1/5 U

$12.95

$4.45

03

91501E210¢

5| e21 |afcs

25/

CUCUMBERS, FRESH, SUPER SEL, US

$27.61

$19.11

Ume

Ccs

204

JLETTUCE MIX, CHL, CHOP, 4/5 LB BC

$18.30

|

91501E210115

cs

10 /

[LETTUCE, FRESH, LEAF, GREEN, US#

$27.73

$19.23

jo14

Ccs

30/

[LETTUCE, FRESH, ROMAINE, US#1, 1

$33.21

$24.71

014

cs

40/

PPLES, GOLD DEL, FRESH, USF, 88

$47.70

$39.20

jo11]

[

cs

m
I
(&

e =[x [>]2[>]=][>[>

40 /

b—“b—‘ b—“b—‘ b—“b—‘ =

PPLES, GRANNY SMITH, FRESH, MIf

$33.75

|
[
|
|
$26.80 |
|
[
|
[
|

§25.75

jo11]

cs

50/

[CABBAGE, FRESH, GREEN, US#1, 1/°

$36.50

$32.00

Show Selected

lo14

Abbreviated Table View (Action Buttons)

| Save |

| Show Selactad |

[ Edin |

| Dezlzte |

| Export to Item Request |

| Reset |

Abbreviated Table View Screen (partial view)

-------- 5tock Number |LSN3] 5T |UoM
S90S01E032215|EOD  |A IF
SS90S01E094223EQ0D A E
S90S01EQS4294|EQ0S D IH
S90S01EQISTFIEIEOD 1A IH
SO0S01EQSSTFELIIEOD |A IF
SO0S01EQIEIO0EDD 1A IF

Abbreviated Table View Screen (partial view)

Detailed Yiew

Full Table ¥Yiew

[
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STEP/ACTION

EXAMPLE

The Full Table View functions much
like the Abbreviated Table View
screen. The only differences are as
follows:

The Table View contains more of the
data displayed on the Detailed View.

e The Table View has the Abbr.
Table View link instead of the
Full Table View link.

e The Table View is more likely to
require using the horizontal scroll
bar to view all the item
information.

NOTE: The check box and “Stock
Number” column continues to display
when scrolling horizontally. This
feature also applies to the
Abbreviated Table View screen.

3. To exit to return to the Main

Menu, click &, Main Menu found

on the upper right hand corner of
the screen.

The Main Menu displays (not
pictured).

Full Table View Screen (partial view)

Contract: SP[;30011D3456 Status : Yendor Ready 832 Yersion: 1 View Reparts -

Filtter: Al -
Page lof6  Gotopage: [Next] [Last] Detailed View  Abbr. Table View
Lead| Dist i
Stock Number [Lsn3| 5T |uoM PRF Vendor Item Description Vendor Price | Product Price |Time| Distfee | Fee [MER %
Days| L f—
psosoienszoislens | LB [ L[t [BEEF RD, RUMP PAR-REMOVED, 5| $2.54 $2.40 | [
ss0s01e034s3afras | fos [ 124t [FRANKS, ALL BEEF, CHL, 6"LG, 4/1 $41.15 $37.66 | |
ss0s01e034834fe0s o fos [ 1oz [MEAT LInks §0.25 [ [ |
ssosoienssyselens | e [ 1141 [SAUSAGE, KNOCKWURST, LINKS, $35.21 $31.71 | |
esosoienssyealens | LB [ L[t BEEF POT RST, CHUCK, CKD, FZN $3.95 $3.51 | |
ponsoiensesnofeas [« LB | 1gft |BEEF RIBEYE ROLL STK, BNLS, FZ| $15.58 $15.44| | |
esosoienszssdlens | fCs [ 404t BEEF, GRD, BULK, FZN, 85% MIN | $89.60 $84.00 [ |
ssnsoie19131efr1s | LB [ 1t [BEEF TRIPE, HONEYCOMB, F2ZN, 1, $2.84 $2.70 | |
ss0s01e1933zefe1s o Jos | 104t BEEF LIVER, 5L, FZM, SKLS & DEV $17.01 $15.61 | |
« i v
[ Reset |
[Next] [Last]
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Chapter 4: View/Set/Empty/Delete a Baseline Catalog

The View/Set Catalog screen is the screen from which catalog statuses are changed. In addition
summary information is included for each catalog.

STEP/ACTION EXAMPLE
1. From the Main Menu, place your Main Menu — Catalog Maintenance Submenu
cursor over the Baseline Catalog I
Maintenance menu bar and ViewTlodify Baseline Catalog

select View/Set/Empty/Delete
Baseline Catalog.

The View/Set /Empty/Delete
Baseline Catalog screen displays,
which includes a series of columns
and with two filtering options.

View SetEmptyDelete Baseline Catalog

Search Options View/Set/Empty/Delete a Baseline Catalog Screen
Filter By Contract Status 1 2
This option allows filtering by contract — =
status. (1) [
Search by Contract | |== — S O O arints. i v -
You can also search by contract — T O O R T CPEE T T—
number. (2) — T O O T ez s -
If you enter partial characters of an — S O N R TR T T =
existing ContraCt number (any | = w|semMzo008D1115 [o3xeo 2 o 3 o 12 12 243172008 endor Ready
characters within the string), you can

Page 1 of 11 [Next] [Last]
Choose from a drOp-dOWH ||St Of [_Update Status | (_Empty/Delete ] [(Reset |

existing contract numbers that begin

with or contain these characters. (3) )
) Close-up of Filter by Contract Status Drop-Down List
If you enter partial characters and

click Go, the error message “Contract Filter By: [All Active =
Number must be 13 characters long Al Active

. » Being Built
and contain only letters and numbers Vendor Ready
will dlsplay. (4) Review Ready

Submission Ready
Inactive Contracts
Submitted in Past 7 Days
All Contracts

Search By Contract

If you enter a nonexistent or invalid
contract number, the error message
“Contract not found” will display. (5)

Catalog Status Table

All columns except the Change
Status (last) column are sorted by
clicking the column header. The sort
order alternates between ascending
and descending order when
consecutive clicks are made to the
same column header.

Clicking a contract number in the
Contract Number (first) column
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STEP/ACTION

EXAMPLE

causes the Detail Screen for that
contract to display. If the catalog has
a status of “Being Built” the contract
number is not underlined and is not
available for viewing or editing.

-See the next page for an overview of
the screen elements -

Close-up of Search by Contract Drop-Down List

(partial characters entered)

Search By Contract: ISP

SP030011D2944 |a
SPO3009702987 |
SPM30008D3206
SPM30008D3207
SPM3000701141
SFM30007D1191
SPM30007D1223
SPM3000701230 |
SPM3000701254

SPM30007D1260

SPM30007D1326) =

Close-up of Search by Contract Error Message
4 (partial characters entered and user clicks Go)

Search By Contract: |SPM

[Contract Mumber must be 13 characters long and contain only letters and numbers|

Close-Up of Search by Contract Entry

(no contract found)

Filter By: |Search By Contract

=] OR Search By Contract: [SPM30006D3208 Contract not found]

Close-Up of Search by Contract Entry

(contract number filtered)

Filter By: | Search By Contract

-

OR Search By Contract: |SPM30008D1035
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View/Set/Empty/Delete Baseline Catalog Screen Overview

Purgs Contrack Murnber |[CAGE CodelictiveTotal[Coamplete|Reviewed|Excluded|Invalid|Fix to Subrnit|lLast Subrnission Current Status Change Status
SPRMI000201034 |1I023 =1 0 0 0 0 0 125/ 2012 endor Ready | ----mmmemeeeioo w
SPM3I000S01035 ([1IU23 33 2 & 1 1 l 215/ 2012 endaor Ready W
SPM3000801119 |03XL0 1z |0 0 0 1z 1z 331/ 2008 endor Ready | cceemmmmmeeo o £

02 HL0 iz |0 (ul (ul 12 12 ef10/ 2008 B=ing Builtk | eeeeeemeieio hd
SPRM30002011 39 |33KLO 13 |0 0 0 0 0 1/30/ 2012 endor Ready | ----mmmemeeiioo w
SPM3I000S01157 |[03XL0 7 (ul (ul (ul 7 7 =/ zEfz008 endor Ready | cmcecmmemeeiaaao W

0z=L0 El (ul (ul (ul il &l Z/ 31/ 2008 Eeing Built W
SPM3000201282 |03XL0 10 |0 0 0 10 10 331/ 2008 endor Ready | cceemmmm o “
SPRM3000201283 |03KL0 10 |0 0 0 el il 3/31/2008 endor Ready | ----emmemeeiioo A4
SPM3I000201307 |d3KLO 7 0 0 0 7 7 531/ 2008 endor Ready | cmcemmemeeiaaaao w

10.

1.
12.
13.

The View//Set/Empty/Delete Baseline Catalog columns and their respective elements are identified as follows:

Purge. This drop-down allows a subsistence user to empty or delete a contract. This functionality is not available to
vendors.

Contract Number. A schema of numbers used to identify a formal agreement between two or more individuals
enforceable by law.

CAGE Code. The Commercial and Government Entity (CAGE) code under which the contract falls.

Active. The column displays a “Y” if the contract is still active; an “N” if inactive. If this indicator is “N” the contract status
cannot be set to “Submission Ready” and the contract cannot be submitted to STORES.

Total. The accumulative number of line items in the baseline contract.

Complete. The number of line items marked as complete (set on the Detailed View, Full Table View or Abbreviated
Table View screen). This indicator does not affect line item or contract submission.

Reviewed. The number of line items marked as reviewed (set on the Detailed View, Full Table View or Abbreviated
Table View screen). This indicator does not affect line item or contract submission.

Excluded. The number of records marked for exclusion from submission. Records marked for exclusion are not
included in a submission. This indicator is set on the Detailed View, Full Table View or Abbreviated Table View screen
and can be used to exclude records that would otherwise block submission, thus allowing a submission to be completed.

Invalid. The total number of line items that either do not meet validation checks or are not in the Stock Number Catalog
are considered invalid. If these records are not excluded from the submission, they will prevent the changing of the
contract status to “Submission Ready.”

Fix to Submit. The count of invalid records that have not been excluded from the submission. These records must
either be corrected or excluded from the submission before the contract status can be changed to “Submission ready.”
This number must be zero in order for a submission to occur.

Last Submission. The date the contract was last submitted to STORES.
Current Status. The current status of the contract.

Change Status. This column is used to change the status of individual contracts. The status can only be moved up or
down one status level at a time. Clicking the “Update Status” button updates the status of all records on the page
(except those records displaying “----“). Vendors can only move a contract from “Vendor Ready” to “Review Ready”.
The statuses (from lowest to highest level) are: “Being Built”, “Vendor Ready”, “Review Ready” and “Submission Ready.”
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Chapter 5: View/Modify a Production Catalog

5.1: Access a Production Catalog

Modifying a catalog in the production environment does not result in updates/changes immediately being available to
customers wishing to place an order. Changes display to customers only after the weekly catalog update or after a
special catalog update occurs.

A production catalog can be modified from the Catalog Items screen (this section), the Detailed View (Production
Catalog) screen (Section 5.3), and the Add Item (Production Catalog) screen (Section 5.4).

STEP/ACTION EXAMPLE

1. From the STORES Catalog Main Main Menu — View/Modify Production Catalog Sub-menu
Menu, place your cursor over the

. . STORES Catalog - Main Menu
Production Catalog Maintenance

menu bar and select View/Modify Baseline Catalog Maintenance
Production Catalog. Production Catalog Maintenance | YievViodify Production Catalog
Item Bequest

The Select a Contract Number

Screen displays. e fexjStuvek By
) MMaster Catalogs
NOTE: .If you have no as&gned_ s
p(lc;duitlon catalogs, this menu item Downloads
will not appear. Your Account
2. Select a contract number.
3. Click _ Select Contract Screen (two example close-ups)
‘I‘(/the CaE_aIOg IS aSSIQned with the role Contract Number: | Select a Contract +
endor™.
, . , SPM30008D1034
The View/Modify Production SPM20008D1035
Catalog ALERT screen displays. SPM30008D1091
SPM30008D1210

Contract Number: |SPM30008D1035

[ Continue | [ Cancel ]
4. Click [ continue | The View/Modify Production Catalog ALERT Screen
. IC| .
ALERT
i This is an interface with a “live™ catalog. Any

The Catalog Items screen dlsplays changes made here will be applied to the

(next page). STORES customer catalog upon the next

update.
[ Continue |
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5.2: Catalog Items

The Catalog Items screen displays somewhat differently for active and inactive contracts. If a contract is inactive,
the text “Inactive [Read Only]” follows the contract number. The example below shows an overview screen for an
active contract.

Catalog Items Overview (Partial View - Active Contract - Viewing)

1 Contract: SPE30013DP214 832 jon: 1 2 | View Reparts ~
Filter: | All Items Vl | 3
4 Page 1of 10 Go to page: 5 | E [First] [Previous] [Mext] [Last]
Deleted?(S A“roos:l“'em (;i—:ft")"f—'o"—s Stock T|  UoM RN | RDN Vendor Description Vendor Price | Product Price %
Edit | Delete N [[No Update | No Update 801501210013 | A [CS 1 BANANAS, FRESH, GREEN, #1, 1/40 £22.00 $19.05
[8 Edit | Delete ¥ |[Agreed v | Disagreed 891501E710020( A [CS 20|1 BROCCOLI CROWNS, CHL, US#1, 1/2 $17.10 $14.15
Edit Delete M |ADDr0VEd W | Review Meeded B891501F210045| A |CS 35|1 CANTALQUPE, FRESH, US#1, 12 CT, $17.11 $14.16
Edit Delete M |Appru\ded ™ || Review Meeded B891501E210045| A |CS 51 CARROTS, CHL, BABY, WHL, PEELED, £7.09 £3.64
Edit | Delete N [Approved v | approved 891501E710049 A [CS 5(1 CARROTS, CHL, SHRD, US#1, 1/5 LB $6.68 $3.23
Edit | Delete n [Approved v | Review Needed 891501E710051 | A [CS 5(1 CARROTS, CHL, STICKS, US#1, 1/51 $8.83 $5.38
Edit Delete M |ADDr0VEd W | Review Meeded B891501F210055| A |CS 20|1 CAULIFLOWER, FRESH, US#1, IW, 12 $17.88 £14.93
Edit Delete M |Appru\ded ™ || Review Meeded B891501F210054| A |CS 51 CELERY, CHL, STICKS, US#1, 1/5LB £8.75 £5.30
Edit | Delete N ([No Update v | no update 891501E710067| A |CS 11 CILANTRO, FRESH, 1 LB PG $6.16
Edit | Delete n [Approved v | Review Needed 891501E710074 A [CS 20|1 CUCUMBERS, FRESH, SUPER SEL, US $17.91 $14.96
Add Item 6 [First] [Previous] [Mext] [Last] 7
LT

2.

The Catalog Items columns and the respective elements are identified as follows:
1.

Contract Status and Version - Text that displays the current contract number and the 832 version against

which data is validated.

Reports drop-down menu. This drop-down contains a links to the “Pending Catalog Change Report” and the

"832 Version Compliance Report".

Filter drop-down menu. The filter choices are: "All Iltems", "Updated ltems", "Warning ltems", "Non-Warning

"

Items”,

Iltems", and "Specific ltem".
Catalog Items Page number and navigation links displays the current page and total number of pages under
the current selected filter (see Item 3 above).
“Go to page:” option. This option allows user to select a specific page for viewing.
“Add Item” button. This button displays on the top and bottom of the screen. Click this button to add a new

item to the catalog.

Deleted Items”, "Size Changed Items", "Unchanged Items", "Disapproved Items", "Review Needed

Page-to-page navigation links. These links display on the top and bottom of the screen and allow sequential
page-by-page navigation.
Stock Number/ Item viewing and editing region. In this section the item deletion status,
approval/disapproval status of both the customer and supplier side, Stock Number, Stock Number Deleted
Status, Unit of Measure, Ratio Numerator, Ration Denominator, Vendor Description, Vendor Price, Product
Price, Lead Time Days, Manufacturing Price Agreement (MPA) Indicator, MPA Purchase Date, Catch
Weight Indicator, Catch Weight Multiple, Part Number, Units per Package, Brand(Comments), Package Size,
Package Unit of Measure, Package Code, the Standardized and PRF Standards flags, the Standards
Acceptance flag, Economic Indicator, customer and supplier side names agreement or disagreement
reasons for item deletion, the customer and supplier side disapproval or approval reasons when applicable,
and the name of the person(s) who approved or disapproved the item are displayed. To edit an item, click

the Edit link. To delete an item, click the Delete link.
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NOTES:

If an item cannot be edited for any reason, the Edit and Delete links will not display.

Columns four and five (Customer Ops and Supplier Ops) columns have different values and function
depending on whether the “Deleted?” column is “Y” or “N”. If a “Y” appears in the column the values in
columns four and five can be “Agreed”, “Disagreed”, or “Change”. If the “Deleted” value is “Y” determine
whether the item will be deleted from a catalog but express the opinion of the individual reviewer. If the
“Deleted?” column has a value of “N” possible values in the columns four and five dropdowns are “Review
Needed”, “Approve”, “Disapprove”, and “Change Reason”. “No Update” in these columns indicates that

the item has not been updated since the last catalog update.

Only a subsistence or tech quality user with the appropriate customer or supplier side permission can make
changes in these columns. A user will only have access to the left or right side approval drop-down. An
item that has a status of "Review Needed" or "Disapproved" in one or both drop-downs will not make into
the customer catalog. An item with a “N: in the “Deleted” column will be deleted from the catalog if both the
left and right-side users have “Agreed” to the deletion.

To sort by a column, select the column header. Successive clicks on the column header toggles the sort
order between ascending and descending order.
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STEP/ACTION

EXAMPLE

To modify a production catalog, make
sure an active contract has been
selected. If necessary, begin with

Catalog Items Screen (partial view with one close-up)

Contract: SPE30013DP214 832 Version: 1

View B

Filter:  |Review Needed Items ~| [ Approve Remaining Items ]
Step 1 in Section 5.1 and select an —
. Page 20f7 Go to page: Gol -_Add Item [First] [Pravious] [Mext] [Last]
active contract. ’ -~
=L :::(Lem Rf:"t"":;:r:fm tock UoM RN | RDN Vendor Description Vendor Price
To Delete an Item: !.i ERAYENH A.|:p’;¢ielz.—.!.¥‘ﬂ(ewe'v: :\leeded :/ 1501E210195| A |BG 51 PEPPERS, RED BELL 5% 59.96
qm Delete N | Approved o (Review Needed 01501E210200| A |BG 51 PEPPERS, YELLOW BELL 52 $8.79
1_ To delete an item from the \m Delet= | N [Approved i\\awew Needed 91501E210238| A [€5 5|1 |RADISHES, FRESH, RED, TOPPED, US $8.47
COntraCt table’ CliCk D ete- \i % N Appr:-'w‘e: \\‘RA:‘\EW NEE:e: | 891501E210248| A |CS 20(1 LETTUCE, SALAD 4-WAY 4/5% z15.57
it | Delete N | Approve: ~ {Review Neede: 91501E210262| A |CS 81 STRAWBERRIES, FRESH, US#1, QT § 15.08
\E it | Delete N [Approved v W 1501E210 alcs 0|1 APPLES, FRESH, RED DEL, USF, 113 1 $22.01
& Delete N | Approved % ‘R‘é@:\ev:\(:leeded ~ | so1501€210311 | A [CS s0[1 CARROTS, JUMBO 50 $22.34
Edit &ﬂf N Approved v :*L\ Delete N | Approved % \RE\:\‘EW l:'geded 01501E210313 | A |CS 3[1 CAULIFLOWER, FLORETTES 4/3% £8.44
Ed it DElE@ N ;‘Dpr:"-v'ed N E \t\ Delete N Approved v ‘REV\:’.\‘N NE\dEd V| 891501E210: A |CS 51 ‘GARLIC, DRY, TOPPED, US#1, 1/5 LE $11.83
— - qﬁ\ Delete N Approved ~ ‘Rawe\:\NEE‘éﬁd V| 891501E210344| A (CS 35(1 LETTUCE, FRESH, ICEBERG, US#1, 2 $18.58
Edit Delete N Approved e
Add Ttem [First] [Previous] [Mext] [Last]
The About to Delete pop-up displays \
(below right) providing the opportunity Ex | poez | N |Aperoves =
to execute or to cancel the deletion. st | poet®| n |Approved =
Edit | Delete N Approved ~
. About to Delete Pop-up
2. Click to complete
the deletion of this item. FMessage from webpage
The Item Deleted pop-up displays
(below right)_ 'e' You are going to permanently delete Stock Number 831501E210013!
y' Continue?
0K J I Cancel
. . Item Deleted Pop-up
3. Click to confirm the
deletion. FMessage from webpage
P : |
The Catalog Items screen now { ! Ez:t?;ig?omg to permanently delete Stock Number 831501E210013!
displays with one a “Y” in the e
“Deleted?” column and
“Acknowledge” in columns four and
y 0K C |
five ( the default value that apply to [ J [ cance
the left/right side reviewer opinion of
the deletion).
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STEP/ACTION

EXAMPLE

To Edit an Iltem:

1. Select an item to edit and click
Edit. If necessary, begin with
Step 1 in Section 5.1 and select

Catalog Items Screen (partial view with one close-up)

Contract: SPE30013DP214

832 Version: 1

Filter: All Ttems A4
Page  10f10  Gotopage:| | Got]

[First] [Previous] [Mext] [Last]

View Reports ~

H Ops (Left Supplier Ops . -
an aCt'Ve ContraCt \. ol w e gl . |stoet UoM BN | RDN Vendor Description Vendor Price | Product Price
dit | Delete Y Acknowledge || A AlCS 401 BAMAMAS, FRESH, GREEN, #1, 1/40 $22.00 $19.05)
Edi Delete Y Agreed ~ ‘D\sagrﬁed V|51 020 A (CS 20(1 BROCCOLI CROWNS, CHL, US#1, 1/2 $17.10 $14.15)
Edit [\Delete N Approved v ‘Revvew Needed M4 cs 351 CANTALOUPE, FRESH, US#1, 12 CT, $17.11 $14.18)
Edt | elete| v |Acknowledge | Adwowledes v G PN a' PR e R e e W RESUIEs A Y 5|1 |cARROTS, CHL, BABY, WHL, PEELED, 57.08 53.64
it Dslst}\ N [Approved ~ |[#pproved S E2 10049 4 | €5 51 CARROTS, CHL, SHRD, US#1, 1/5 LB| $6.68 £3.23]
Fdit | Delete Y SEed Ao ‘DlsagrEEd ™ Edi\ | Delete N [Approved ~ |[Review Needed v 150151 | A |Cs 51 CARROTS, CHL, STICKS, US#1, 1/5 1| $8.83 $5.38
Edit Delete N Approved W \Review Meeded Edit w \ Approved ~|[Review Needed 1501€210055] W[ €5 w 1 CAULIFLOWER, FRESH, US£1, TW, 12 $17.88 $14.93]
Edit | DeNe N\ Approved ~ |[Review Needed | 31501E210084| A ﬁ\ 5\ CELERY, CHL, STICKS, US#1, 1/5 1B $8.75 $5.30)
’ Edit | Delete N \uudste ~|[No Update ~ | zs1501010067 | & €5 1|1 \GILANTRO, FRESH, 1 LB PG $6.16
Edit | Delete \N App\qed ~ |[#pproved ~ | za1501010074| & | €5 0|1 UNUMBERS, FRESH, SUPER SEL, US| $17.91 $14.98]
The Catalog Items screen displays \ \
with a second row for the selected a4 e (Fn] frevi] et
item. Editing takes place in this new
.. . . Edit | Delete Y Acknowledge e \Acknowledge hd
row. This information displays on the
Edit | Delete v |Agreed ~ |Disagreed v
next page.
Edit Delete N Approved e ‘REVIEW Meeded W

STORES Catalog

52

September 2024



STORES Catalog — Vendor User Guide Chapter 5: View/Modify a Production Catalog

Catalog Items Screen Overview (Editing — partial view)

Contract: SPEZ0013DP214 832 Version: 1 1 2 |\'ieu- Reports W
Filter: [All Ttems V| 3
C A ODS.“'EH) (R%[ﬁp—é )“:rumval Stock Number|(ST UoM RN | RDN Vendor Description Vendor Price Product Price
4 Edit | Delete Y Acknowledge hd |Acknowledge | 891501E210013| A | CS 40|1 BAMNANAS, FRESH, GREEN, #1, 1/40 $22.00 $19.05
Edit | Delete ¥ Agreed v |[Disagreed | ss1501E210020 | A |IcS 20(1 BROCCOLI CROWNS, CHL, US#1, 1/2 $17.10 $14.15
T e e N ) e
Edit | Delete N Approved v |[Approved | 821501E210045| A | CS 5|1 CARROTS, CHL, BABY, WHL, PEELED, 5£7.05 £3.64
Edit | Delete N Approved v |[Approved | 891501E210049| A | CS 5|1 CARROTS, CHL, SHRD, US#1, 1/5LB 56.68 £3.23
Edit | Delete N Approved » |[Review Needed ] @o1501E210051 | & | €5 5|1 CARROTS, CHL, STICKS, US#1, 1/51 58.83 £5.38
Edit | Delete N Approved “ |[Review Needed | @01501E210055| & | €5 201 CAULIFLOWER, FRESH, US#1, IW, 1 $17.88 $14.93
Edit | Delete N Approved » |[Review Needed | ao1501E210054 & | €5 5|1 CELERY, CHL, STICKS, US#1, 1/5 LB 58.75 £5.30
Edit | Delete N No Update v [[No Update | 891501E210057 | A | CS 1|1 CILANTRO, FRESH, 1 LB PG 56.16
Edit | Delete N Approved v |Appr0ved | 891501E210074| A | CS 201 CUCUMBERS, FRESH, SUPER SEL, US $17.91 $14.96
L4 2>

2.

The Catalog Items columns and the respective elements are identified as follows:
1.

Contract and Contract Version - Text that displays the current contract number and the 832 version
against which data is validated.

Reports drop-down menu. This drop-down contains links to the “Pending Catalog Change Report” and the
"832 Version Compliance Report(s)".

Filter drop-down menu. The filter choices are: "All ltems", "Updated Items", "Warning Items", "Non-
Warning Items”,” Deleted ltems”, "Size Changed Items", "Unchanged Items", "Disapproved Items", "Review

Needed ltems", and "Specific Item".

Stock Number/ Item viewing and editing region. In this section the ltem Approval Status, Stock Number,
Unit of Measure, Ratio Numerator, Ration Denominator, Vendor Description, Vendor Price, Part Number,
Product Price, Lead Time Days, MPA Indicator, MPA Purchase Date, Units per Package, Comments
(Brand), Package Size, Package Unit of Measure, Package Code, Standardized Indicator, PRF Standards
Indicator, Standards Acceptance Status, and the Economic Indicator are displayed. To edit an item click
the “Edit” link. To delete an item, click the “Delete” link.

Item edit region. If DLA Standards have not been accepted you may edit: Unit of Measure, Ratio
Numerator, Ration Denominator, Vendor Description, Price, Part Number, Units per Package, Comments
(Brand), Package Size, Package Unit of Measure, Package Code, and the Economic Indicator. If the
Standards have been accepted, edits will be restricted according to the level (Standardized or Standardized
and PRF Standards) of standards being enforced. To cancel changes click Cancel. To save changes click
the "Update" link.

NOTES:
e Changing the approval status of an item when editing on this screen (editing in area 5) will cancel any other

changes make to the item while on the screen. Changes made and saved prior to changing the approval
status will not be cancelled.

e The status of the Standard Acceptance cannot be modified on this screen.
e Scrolling all the way to the right will display the names of the Customer and Supplier Ops Reviewers and

their review results reason where applicable.

The “Update” link must be selected for any item being edited if changes are to be saved. Clicking “Edit” or
“Delete” on another item, before saving (updating) the current item, will result in changes being lost.
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STEP/ACTION

EXAMPLE

2. To cancel changes to an item that
is about to be updated in Edit
mode, click Cancel.

h

Update [ Cancel

The changes will not be saved and
the screen refreshes without the
editable row.

3. To save changes to an edited
record, and update the production
catalog, click Update.

Update | Cancel

ﬁ

Changes made to the item are saved
and the production catalog is
updated. The updated screen
refreshes without the editable second
row.

NOTE: If errors are found, a pop-up
window displays listing the values

on the pop-up message redisplays
the Catalog Items screen and allows
editing the record to continue.

Catalog Items Screen — Editing (partial view with one close-up)

Contract: SPE30013DP214

832 Version: 1

Filter:  |All Items v
Cust Ops (Left)  SupplierOnbs |op o\ NymberlsT|  UoM RN |RDN Vendor Description
Approval (Right) Approval
Edit | Delete Y Acknowledge W || Acknowledge | 891501E210013 | A | CS 40(1 BANANAS, FRESH, GREEN, #1, 1/40
Edit | Delete Y Agreed * || Disagreed v | 831501F210020( A | CS 20(1 BROCCOLI CROWNS, CHL, US#1, 1/3
TR
C5 35(1 CANTALOUPE, FRESH, US#1, 12 CT,
date | Cancel |™ Approved V ||Review Needed  V/|831501E210043| A ' . L !
u Ccs 351 \CANTALOUPE, FRESH, US#1, 12 CT,
L] L | Ay

dit | Delete \N Approved [ approved | ge1501E210045| 4 | €5 51 |CARROTS, CHL, BABY, WHL, PEELED,
\g_t Delete \ * || Approved | 831501F210049( A | CS 5(1 CARROTS, CHL, SHRD, US#1, 1/5 LB
M Delete N\ -  ||Review Needed ' |B21501E710051| A | CS 51 CARROTS, CHL, STICKS, US#1, 1/5 |
%j\ Delete N -  ||Review Needed 'V |B21501E210055| A | CS 20(1 CAULIFLOWER, FRESH, US#1, IW, 17
ﬂ; Delete N oV “ ||Review Needed ' |B21501E210064| A | CS 5|1 CELERY, CHL, STICKS, US#1, 1/5 LB

m\ Delete | N m\pdate \ v |[Ne Update | sa1sniEz10067| 4 |Ic8 1|1 |CILANTRO, FRESH, 1 LB PG
m\ Qge\eta N Appé\‘ed \t approved v | se1s01E210074| 4 | €S 20|t |CUCUMBERS, FRESH, SUPER SEL, US

needing correction. Clicking

Ipdate

Zancel
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5.3: Detailed View (Production Catalog)

STEP/ACTION

EXAMPLE

To Edit an Item in Full Screen:

1.

Select an item to edit and click the
Stock Number. If necessary,
begin with Step 1 in Section 5.1

Catalog Items Screen — Viewing (partial view with one close-up)

Contract: SPM30008D1035

Filter: | All Items hd

832 Version: 1

The Detailed View (Production
Catalog) screen displays.

. Page 20of10 Go to page: Add Item First] [Previous] [Mext] [Last
and select an active contract. L] [add o |
c 2 Ops (Left) (Rf—“ﬁp—"é ]'_':'Dm’il Stock T| VoM EN | RDN Vendor Descri
J.;....l...l.....l.. N EEEEEs EEEERER

Eat | Delete | | N ] Approved " Review Needed | 831501E210052| SN CS 351 |GRAPEFRUIT, FRESH,

Edt | Delets | N [Approved |[Review Nesded | aa1501E210082 .\m Delete | N |Approved v |[Disapproved | gonsoieatoner| é\ 151 |GREENS, KALE, FRESH,
elet A OV 0 " - | |
cdt | Deete | N |Approved ¥ [Disapproved ] saisoiezio0s? o At | Deete | N [Approved ~ |[Review Needed | 8e1501£210103 | & |€5 24(1  |KIWIFRUIT, FRESH, US
Edit Delet N A oved W |[Re Needed v |B91501E210103

el e o [Revien Needed | sstsmenoicy 'E&\' b= Rl el v Rl ¥ oS g o Al el BBty !\is 51 |onons, YELLOW, DRY,
\@ Delete N | Approved ~ [Review Needed *|s21501E210167| A& cs\ \AQ 1 ORANGES, FRESH, ANY,
dit \Delete | N (&pproved w|[Review Needed | Ba1501E210178| & |€5 \ 5\ PARSLEY, FRESH, US21}
E_A‘; ﬁéwste N | Approved ~|[Review Meeded | go1501E210195| A |BG 5(1 \|PEPPERS, RED BELL 52

Edit Delete M Approved e |Review Meeded |391501E210082
Edit Delete M Approved e | Disapproved | 891501E210057
Delete [Review Needed | 891501E210103

The Detailed View screen allows
users to view/edit a single line item.

Production Catalog Detail Screen

¢ Editable information displays in
white data fields. Non-editable STORES Catalog - y Production atlog - Catalag view
data displays in beige or yellow
(exact color varies from monitor to | e YT —
monitor) fields. Vendors cannot X - - pem e S0 b | [
update values in the DLA v crsie | ]
Evaluation section. L , j e—— ]
FRANE Vendor Item Description * (Catch Weight
) |f a Contract iS not editable due to ) XUGHKUTS, FRESH, C.AZED W/HAPLE, DBLONG, 12/76 :‘::::' :V
user role or catalog status, the Coanen” e
shading of the fields remains the ) / “ =
same with a status of “Read Only” | i
which will display near the status = ] e T
on the upper left portion of the b~ “ =0
screen. Volume UoM = v/ " ||pistribution Fee
Iallowiances Lead Time Days Min. Order Quantity IDistribution Fee  —

NOTE: Some fields cannot be i e e -

edited when Stock Number e~ e o scntrs T e v

Standards are in effect for the item. ot |

Editable fields will depend on the

832 Version and the contract type L

(for example CONUS or OCONUS). e i

DLA Evaluation fields are not

editable on this screen.
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DETAILED VIEW (Production Catalog)

View on Screen Load

STORES Catalog - View/Modify Production Catalog — Catalog Items - Detailed View

Contract: SPE30014DW428 832 Version: 1
Item Number/Name Item Description Vendor Item Details
Stock Number = 891001E1134Bl Unit of Measure Ipz
glazed w/maple, oblong, 12/pg ! |
Unit of Issue Iz PRF S | <10.00]
Status cTive | -
DLA Evaluation
Part Number 77117 N
Customer Side: | ]
DOUGHNUTS, FRESH
Item Name J o y | supplier side: I ]
FRANZ |Vendor Item Description * Catch Weight
Indicator [ |
DOUGHNUTS, FRESH, GLAZED W/MAPLE, OBLONG, 12/PG
Multiple | ]
Brand
(Comments) Package Details
Units Per Purchase
Pack =
4 Lllsize = 1200 luom
SKU ] - =
Ordering
|Gross Measures Product Price $10.06|
Case weight J Economic Indicator * [0
Case Weight UoM == ] Shelf Life
Volume ] shelf Life unit
Volume UoM == v 4 ==
[Allowances Lead Time Days Min. Order Quantity [ | stribution Foe
NAPA = MPA Indicator MPA Purchase Date \ =] Categony
aign Source
Food Show ~ standardized PRF Standards Indicator
Promotional == Accept DLA Standards DLA Unique
More Fields |
Update & Return
* indicates a required field
~ indicates a conditionally required field
Fewer Fields 4
5 [Value and Unit of Measure
ITare Weight | [Paper weight | | [atuminum weight | | [Prastic weight [ | [glass weight | | [rin weight | ]
6 [Tare Unit of Measure ] |Paper Unit of Measure | ] |Alllmim|m Unit of Measure | ] |Plasti( Unit of Measure | ] |Glﬂss Unit of Measure | ] |Tin Unit of Measure | ]
Item Indicators
7 Army Dining Hall Army Field Navy Cargo Navy QCOG (Ship Store) Wartime Navy/FIC
|overwritten Vendor Item Description
[bOUGHNUTS, FRESH, GLAZED W/MAPLE, OBLONG, 12/PG

n pdate & Return

indicates a required field
= indicates a conditionally required field
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DETAILED VIEW (Production Catalog) Continued

The screen elements of a Detailed Production Catalog Record and its respective fields are as follows:

1. Contract, Status, and Version - text that displays the current contract number and current 832 Version.
“Read Only” displays next to the contact number when a contract is not editable.

2. Item Number /Name, Gross Measures, Allowances, Vendor Item Details, Catch Weight, Package
Details, Miscellaneous, and the second column are editing regions used to view and update item details.
Stock Number, Status, Extended Item Name, Extended Item Description, Abbreviated Description, MPA
Indicator, Item Indicators Item Indicators, Catch Weight Indicator, the Standardized checkbox and the PRF
Standards checkbox cannot be updated by users. Lead Time Days and Minimum Order Quantity cannot be
entered for an OCONUS contract. Vendor Item Description, Package Unit of Measure, Packaging Code,
PRF Unit of Measure, and Units per Purchase Pack can be updated when the Stock Number Standards are
not being applied to these fields. Package Size can be edited but will be limited to a range if Standards are
applied to this field. Catch Weight Multiple can be updated if the Catch Weight indicator contains a “Y”, but
its acceptable value may be limited if the Stock Number Standards are applied. Fields under DLA

Evaluation cannot be edited. Fields with an asterisk (*) are required.
3. The More Fields link displays as "Fewer Fields" when clicked and expands the screen to display additional
fields (rows 6-8).

4. Screen action buttons. Click _Uedate 8 Return | 1 <o\e changes and return to the Catalog Items screen.

The %l button deletes the current item from the catalog. The ﬂl button replaces all values with

the last saved values. The __<302&l pytton returns to the Catalog Items screen without saving changes.
5. The Fewer Fields link changes to "More Fields" when clicked and removes rows 6-8 from the screen
display.
6. Value and Unit of Measure displays editable weight values and their associated Unit of Measures.
Item Indicators displays additional information about the item. These fields are not editable.

8. Overwritten Vendor Item Description displays the previous production version of Vendor ltem Description.
This field is not editable.

N

NOTES: This is the only screen on which a vendor can set acceptance of the DLA Standards for a production
catalog item.

e A vendor can change the Accept DLA Standards from "N" to "Y" if the contract is active and
Standardized is checked. If Standardized is checked and PRF Standards is unchecked, the fields
affected are— Package Size, Package Unit of Measure, Package Code, Vendor Item Description, and
Catch Weight Multiple for Catch Weight Items. If PRF Standards is also checked, the fields PRF Unit of
Measure, and Units per Purchase Pack will also be 'locked".

e Changing the DLA Standards Acceptance from "N" to "Y" on this screen will not affect the baseline

catalog.
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5.4: Add a Production Catalog Item

Adding an item to a production catalog works somewhat differently from adding an item to a baseline catalog. If the
item already exists in the customer catalog, the fields will be prefilled when the item is added. If standards were
previously accepted for the item, the standards will be accepted automatically and the affected standard fields will not
be editable. If the item to be added does not exist in a customer catalog but the Standardized or the Standardized
and PRF Standards have been set for the item by the Subsistence Supply Cataloging & Standardization Branch, the
corresponding standard fields will be prefilled and will not be editable.

STEP/ACTION

EXAMPLE

To Add an Item:

1. To add a new item to the catalog,
navigate to the Catalog Items

screen and click LAdd Item |

The Enter Stock Number screen
displays.

Catalog Items Screen (partial) — Viewing

Contract: SPM30008D1035 832 Version: 1 |\'ian-Repon_= )

Filter:

Page 20f10  Gotopage:|  [Gal — [First] [Previous] [Mext] [Last]

Deleted?(= 2 :::I{"em (R%ﬁp—"é ]'_':'Drmml Stock Number|ST|  UoM RN | RDN Vendor Descri

Edt | Delete | N |[Approved ~ |[Review Needed | es1s01e210082| A |cs 35(1 | GRAPEFRUIT, FRESH,
Edit Delete N Approved e ‘D\SBDDI'QVEd | B21501E210057 | A (CS 15|1 GREENS, KALE, FRESH,
Edt | Delete | N |[Approved  |[Review Needed | ga1501£210103 & [cs 24(1  |KIWIFRUIT, FRESH, US
Edit | Delete | N |Approved  |[Review Needed | es1501€210153 | A |c5 5|1 |OMIONS, YELLOW, DRY,
Edit | Delete | N |Approved  [Review Needed | gat501E210157| & |c5 401 |ORANGES, FRESH, ANY,
Edit | Delete | N |Approved ~ |[Review Needed | gs1s01ez10178| & |cs 5|1 |PARSLEY, FRESH, US#1]
Edit | Delete | N |Approved ~ [[Review Needed | ga1501€210185 | & [BG 5|1 |PEPPERS, RED BELL 52

2. Enter a stock number

3. Click [_Continue ]

The Add Item screen displays (next
page).

NOTE: If the stock number already
exists in the production catalog or if it
is not a valid stock number, an error
message displays. If this error
occurs, enter a different stock number

and click L_Cantinue_J o click
to return to the

Catalog Items screen without saving
any changes.

Enter Stock Number Screen (two example close-ups)

Stock Number: I
Cancel |

So0501E094893

Stock Mumber:

Continue Cancel
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STEP/ACTION EXAMPLE

The Add Item screen displays the Production Catalog Add Item Screen (with 2 close-ups)
details of the specific stock number
being added. Once the item details

Contract: SPE30014DW428  Stock Number: S00S01ED04693 832 Nersion: 1

have been entered, the user may S ot i st
Stock Num| e 6 in. Ig, 4/1, 1/12 b cs Econamic Indicator *
choose to perform one of the w2 EEr -
following actions: o Pty ME[
Name |FRAMKS, BEEF, GiL, Vendor Item Description - i Indicator 3
o ClICk [ Save & Return ] tO £l eRanes, BEEF, CAL, 6 Ih, 1G, 4/1, /1218 (5 Multiple [
Brand
update the catalog with the new = , il S—
item and return to the Catalog = e o o v
Items screen. =) pruc e
case Weight Uo == | shalf Life
H [Volume ‘ Lifee Unit =
e Click [ Save & Add Another ] to Vn:melln"” I v = ] nomerosny | | EE:EWM —
update the catalog with the new == g T I ]
H H Food Show - Standardized PR Standards e v
item and add another item. pn — o :
. More Fields |
e Click to clear the =
user-entered values. I
Save & Retum Save & Add Another Raset Canecdl
e Click to cancel the ks oo s
process and return to the
Catalog Items screen. If the —4 [ savedmeturn | |[Saved Addanother| | Reset | [ cancel | I
process is canceled, the new
item is not added to the catalog.
NOTE: Attempting to save an item to Error Pop-up Window (Example)
the catalog without filling the required
fields with appropriate values results
in one or more error messages. If an ' ‘fou need ta fix the following: _
. * Part Mumber must be 1 to 25 characters long and only these special characters are allowed: - # & and space.
error message occurs, the item must * Grogs Valurme Unit cannot be empty when Gross Yolume haz a value.
be Completed Correctly before the * Price must be at least $0.01, no mare than $9,999,333.99, and contain no more than bwo decimals.
item can be saved. If the Error Pop-

up displays, click to return to
the Add Items (Production Catalog)
screen.
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Add Item (Production Catalog) Close-up

View on Screen Load

STORES Catalog - view/Modify Production Catalog - Add Ttem

Contract: SPE30014DW428

Stock Number: 890501E094893

832 Version: 1

Ttem Number/Name

Extended Ttem Description

Vendor Item Details

Stock Number = [Bo0S01E004803

ll6 in. 1g, 4/1, 1/12 1b cs

Unit of Issue
[FLAGGED/PHASING O\

Status

Part Number =

Economic Indicator = | ]

Unit of Measure
PRF |/ price | [ .01

Catch weight

J
Extended Ttem Name |FRANKS, BEEF, CHL, |[vendor rtem pescription - Indicator [k |
£ FRANKS, BEEF, CHL, 6 IN. LG, 4/1, 1/12 LB CS Multiple i |
Brand Package Details
(Comments) * Units Per Purchase _
4 Pack
sku ] v Juom = [code = 1

Size = [12.00

(Gross Measures 'Special Ordering Instructions

case weight | Product Price

Case Weight UomM “= | Shelf Life

Volume | Shelf Life Unit
Volume UoM = v| “|[Distribution Fee
Lead Time Days Min. Order Quantity | Category

[ |Joistmbution Fee [ \
Foreign Source
Indicator ~

DLA Unique

Allowances

NAPA = MPA Indicator MPA Purchase Date

Food Show = Standardized PRF Standards

Promotional = Accept DLA Standards

More Fields T

savesReturn | | SaveaAdd Another | [ Reset | | cancel

= indicates a required field
= indicates a conditionally required field

Bottom of Screen — Expanded View

Fewer Fields 4

Value and Unit of Meazure

Paper Wt Alum Wt
Tare UoM Paper UasM Alum UaH
[1tem Indicators

uapa B Harines D

ArmyDng B
Overwritten Vendor Item Description
Fli.:.'.-:f._ ALL BEEF. CHL. 704G, 471, 1712 L8 5

Tare Wit

[— FPlas Wt
[ Plas uamM

[ |Glswt
[ |clsuam

[ Tinwt —
[ mnwem [

epFa I Nawvy [N
ArmyEld B nwcrg [N wepoos B

aier B airFopt B

wartime B Mavy f FI

Save & Return Save B Add Ancther

All helds marked with an astensk (™) are reguined

Resat Cancal

This screen looks and functions very much like the Detailed View (Production Catalog) screen. The
differences between the two screens are:

e The action buttons differ.
e The DLA Evaluation section is not displayed.

e The value of the DLA Standards Acceptance field cannot be modified on this screen.
I
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5.5: View Catalog Reports
5.5.1: Pending Catalog Change Report

The Pending Catalog Change Report displays difference between items currently in the customer catalog and
items that will be added to, deleted from, or modified in the catalog. The 832 Version Compliance Report is also
available from the drop-down and is discussed in Section 9.2.

STEP/ACTION EXAMPLE

To Access the Report: Catalog Items Screen
1. To view the report, select Contract: SPM30008D1035 832 Version: 1 —
“Pending Catalog Change Report” Fiter:
from the Reports drop-down on
the Catalog Items screen. e 2010 Gomenm | i frestl frmmsousl ] fe=t
1 ?l" aﬂ[&'““ (Rf_ul?H“;r%ral |Stock Number|ST UoM RN [ RDN Vendor Descri
Wiew Reports 7 Edit | Delete | N |[Approved » |[Review Needed | as1501E710082| & €5 35(1 | GRAPEFRUIT, FRESH, W)
”_"':' Change Report Edit |Delete | N [Approved v |Disapproved | av1s01E210007 A |5 15(1 | GREENS, KALE, FRESH,
232 Version Compliance Report(s) Edit | Delete N | Approved ~ |[Review Needed | as1501E210103| & €5 241 KIWIFRUIT, FRESH, US
Edit |Delete | N [Approved ~ |[Review Needed V| so1s01Ez10153 A |CS 5(1  |ONIONS, YELLOW, DRY,
The Pending Catak)g Change Edit |Delete | N [Approved  |[Review Needed v a91501E210167| A | €5 40(1  |ORANGES, FRESH, ANY,
Report screen displays in a new Edit |Delete | N [Approved ~ |[Review Needed V| sv1s01E710178| A |5 5(1 |pamsLe, FRESH, Us#]
WindOW Edit Delete N Approved ~ ‘Review Needed v/ |891501E210135| A |BG 5(1 PEPPERS, RED BELL 5&

The Pending Catalog Change Pending Catalog Change Report Screen
Report screen has a normal view

. . . PENDING CATALOG CHANGE REPORT
version and a printable version. Contract Number: SPM30008D1035

Below is a detail of the area circled on

. . . “ . » CHANGE STATUS: Pending Deletes
the right. Clicking “Close Window

CIOSeS the report WII’]dOW and returns Stock Number EI  PartNe  Item Description UoM PRF Price  Comments upp ;:‘z!'! rj"‘jl E';ge Ef:i;mmstr. Fee
895501E117044 O  4100000723TEA, CONC, UNSWT, (LIFTON), 5 BX  1/1  $27.05 1 5 GA BX
GAL BIB
to the Catalog Items screen. B95501E117057 O 4100000726 TEA, CONC, SWT, (LIFTON), 5 BX  1/1  $27.05 1 5 GA BX
GAL BB
Close window Printable Wersian

CHANGE STATUS: Pending Additions

Pkg Pkg Pkg Case

Stock Number EI Part No Item Description UoM PRF Price Comments uPP Size UoM Code Weight Distr. Fee
. . 895501E113423 0 12 TEA, CONC, SWT, (NESTEA), 2.5 BX 11 $0.01 i 250 GA BX
2. To access the printable version CAIBTST CEpCCRRE

click “Printable Version”.
CHANGE STATUS: Pending Modifications (old values in bold)

Pkg Pkg Pkg Case Distr.

. Stock Number EI  Part No Item Description UoM PRFPrice Cl‘lmmerﬂsLlPPsize UoM Code Weight Fee Changed Fields

The Pending Catalog Change G930IE1I691 O 7434 TEA,CONC, RASPBERRY, Bx 112703 15 en Bx Detais

895501E116341 0 7454 (LIPTON), 5 GAL BIB, FOR CARB  BX 1/1 27.05 1 5 GA  BX
R H bl H d' | DISPENSER
eport printable version displays DR EONC, RASPBERRY, (LIPTON)
5 GAL BIB, FOR CARBE DISPENSER

neXt a e 896001E116924 0 1200040018 BEV BASE, COLA, CHERRY, SWT, BX 1/1 16.23 PEPSI 1 3 GA  BX Details

p g . 896001E116324 O 1200040018 (WILD CHERRY PEPSI), 3 GAL BIB, BX 2/1 16.23 coLA 1 3 GA BX

FOR CARB DISPENSER PEPSI COLA
BEV BASE, COLA, CHERRY, SWT,

(WILD CHERRY PEPSI), 3 GAL BIB,

FOR CARB DISPENSER

896001E117392 0 0000 TROPICANA LEMONADE, 3GAL  BX  1/116.23  PEPSI 1 3 e BB Details
896001E117352 O 0000 BIE, SODA BX  1/1 16.23  PEPSI 13 6L BB

TROPICANA LEMONADE, 2 GAL BIE,

S0DA

STORES Catalog 61 September 2024



STORES Catalog — Vendor User Guide

Chapter 5: View/Modify a Production Catalog

STEP/ACTION

EXAMPLE

Below is a detail of the area
highlighted on the right.

Close window Back Print

Clicking “Close Window” closes the
report window and displays the
Catalog Items screen.

Clicking “Back” displays the viewable
report.

Clicking Print opens the system print
dialog box from which the report can

Pending Catalog Change Report — Printable Version Screen

PENDING CATALOG CHANGE REPORT
Contract Number: SPM30008D1035

Close Window  Back Print

CHANGE STATUS: Pending Deletes

- . Pkg Pkg Pkg Case .
Stock Number EI  Part No Ttem Description UoM PRF Price Comments uppP Size UoM Code Weight Distr. Fee
895501E117044 0 4100000723 TEA, CONC, UNSWT, (LIPTON), 5 BX /1 $27.05 i 5 GA BX
GAL BIB
895501E117057 0 4100000726 TEA, CONC, SWT, (LIPTON), 5 BX /1 $27.05 i 5 GA BX
GAL BIB

CHANGE STATUS: Pending Additions

upp Pko Pkg Pkg Case

Stock Number EI  Part No  Item Description UoM PRF Price Comments : -®  Distr. Fee
Size UoM Code Weight
895501E113423 0 12 TEA, CONC, SWT, (NESTEA), 2.5 BX  1/1  $0.01 1 250 GA  BX
GAL BIB, FOR POST-MIX
DISPENSER

CHANGE STATUS: Pending Modifications (old values in bold)

Pkg Pkg Pkg Case Distr.

Size UoM Code Weight Fee Changed Fields

Stock Number EI Part No  Item Description UoM PRFPrice Comments UPP

be printed. itars i R R o N R pesi
TEA, CONC, RASPBERRY, (LIFTON),
Click “Back” displays the viewable e o pwowvesenECOwGERaw s yiien pmm 13 @ ow
Pending Catalog Change Report
screen. mmschze o gm  pomcwaowodow g yien gmmo 33w me
In the “Changed Fields” column of the Pending Catalog Change Report Screen
Pending Modifications section of the
report, a Details link displays. Placing
the mouse over the Details links for a PENDING CATALOG CHANGE REPORT
specific stock number displays a list Contract Number: SPM30008D1035
Close Window Printable Version

of changed fields (abbreviations).
Clicking a Details link displays a
detailed report for the item.

Below is a close-up of the highlighted
area to the right.

Changed Fields

Dretails

Dretails

Details

3. Click one of the links.

The Pending Catalog Change
Report — Pending Modifications —
Item Details screen displays (next

page).

CHANGE STATUS: Pending Deletes

upp Pko Pka Pkg Case i pee

Stock Number EI  Part No  Item Description UoM PRF Price Comments Sise UoM Code Weight
895501E117044 0  4100000723TEA, CONC, UNSWT, (LIPTON), 5 BX  1/1  $27.05 1 5 GA  BX

GAL BIB
895501E117057 0 4100000726 TEA, CONC, SWT, (LIPTON), 5 BX 11 $27.05 1 5 GA  BX

CHANGE STATUS: Pending Additions

Stock Number EI PartNo  Item Description UoM PRF Price  Comments vpe Pka Fka - Pka |cna:i;m Distr. Fee
895501E113423 0 12 TEA, CONC, SWT, (NESTEA), 2.5 BX 1/1 $0.01 1 2.50 GA BX

GAL BIB, FOR POST-MIX

DISPENSER

CHANGE STATUS: Pending Modifications (old values in bold)

Pkg Pkg Pkg Case Distr. .
PSize UoM Code Weight Feguesnandsd Dields
895501E116941 0 7454 TEA, CONC, RASPBERRY, BX  1/127.05 1 5 GA BX Details
595501E116941 0 7454 (LIFTON), 5 GAL BIB, FORCARE  BX /1 27.05 15 Ga ex

DISPENSER
TEA. CONC, RASPBERRY, (LIPTON),
5 GAL BIB, FOR CARE DISPENSER
896001E116924 0 1200040018 BEV BASE, COLA, CHERRY, SWT, BX  1/116.23  PEPSI 1
S96001E116924 0 1200040018 (WILD CHERRY PEPSI), 3 GALBIB,BX  2/1 16.23  COLA 1
FOR CARE DISPENSER PEPSI COLA
BEV BASE, COLA, CHERRY, SWT,
(WILD CHERRY PEPSI), 3 GAL ELE,

Stock Number EI Part No  Item Description UoM PRFPrice Comments UP|

GA  BX Details

ww

FOR CARE DISPENSER

896001E117392 0 0000 TROPICANA LEMONADE, 3GAL  BX  1/1 16.23 PEPST 1 3 @ em Details
896001E117392 © 0000 EIB, SODA BX /1 16.23 PEPSI i3z 6L BIE

TROPICANA LEMONADE, 3 GAL BIB,

S0DA
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STEP/ACTION

EXAMPLE

The Pending Catalog Change
Report — Pending Modifications —
Item Details screen contains details
of the items to be changed.

Clicking “Back to Main Report”
displays the Pending Catalog
Change Report screen.

Clicking Print opens the system Print
dialog box.

4. Click Back to Main Report.

The Pending Catalog Change
Report screen displays (not shown).

Pending Catalog Change Report — Pending Modifications —

Item Details Screen

= ——————— .
e (Back L0 Main Repail  Print_JD
Pending Catalog Change Report - Pending Modifications - Item Details
Contract Number: SPM30008D1035
Stock Number: 890501E194168
‘ Field Name Current Value ‘ Pending Value Fhanged?
[Cantract Update Stamp 07-FEB-12 [15-APR-13 ¥
[Price £40.00 [sa0.00
[Praduct Price 50,10 [s0.10
tem Descriptian PORK LOIN, BNLS, FZN, €€, |PORK LOIN, BNLS, FZN, €€, 11

11 RIBS, W/15% MAX ADDED RIBS, W/15% MAX ADDED

INGREDIENTS, 57/8-12 LB EA, INGREDIENTS, 5/8-12 LB EA, N&

N&
[Lead Time Days K] 30
[Part Number PT505 [FT505
[Brand (Camments) VALLEY MEATS ¥
|MPA Purchase Date [
[Ratic Numeratar 1 [
[Ratic Denaminatar 1 [T
[Unit of Issue LB X
[Unit of Measure LB X3
[Units Per Purchase Pach s s
[Pachage Size 20 [20
[Pachage Unit of Meaure ) )
[Packaging Cade AVG lave
[DLA Standard Acceptance N N
[Pramatianal Ttem [
[Gross Case Weight [o1 fsooa ¥
[Gross Case Weight Memure 02 (X ¥
[Grass Yalume 01 120 ¥
[Grass Valume Unit cc cx ¥
[Shelf Life [ s ¥
[Shelf Life Unit oy ¥
[Catch Weight Multiple 13 13
[Distribution Ree Categary R R
[Distribution Fee 50,10 [s5.00 ¥
[NAPA Allowance [s0.10 [s5.00 ¥
[Focd Shaw Allawance [s0.10 [s7.00 ¥
[Framatianal Allawance 50,10 [s3.00 ¥
[Ecanamic Indicatar o o
Wendar SKU [
[Fareign Saurce Indicatar N ]
Special Ordering Instructions [
Minimum Order Quantity [
DLA Unique N ]
[Tare Weight Value [o1 [o1
Tare Weight Unit of Meaiure 0Z oz
Aluminum Weight Value [
Aluminum Weight Unit of
Médasure
[Tin Weight Value [
fTin Weight Unit of Memure [
|Paper Weight Value [
[Paper Weight Unit of Measure [
[Plastic Weight Value [
Plastic Weight Unit of ’
Measure
[Glass Weight Value [
[Glass Weight Unit of Meaure [

_x Back la Main Repail Print
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5.5.2: 832 Version Compliance Report(s)

These reports allow the user to check a catalog for 832 Version 2 and 832 Version 3 compliance.
They can be accessed from both the Main Menu screen and the Catalog ltems Report drop-down.

STEP/ACTION

EXAMPLE

To Access the Report:

1. To view the report, select “832
Version Compliance Reports(s)”
from the Reports drop-down.

“Wiew Reports W

Wije eparts
Pending Catalog Change Report
832 Version Compliance Report(s)

The Pending Catalog Change
Report screen opens in a new
window.

Catalog Items Screen

Contract: SPM30008D1035 832 Version: 1 d |VewRapnm v

Filer:

Page 20of10 Gotopage:| | Gol [First] [Previous] [Mext] [Last]

C s :;:I“‘Em m%ﬁ"—"—’ ]Ii:rnruvﬂ IStock Number|ST| UoM RN | RDN Vendor Descri

Edit | Delete N Approved ~ |[Review Needed | a3a1501E210082| A €S 35(1 GRAPEFRUIT, FRESH,
Edit | Delete N Approved + |[Disapproved | 891501E210097 | A €S 15(1 GREENS, KALE, FRESH,
Edit | Delete N Approved v |[Review Needed | g51501E210103| A €5 24(1 KIWIFRUIT, FRESH, US:
Edit Delete N Approved v |Review Meeded v |891501F210153| A |CS 5[1 ONIONS, YELLOW, DRY,
Edit Delete N Approved e |Rev|ew Meeded “|891501E210167| A |CS 40(1 ORANGES, FRESH, ANY,
Edit | Delete N Approved v |[Review Needed | 8o1501E210178| A €S 51 PARSLEY, FRESH, US#1]
Edit Delete N Approved v |Review Meeded v |891501E210195| A [BG 5[1 PEPPERS, RED BELL 5#

The Compliance Report

2. Refer to section 9.2 starting with
Step 4 for the remaining report
explanation.

STORES Catalog

Compliance Report Specification Screen

Specification screen appears (right).

832 VERSION COMPLIANCE REPORT
Contract Number: SPM30008D1035
Criteria: &) version 2 O Version 3 Ttem Status: & Pending O Active  Compliance: & all O Non-Compliant Items O Compliant Ttems
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Chapter 6: Create Item Request

The Item Request, limited to users with appropriate permissions, provides for an end-to-end automated Local Stock
Number (LSN) request process in STORES to control the proliferation of new item requests and
approvals/disapprovals including, but not limited to, the actual product specifications that could later be used
throughout the STORES system. This process replaces current manual processes which places better controls over
the generation of LSN requests and ensures that all required information is submitted, evaluated, and approved

based on supporting documentation.

Item Requests can be initiated by both STORES Customer and STORES Catalog Vendor users. This chapter details
the steps involved for a Catalog Vendor to Initiate an Item Request change to an existing item on one or more
catalogs associated with the user’s cage code.

STEP/ACTION

EXAMPLE

To access Create Item Request
functionality:

From the STORES Catalog Main Menu,
place your cursor over the Item Request
menu bar and select Create Item
Request from the submenu.

Create Item Request

1. Atthe Iltem Request menu bar,
select Create Item Request from the
submenu.

The Create Item Request wizard screen
displays.

2. Select the Cage Code drop-down
menu to select Cage Code affiliated
with request.

3. Enter the Stock Number to Change
or Replace.

4. Select the OK button to enable
Catalog Selection portion of wizard
screen.

Select a Reason(s) for change

Select the Catalogs for the requested
change to impact.

7. Select the Next button

STORES Catalog — Main Menu Screen

e

NOTIFICATIONS

3 teet o B P e 3

Create Item Request — Cage Code/ Stock Number selection

STORES Catalog - Create Item Request

Cage Code: | flease select v

Stock Number to Change/Replace: ]

:::::::

Sunmarts
Cotoleo Tvee  CARRSER.

.....

STORES Catalog
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STEP/ACTION

EXAMPLE

NOTE: The stock number the Vendor
wishes to make change to must currently
exist or have existed on one of the
catalogs associated with cage code in the
last 90 days.

NOTE: Catalogs that support Navy
Ships will require vendors to enter
additional information concerning the
Item.

NOTE: The request must be saved first
to be assigned a Request Number and
allow the user to upload required
documentation.

NOTE: Any fields with information
available from the Master Catalog record
will populate for user.

8. Populated all required fields,
indicated with an * asterisk.
Conditional fields are indicated with
double ** asterisks.

NOTE: Price by Unit of Measure must be
selected and saved for access to the
Pricing information screen.

9. Select the Add/Edit Pricing
Add/Edit Pricing | pytton.

10. Vendor will be required to enter
Pricing Information for all catalogs
associated with the request before
being able to submit the request.

The Pricing Information input options
are determined by a variety of factors
(CONUS, CONUS, NAPA/MPA Eligible,
etc.

11. Select the Save button - A pop-up
message will display that the Pricing
was successfully updated. Click OK
to continue.

12. Select the Close button to return to
the Item Request Detail screen.

Item Request Detail (Vendor Initiated Request) Screen

contract: onnie Romes: e Oy st Lastactsn e

e Chargs ok oo A BARERY, HC

s e e Bt~

R it | s e oo

Item Request Detail Screen

Item Request - Product Price
—

ricing Information
Region: OCONUS

Choose Pricing: ® FoB Origin = Exception

Pricing Options ® FoB Origin ) FoB Origin NAPA () FoB Origin MPA

N&PA Allowance Item: Cves @no - NAPA Allowance: UoM
Contract Number SPE30217DW001
Region OCONUS
“* Distribution Price Category ]

* ProductPrice |[ | UoM oz

- Napa Allowance UoM

+ Distribution Price | | | uom [-- ~
Final Catalog Price 0.00 UoM ©Z
Notes:
Z
Warning!
Contract SPE30217DW001: » Product Price must be entered before the item request is submitted.

Item Request (Vendor Initiated) Pricing Information Screen

STORES Catalog
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14.

15.

16.

17.

18.

19.

the upload document icon B to
upload documents in the Supporting
Documentation section.

Select OK at the pop-up message to
select a file to upload.

Click the Browse button to search for
a document to upload.

Click the Attach button to attach the
file to the request. The file will display

in a table format with a "= icon for

downloading the file and a ' icon for
deleting.

To delete an uploaded file, select the

icon and a pop-up message will
display to verify the deletion. Select
OK to delete and Cancel to retain the
file.

Click the Close button when you are
done uploading files for the
document.

The Item Request screen redisplays
with a file type icon next to the field of
the upload.

STEP/ACTION EXAMPLE
To Attach Documents:
13. From the Item Request Screen click
Item Request - Upload Documents cul

REQUEST NO: 504
CONTRACT: SPE3S114DZ700, SPE3S115DZ700

Fila Formats for Upload anly: .doc,.docx, xIs,.xlsx. pdf. jpg. .o, png

Document File size limited to 4MB Image File size limited to 10MB  Total number of Files limited ta 5

Inwoice / Quote ar E-Mail

Choasa Files | Mo file chosen ‘ Attach

Item Request - Upload Documents

Item Request - Upload Documents cul

REQUEST NO: 504
CONTRACT: SPE35114DZ700, SPE3S115DZ700

Fil Formats for Uploadlonly: .doc. doc.xds. . pdL.4pg. G-png

Document File size limited ta 4MB  Image File size limited to 10MB Total number of Files limited to 5

Invoice / Quote or E-Mail

[Cramssries [ s chosen e

Close

Item Request Upload Documents (With Item Uploaded)

STORES Catalog
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STEP/ACTION

EXAMPLE

20. Select the Existing Replacement

21.

22.

Comparison button and warning pop
up displays reminding user that
request must be saved with latest
data to be shown.

Select OK and the Existing
Replacement Comparison displays
the differences in the existing
Standardized Item at the Master
Level, and the attributes of the
Replacement ltem the vendor is
making changes to.

NOTE: Information is displayed
based on how far along in the
request process the item is.

Select Close Window to return to the
Item Request Screen.

Comparison screen message

Message from webpage

screen.

0 Any data has not been saved would not show in comparison

Cancel

Item Request — Existing/Replacement Comparison Screen

Contract Number(s):
Stock Number to Change/Replace:
Approved Stock Number:
Request Number:
Request Status:
Cage Code:
! — Attributes do not match between Existing Standardiz:

Ttem Request - Existing/Replacement Comparison

SPE3S114DZ700, SPE3S115DZ700
8970015256344

304

Being Built by Vendor

0SKAQ

ed Input / Replacement Input / Associated Stock Number

[Description

Field Name Existing Standardized Item Replacement Item Current State/Item Created
Last Updated Date: ! 12/19/2018 1/12/2022
Existing Description / Overwrite A [Uses Existing Description

[UGR A, BF1, SEMI-PERISHABLE,
50 MEALS, REG 8970015256726
(BF1-P), REQ BRD & MILK

Extended Item Description:

[UGR A, BFL, SEMI-PERISHABLE,
50 MEALS, REG 8970015256726
|(BF1-P). REQ BRD & MILK

Manufacturer: INA

|AGORAFOODS

Brand: !

|AGORAFOODS, LLC

SKU: IN'A

213213213213

GTIN: IN/A

1322312312

[Vendor Part Number: IN/A

124254543534543

Labeled Product Name: INA

|Units Per Purchase Pack: ! 1

[Package Size: !

[Package UoM: !

1
Ea
[Package Code: ! Ea
[EA
N

|Vendor Unit of Measure: !

Catch Weight Item:

Catch Weight Min/Max:

Grade of Product: INA

INAMP/IMPS:

Minimum Piece Count: IN/A

Storage Type/Condition: A

[Fresh

Country of Origin: NA

[UNITED STATES

Berry Amendment Compliant?: N/A

Ordered by a Navy Ship?: i

Navy Ship Specific Information

N

Case Net Weight: INA

Case Net Weight UoM: IN/A

|Aluminum Weight:

|Aluminum Weight UoM:

Tin Weight:

Tin Weight UoM:

Total Tare Weight:

Total Tare Weight UoM:

Glass Weight:

Glass Weight UoM:

[Paper Weight:

[Paper Weight UoM:

Cube:

Cube UoM:

[Plastic Weight:

|Plastic Weight UoM:

Gross Case Weight:

Gross Case Weight UoM:

Print
Close Window

STORES Catalog
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STEP/ACTION

EXAMPLE

23.

24,

25.

26.

27.

28.

Click the Item Request —
Status/Comments Log button and
the Item Request —
Status/Comments Log screen
displays.

Enter a comment and select from the
Viewable By drop-down menu, who
should have permission to view the
comment.

Click the Add to Log button and the
comment will display in the table with
the Viewable By, Date/Time and User
Name.

The Delete column will be enabled
with a @ icon for the originator of the
comment only.

To delete a comment, you have
manually inputted previously, click
the icon and a warning
message will display to verify the
deletion. Click the OK button to
delete or click the Cancel button to
retain the comment.

Click the Close button to return to
the Item Request Detail Screen.

Item Request — Status/Comments Log Screen

T
_ Rosaits Por Page |

Ttem Request - Status/Comment Log. o

REQUEST NO: 504 REQUESTED BY:  REQUESTED ON:
CONTRACT: SPE3IS114DZ700, SPEIS11502700

1202z 10322 M|
1/12/2023 11:35:33 AM Kevin

;;;;;;

Ga Tafage |1 | Page 1 af 1

Item Request — Status/Comments Log Screen (updated)
Item Request - Status/Comment Log. cul
TR,

Mew Comment

Page 1 of 1

Item Request Detail Screen (Completed)

Comract: e et s vt b s
s Lokes o e k. o B Bt by st bty b

oo ain Roansar B
oamzan

R v e et

STORES Catalog
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STEP/ACTION EXAMPLE

29. To Change or view the Catalog(s)
associated with the request, click the
View/Change Linked Catalog(S)

| iew/Change Linked Catalog(s) |

View/Change Linked Catalog(s) button

STORES Catalog
STORES Catalog - rtem Raquest

button.

30. User is able to make modifications to

catalogs involved in request if item is ‘ e oroe et eotaonto)] i
still in Being Built by Vendor Status
Request Stock Number 7
31. Click Save button to Approved Stock Number ||
confirm changes and return to Item Request Information ? |stock tum

Request No [|504

Request Detail Screen.

Requestor Type |[Vendor

Catalog Type [[UGRA Rations

Stock Number to Change/Replace ||3370015256244

Once the request is saved it can be
submitted if it meets all required fields. If . .
the request has been submitted it cannot View/ Changed Linked Catalog(s)

be rejected updated.

View/Change Linked Catalog(s)

32. Click the Submit | putton. cage Code: ooKAD
. . . . Stock Number to Change/Replace: 8970015256344
A confirmation pop-up window displays, ized Ttem Description: UGR A, BF1, E, 50 MEALS, REG 3570015256726 (BF1-P), REQ BRD & MILK
showing that the Request has been
Su b m |tted . Add/Change | Contract Number | On Catalog Vendor Name inati Catalog Type Supports
D Navy Ships
D SP030003D3054 O SYSCO FOOD OF SEATTLE, WA Prime Vendor No
; oK :
33 . I |Ck N SPE35114DZ700 [ ] AMERIQUAL Admin A UGRA Rations Yes
SPE35115DZ700 [ ] AMERIQUAL UGRA Rations No
O SPM35113DZ100 [ ] AMERIQUAL ‘Camp Atterbury, NJ UGRA Rations No
O SPM3S113DZ101 [ ] AMERIQUAL Camp Grayling, MI UGRA Rations No
(] SPM35113DZ102 [ ] AMERIQUAL Camp Parks, CA UGRA Rations No
1 SPMRS1 1207107 - AMFRTNIIAL Camn Banid SN 113RA Rations Ne
Notes:
@ - Stock number is currently on the eatalog
© - stock number has been active on the catalog within the last 90 days.
(O - Stock number has not been active on the catalog within the last 90 days

Save Cancel

Confirmation Pop-up Window (Submit)

This Request (Request Number: 504 ) has been submitted.

STORES Catalog 70 September 2024



STORES Catalog — Vendor User Guide

Chapter 6: Create Item Request

STEP/ACTION

EXAMPLE

An email is sent to the Vendor, and the
request is then available to Admin to be
processed.

Stock Number Request Email Notification to Vendor

For help completing fields, select a Help
icon (?) from the Stock Number
Request screen. A separate browser
window opens displaying the Stock
Number Request Data Entry Help
screen. The Help screen provides
detailed information for most fields.
When selecting a Help (?) icon for a
particular section on the Stock Number
Request screen, the Help screen
automatically displays for that section.

REQUEST STOCK NUMBER SECTION

Approved Stock Number

= This stock number will be entered by DLA when request is approved.

REQUEST INFORMATION SECTION

Stock Number to Change/Replace

= Existing stock number vendor wishes to associate to satisfy the request.

REQUESTING VENDOR INFORMATION SECTION %

Vendor POC - required field
A valid Point of Contact:

Must provide a Customer Point of Contact.

Must not exceed 25 alpha-numenic characters {a-z; A-Z; 0-5).

May contain spaces.

May contain any of the following special characters: peried {.), hyphen (-}, and apostrophe (').
Must not allow blanks.

POC Email - required field
A valid POC Email:

Must provide a POC Email.

Must not exceed 4 alpha-numeric characters {(a-z; A-Z; 0-9).

May contain spaces.

Must contain only one 'at' {@) character.

Must contain at least one 'period’ (.) character.

Must not have a period (.) character immediately before or after the 'at' (@) character.

May contain special characters: hyphen (-), underscore (_), period (.), apostrophe (7), and ampersand (&).
Must not have special characters immediately before the 'at’ (@) sign with the exception of an apostrophe ().
Must not have special characters immediately after the "at™ (@) sign.

Must not have special characters to be the first character.

Must not allow blanks.

An error message displays when invalid
information is entered in any of the fields
or required fields are missing on
submission. If there are multiple issues,
the error message includes all fields with
incorrect information in the same error
message.

Error Message

« Facility Name — is required field.
« Address Linel — is required field.
= City — is required field.
« Must select State if Country is United States.
« Zip Code - is required if Country is United States.
« Either "Use Existing Description” or "Overwrite Description” must
be selected

* SKU — is required field for Prime Vendor.

« Vendor Part Number — is required field.

= Package Size — is required field.

+ Package UOM - is required field.

= Storage Type/Condition — is required field.

STORES Catalog
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Chapter 7: View/Process Item Requests

The Item Request, limited to users with appropriate permissions, provides for an end-to-end automated Local Stock
Number (LSN) request process in STORES to control the proliferation of new item requests and
approvals/disapprovals including, but not limited to, the actual product specifications that could later be used
throughout the STORES system. This process replaces current manual processes which places better controls over
the generation of LSN requests and ensures that all required information is submitted, evaluated, and approved
based on supporting documentation.

This chapter details the ability processing Item Requests submitted by the Customer. For details about Catalog
Vendor's creating an ltem Request themselves, please see Chapter 6 “Create ltem Request.”

STEP/ACTION EXAMPLE

To access View/Process Item Requests STORES Catalog — Main Menu Screen
functionality: ——_——

From the STORES Catalog Main Menu,
place your cursor over the Item Request
menu bar and select View/Process Iltem
Requests from the submenu.

s Hasisnarce

NOTIFICATIONS

View/Process Item Requests

1. Atthe Iltem Request menu bar,
select View/Process Item Requests
from the submenu.

View/Process Item Requests Summary Screen

The View/Process Item Requests

Summary screen displays.

2. Select the Filter By drop-down menu
to filter by request status.

3. Enter a Search By Description or
by Contracts. Select a Contract
Number from the list of vendor-
associated contracts. If an incorrect
Contract Number is entered, a pop-
up message will display. Filter by Status: Al N v]

Request Number: ‘ C
Being Built - Rejected
Requestor Type: ‘ Being Built by Vendor [Acknowledged]

Being Built by Vendor [Not Acknowledged

4- Se|eCt the OK button tO re'enter a Requestor: ‘ T\,,'|_5g R(:_-\‘.aiewy ! ged] ni
Tech Quality Review | 3}

new contract number. NAPATMOR Bavien

Contract Specialist Review

KO Review

Approved

Accepted Rejection

Deletad Before Completed

T 1

View/Process Item Requests Summary Screen
(With the Filter By drop-down menu displayed)
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STEP/ACTION

EXAMPLE

NOTE: All contract numbers associated
to the Vendor (logged in) will display
when entering the contract number with
the auto-complete function.

5. Select the GO button and the search
results displays in table format.

Clicking returns Vendor to

the STORES Catalog Main Menu.

6. Select the Request Number link of
the request to be Reviewed/Modified.

The Item Request Detail screen displays
with the Being Built by Vendor Status
(Acknowledged) for items currently
assigned to the vendor for input.

7. View/Modify information in required
fields indicated with an * asterisk.

Conditional fields are indicated with
double ** asterisks.

To Associate an Existing Stock
Number to the Item Request:

Click the Associate Button and the
Associate Existing Stock Number
screen displays.

Enter a stock number or description
(autocomplete enabled for up to 15
records) and click the Select button.
The stock number information
displays with a warning message.

NOTE: Any fields currently populated on
the request form will be overwritten.

8. Click the Associate Button and the
Item Request screen displays with
the existing stock number associated
to the ltem Request.

9. Click the Reset button to clear the
stock number and click the Close
button to return to the Item Request
screen without associating the stock
number.

Item Request Summary (View/Process Item Requests) Screen
(With the search results displayed)

e Bersta]

e e

Item Request Detail Screen
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STEP/ACTION

EXAMPLE

10.

11.

12.

13.

14.

15.

16.

18.

19.

20.

To Attach Documents:

From the Item Request Screen click
the upload document icon B to
upload documents in the Supporting
Documentation section.

Select OK at the pop-up message to
select a file to upload.

Click the Browse button to search for
a document to upload.

Click the Attach button to attach the
file to the request. The file will display

in a table format with a "= icon for

downloading the file and a ' icon for
deleting.

To delete an uploaded file, select the

icon and a pop-up message will
display to verify the deletion. Select
OK to delete and Cancel to retain the
file.

Click the Close button when you are
done uploading files for the
document.

The Item Request screen redisplays
with a file type icon next to the field of
the upload.

Note: The warning for the Final Product
Price ‘To Enable Add/Edit Pricing, please
select and save first: Price by Unit of
Measure.’

17.

Select the Add/Edit Pricing button to
calculate the cost of the Product and
Distribution Price combined. The Item
Request — Product Price screen will
display with the Unit of Measure as a
required field.

When associating existing stock
numbers part of the NAPA/MPA/MPL
programs, indicators will be marked
and information pulled.

Select the Save button to save the
calculated price or Delete button to
delete the calculated price.

A pop- up message will display that

the Pricing was successfully updated.
Click OK to continue.

Associate Existing Stock Number Screen

b

Associate Existing Stock Number Unclassified Sensitive

Enter stock number or descriptior | [ Select Associate

Rl

Associate Existing Stock Number Screen
(With the stock number information displayed)

Associate Existing Stock Number Unclassified Sensitive

Stack Number [591501E197796 - VEG, MIXED, FZN, WINTER BLD, 6/4 LB GO

NOTE: Any fields cumently populsied on the request form will be ovenritien.

] [ select || Associate

Stock Number 321501E187706
Stock Number Status | ACTIVE
Htem Descripion VEG, MIXED, FZN, WINTER BLD, 6/4 LB CO

Catch Weight ftem N

Gatoh Weight Min/hsx
NAPA N
MPA N
MPL

Rl

Item Request Screen

UNGLASSIFIED SENSITIVE

Item Request - Upload Documents Screen

Item Request - Upload Documents

bkomed. di.ad.dia. il HOME\KMS0075\My Dosuments\Training Slides\4Q Appraval Form for Training.docx

qqqqq

UNCLASSIFIED SENSITIVE

Item Request - Upload Documents

(\ ) :\)HQA.,.,,M o o

Item Request Screen (Enlarged)
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STEP/ACTION

EXAMPLE

21. Select the Close button to return to
the Item Request Summary screen.

22. As fields are completed, click the

button.

23. The Item Request screen redisplays
with Final Product Price field
calculated.

Note: The button will enable
the Customer/Vendor Comparison
Screen and the Status/Comment Log
buttons.

24. Select the Customer/Vendor
Comparison Screen button and a
pop up message displays.

25. Select OK and the Item Request —
Comparison Screen displays (Next
Page) the differences in what the
Customer has request, what the
Vendor responding with, and the final
item request solution.

NOTE: Information is displayed
based on how far along in the
request process the item is.

26. Select Print or Close Window to
return to the Item Request Screen.

27. Click the Item Request —
Status/Comments Log button and
the Item Request —
Status/Comments Log screen
displays.

28. Enter a comment and select from the
Viewable By drop-down menu, who
should have permission to view the
comment.

29. Click the Add to Log button and the
comment will display in the table with

To Enable Add/Edit Pricing, please selact and save first: Price by Unit of Measure.

* Final Product Price: Add/Edit Pricing

| Customer / Vendor Comparison Screen |

Status/Comment Log

Item Request Screen - Final Product Price Screen

Ttem Request - Product Price

Pricing Tnformation
Region: OCONUS
Choase Pricing: (8 FaB Origin () Approved EPA Exception
Pricng Options '® FoB Orign ) FoB Origin NAPA (' FoB Origin MPA

Item: Oves @ - NAPA Allowance:

Comtract Number SPE302170W001
Regien conus
** Distribution Price Category
* Product Price UoM oz
- Napa Allowance UoM
+ Distribution Price oM [~ -

Final Catalog Price )

Item Request Screen (Enlarged and Completed)

| MNAPA | MPA | MPL |

* Final Product Price:  7.14 Add/Edit Pricing

| Customer / Vendor Comparison Screen |

Status/Comment Log

Comparison screen message

Message from webpage X

0 Any data has not been saved would not show in comparison
screen.

Cance'
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STEP/ACTION

EXAMPLE

the Viewable By, Date/Time and User
Name.

30. The Delete column will be enabled
with a @ icon for the originator of the
comment only.

31. To delete a comment, you have
manually inputted previously, click
the icon and a warning
message will display to verify the
deletion. Click the OK button to
delete or click the Cancel button to
retain the comment.

32. Click the Close button to return to
the Item Request screen and the
Iltem Request screen displays with a
warning message whenever changes
have been detected.

Warning — Changes Detected.
Please see comparison screen for
more details

33. When done, click again

and the Item Request screen
displays.

Once the request is saved it can be
submitted or rejected back to the
customer. If the request has been
submitted it cannot be rejected anymore
but it can be rejected by TVLS, Tech
Quality, or the Contracting Officer.

34. Click the [_Submit | pytton.

A confirmation pop-up window displays,
showing that the Request has been
saved. In this example, Request Number
318 was saved.

35. cliok[ o< |

Item Request — Comparison Screen

Item Request - Comparison
Contract Number: SFE30014DA03S
Approved Stock Number:
Request Number: 184
Request Status: Being Suilt by Vendor
do not ut / Associ
Field Name Customer Request ‘endor Request urrent State/Ttem Created
Last Updated Date: ! 12/18/2018 12/13/2021
THERMOMETER.
Extended Item Description: ! 54145845 ﬁ_gcélaf;%ggﬂ_ -0
RANGE
Manufacturer:
Brand:
SKU: N/A
GTIN: N/A
|Vendor Part Number: 33333333
Labeled Product Name: N/A
[Unit Per Purchase Pack: 1
|Package Size: 1
[Package Unit of Measure: ICT
[Packaging Code: N/A CS
|Vendor Unit of Measure: N/A ICS
Catch Weight Indicator: N/A N
Catch Weight Min/Max: N/A
Grade of Product:
INAMP/IMPS:
Minimum Piece Count:
[Unit of Issue: N/A [N/A
Print

A Tl

Item Request — Status/Comments Log Screen

Ttem Request - Status/Comment Log.

003 REQUESTMO: 129  REQUESTED NY: Marw Schwartz  REQUESTED GN: 9/20) 2017 4:43:53 M

Mew Comment

Item Request — Status/Comments Log Screen (updated)
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STEP/ACTION

EXAMPLE

Ttem Request - Status/Comment Log.

CONTRACT: SPEI@117D5001  REQUEST NO: 129 HEQUESTED BY: Marie Schwvartz  REQUESTED OM: 9202017 4:43:53 M

Item Request Detail Screen (Completed)

e s s e Ao S B
ot i g e sz e e — B sy

Confirmation Pop-up Window (Save)

«dla.mil says

This Request (Request Number: 184 ) has been submitted.

An email is sent to the Vendor, and the
request is then available to Admin to be
processed.

Stock Number Request Email Notification to Vendor

UNCLASSIFIED SENSITIVE

Please do not respond to this email as this account is used for sending notificatiens only and is not monitored.
This is to confirm request 43 for a new Stock Number in the STORES system on Friday, 11/18/2016 at 01:32:37PM.
The information you submitted will be reviewed by DLA and a response will be sent via email.

IMPORTANT: If you did not request a new Stock Number, please contact DLA immediately at 1.888.755.4756; this may indicate a system security

violation involving your personal information

Thank You!

STORES Security Administrator — DLA Information Operations - Philadelphia
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STEP/ACTION

EXAMPLE

The Vendor has the option of performing
a Stock Number Detail Lookup to view
existing stock numbers in STORES and
inherriting any attributes.

1. Click on Lookup icon and the Stock
Number Detail Look screen
displays.

2. Enter a partial stock number or
description in the Stock Number field.

3. Click Select and the details for the
selected Stock Number display in a
table format.

Request Stock Number 7

Approved Stock Number " |

R st Infi ion 7 |Slcck Number Look Up|

Request No (184

Requestor Type

Customer

Catalog Type |Prime Vendor |
Vendor Associated Stock Number |?33001EDBZ?76 |
C Reguested Stock Numb

Stock Number Being Replaced? | Mo

** Replaced Stock Number

Stock Number Detail Lookup Screen

‘2 Stock Number Detail Lookup - Internet Explorer
Stock Number Detail Lookup

Unclassified Sensitive

Stock Number:  [ss2001e T ]

Select

S EGUILUTUONG T ST F ORI, TRCITT ORI
892001E090849 - CAKE, YELLOW, FZN, SHEET, 12 IN. BY 16 IN.
892001E090852 - CROUTONS, SEASONED, IND PG

UNCLASSIFIED SENSITIVig93001E090853 - COOKIES, SWICH,
892001E090854 - CAKE, CHEESE, IND, FZN, PLAIN, 2 TO 4 OZ EA,

IND WRAPPED

~

892001E090855 - CAKE, CHEESE, IND, FZN, STRAWBERRY, 3 TO 4 OZ
EA, IND WRAPPED

892001E090865 - PASTA, SHELL, DRY, 1LB BOX

B892001E090866 - CAKE, LEMON, FZN, ROUND, 46 OZ EA W
892001E090889 - ROTINI OR ROTELLE, DRY,

(@& Stock Number Detail Lookup - Internet Explorer
Stock Number Detail Lookup

o= |=]

Unclassified Sensitive

Stock Number:  [892001E090854 - CAKE, CHEESE, IND, FZN, PLAIN, 2 TO 4 OZ EA, IND W| | Select
Close Window
UNCLASSIFIED SENSITIVE
H H Stock Number Detail Lookup
4. Click Close Window to close the
browser window. Stock Number:  [sss0015090925 - OREGANO, GRD, MIN 12 OZ CO, 1/1 L8 S1ZE CO ] | | [addso Form
ntly populated on the request form that are populated from the lookup will be ove

S55001E0a0%
min 12 oz co, 1/1 Ib size co
GREGANO, GRO, MIN 12 07 CO, 1/1 L8 SIZE CO

Ttem Description GREGANG, GO,

Unit of Issue co A

oo p

DLA Ttem Name OREGANO, GRD,

Package 12

Package Unit of Measure oz

Packaging Code [

Catch Weight Indicator N

Units Per Purchase Pack 1

Glass

Gross Case Weight v

Gross Case Weight UoM

UNCLASSIFIED SENSITIVE
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STEP/ACTION

EXAMPLE

NOTE: When an incorrect Stock
Number or description is entered, a
message displays, ‘Not a valid stock
number’.

& stock Number Detail Lookup - Internet Explorer
Stock Number Detail Lookup

o | B =

Unclassified Sensitive

Stock Number:  [ssoz00

[ Select |

Not a valid stock number

Close Window

The Vendor has the option of associating
an existing stock number in STORES to
satsify the request.

1. Click on Associate button and the
Associate Existing Stock Number
screen displays.

2. Enter a partial stock number or

3. Select the applicable Stock Number
from any auto-complete choices.

Click Select and the details for the
selected Stock Number display in a table
format.

4. Click “Associate” to satisfy the

description in the Stock Number field.

Request Stock Number 7

Approved Stock Number "

Request Information 7 tc-ck Number Look U -D

Request No [|154

Requestor Type

Catalog Type ||Prime Vendor

Customer

|

Vendor Associated Stock Number

|T33DDIEDBE??6 |

Customer Requested Stock Number

Stock Number Being Replaced? || Mo

** Replaced Stock Number

Associate Existing Stock Number

request using the stock number. et [FTESE D G5 AT RSTATS S POV o
NOTE: No changes can be made to
any attributes already esablished for E S —
the assocaited stock number in
STORES.
The Item Request — Product Price frem “T::i"’"’"““ Price
Screen can be accessed by clicking the sk D e
“Add/Edit Pricing” button on the item I
request details screen. EETAl eoma
The vendor must submit at miniumum a st —
product price to establish a final product et Ctiog e |
price.
Note: Price By Unit of measure must be el
saved and established on the item
request details page before being able to
access the Product Price page.
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STEP/ACTION

EXAMPLE

For help completing fields, select a Help
icon (?) from the Stock Number
Request screen. A separate browser
window opens displaying the Stock
Number Request Data Entry Help
screen. The Help screen provides
detailed information for most fields.
When selecting a Help (?) icon for a
particular section on the Stock Number
Request screen, the Help screen
automatically displays for that section.

REQUEST 5TOCK NUMBER SECTION

Approved Stock Number

s This stock number will be entered by DLA when request is approved.

REQUEST INFORMATION SECTION

Vendor Associated Stock Number - optional field
Existing stock number vendor wishes to associate to satisfy the request.
Stock Number Being Replaced - optional field
A valid Replaced Stock Number:
- If Stock Number is being replaced:
» Must Contain 13 alpha-numeric characters (a-z; A-Z; 0-9)..

« Must not allow blanks.

ORIG. MANUFACTURING FACILITY INFO SECTION

Facility Name - required field
A valid Facility Name:

Limit to 35 alpha-numenc characters (a-z; A-Z; 0-%).

May contain spaces.

May contain any of the following special characters: peried {.), hyphen (-}, and apostrophe (').
Must not allow blanks.

An error message displays when invalid
information is entered in any of the fields
or required fields are missing on
submission. If there are multiple issues,
the error message includes all fields with
incorrect information in the same error
message.

Error Message

(ame - is required neLq.

fiekd.
r E-Mail - Upload document(s) required,
Product Spec Sheet - Upioad document(s)

~ Upload documentis) raquired.
rincipal Display Panel - Upload document(s) required

Rejected Item Requests

Admin users can reject ltem Requests
using the following rejection reasons:

e Reject with Recourse

When an Item Request is rejected with
‘Reject with Recourse’, this allows the
Vendor to make updates to the ltem
Request and resubmit for future review
by Admin.

Rejected Item Request Email Notification

Please do not respend to this email as this account is used for sending notifications only and is not monitored

i Item Reguest related to Catalog Humber SPE3OO0DCONN in the STORES system, has been rejected back to the vendor user

whe spprow quest

iation: REFRIGERATOR, REACH-IN, VICRTORY MODEL # RA-2DS7 VOLT 230VSOHZ 1PH  has been rejected back to the vendar on Wednesday, 06/28/2017 st 04:17:44 FM ET.
The reason for this rejection s as follows: Reject with Recourse - Other, reject back ta vendor only

Please Iogin to STORES and take the appropriate actions for the request number
IMPORTANT: f you ditl nat approve this new item, please contact DLA immediately at 1.888.755.4756; this mey indicate a system security violation involving your personal information.

Thank You!
STORES Security Administrator - DLA Information Operations - Philadelphia
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Chapter 8: View Master Stock Number

The Master Stock Number Catalog can be accessed from the STORES Catalog Main Menu. The screen displays
as Read Only.

STEP/ACTION EXAMPLE

To access Master Stock Number Main Menu — Master Stock Number Sub-menu
functionality from the Main Menu:

STORES Catalog - Main Menu

Baseline Catalog Maintenznce

1. From the STORES Catalog Main Pokelon Gty =
Menu, place your cursor over the ekt sl s —
Master Stock Number menu bar —

Saseline Catalog Notficairs
“Your Account

and select View Master Stock
Number from the sub-menu.

The View Master Stock Number screen
displays.

The screen initially displays without any View Master Stock Number ( with 2 close-ups)

stock number information displayed and b, Table View

with a default of “Specific Stock #” as a B e, v
filter. L) Query Bullder

2. To view information for standardized —
items, select “Standardized” from the sarctntons | L

Stk Number Status

“Filter” drop-down. The row expands pepocmen s ) il
to allow narrowing of selection by e e s pacage e E—
stock number status. Check one or | o S ' et e |
more of the stock number status vy oy

options (or check none for all) and e -

click “Go”. -
The View Master Stock Number screen e ppn v
appears with the selected sort criterion — Enec —
in this case “Stock Number” (next page). el

EBS Marteritl Mumber

NOTE: The following filter and sort ‘
options are available. The sort options
display only when the filter is other than Display when Filter is Specific Stock #
“Specific Stock #”.

Recorg Numpar [ " Record 0 of O (| ‘

Filter: Specific Stock # ¥ Stock Number: Search |
[ |
- Filter: [Standardized | Sort By: [Stock Number |¥] # |0 BeingBuilt [ Active ] Flagged/Phasing Out [ Discontinued [ Refired
Display All
Specific stock Selected Stock Number ’
Standardized FSC + DLA Item Name L1 Query Builder Go
NAPA DLA Item Mame/DLA Item Description
a DLA Item Name

NAPA Generic DLA Item Description
MPA Vendor Item Deseription
MPL Truncated Vendor Item Description
LSN Stack Number Status
NSN vor
OpRats UpPP.
Non-food Etg S‘Zﬁ
Market Ready o
School Lunch P o
Ttems with FIC PR
UGRA End Items PRF Lock
UGRA Generic Component CW Indicator
UGRA Specific Component 1CC Code
Green Cortiicd 1CC Description

?n(d d

Wig Co
FSE Mfg SKU
Produce Mg GTIN
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View Master Stock Number - Detail Screen Overview

5 Abbr. Table View
|
Filter: Sort By: [stock Number v|# [J Being Built [ Active [ Flagged/Phasing Out [ Discontinued [ Retired
[] Query Builder
3
2
Packaging Status Weights Subcat/Svc Core Other Acceptable Replacements ICC MPA
Stock Number 421001E082700
Standardized ¥/ Level LOW [ View Mod
Stock Number Status ~ Active Unit of lssue EA PRF J
Replacement Stock — gq,001£115672
Number Units per Purchase Pack PRF Lock
Extended Item Name Package Size 7] Evaluation UoM =3
EXTINGUISHER, FIRE, fwefeweee
Package UoM bz SIJYMM Eval. UoM per Vendor
Extended Item Description
- Packaging Code PG Qty. of Eval. UoM per Uol 1

5 1k, stcred pressure, hand L
FESENE, R ELSIEEN, SHEEd Vendor UoM Standard Brand |okey

3L 10 BC, Type A-L 393-AIB
(7 & Elom dp @ae B)e EXTINGUISHER, FIRE fwefeweee
Standardized Item Description ' Truncated Extended ltem Name

EXTINGUISHER, FIRE, fwefewsee
5 1lb, stored pressure, hand =
portable, dry chemical 5 Ib, stored pressure, hand portable, dry chemical, rated 3A 10
B Extended ltem Description BC, Type A-A 393-AIB (Type 1, Class 1, size B)e

Unit of Issue EA
Units per Purchase Pack Standardized Item Description [EXTINGUISHER, FIRE fwefewese 5 |b, stored pressure, hand
portable, dry chemical

Package Size 2
Package UoM Dz VI Tuncated
Packaging Code PG
Vendor UoM
EBS Material Number

Stock Number Comments Record Number 4 4 4 Record 1 of 54809 B

This screen consists of five main sections and may not be edited:

1. Filter and Sort Options — The portion of the screen where sort and filter options are selected.

2. Left Panel — This portion of the screen displays important information regarding the stock item, and the same
information displays regardless of the tab being viewed.

3. Seven Tabs — These tabs contain detailed information concerning the displayed stock item.

4. Page Navigation — These screen controls allow users to navigate from record to record or to select a specific
record to view. The record number is relative to the current set of filtered records.

5. Abbr. Table View - This link takes the user to the listed results of a search or query.
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STEP/ACTION

EXAMPLE

The left pane contains summary
information associated with the Stock
Number being viewed.

View Master Stock Number Screen
(Left Pane)

Stock Number 421001E082700

Standardized Level LOW

Stock Number Status ~ Active

Replacement Stock

Number 891001E115672

Extended Item MName
EXTINGUISHER, FIRE, fviefeveee

Extended Item Description

5 1k, stored pressure, hand
portable, dry chemical, rated
34 10 BC, Type A-R 393-AIB
(Type I, Class 1, size B)e

Standardized Item Description ' Truncated

EXTINGUISHER, FIRE, fuefeweese
5 1k, stored pressure, hand
portable, dry chemical

Unit of Issue EA
Units per Purchase Pack
Package Size 2
Package UoM DZ
Packaging Code PG
Vendor Uol

EBS Material Number

3. To view the information in a tab, click
the appropriate tab header.

Status Weights

Close up of tab headers

Subcat/Svc Core Other Acceptable Replacements ICC MPA

The first tab (Packaging Data) contains
information about how the item is
packaged.

View Master Stock Number Screen

(Right Pane —Tab 1)

Packaging  Status ~ Weights  Subcat/Svc Core  Other  Acceptable Replacements  ICC ~ MPA

- View

Established Date

Last Update Date

Update Source

‘Stock Number Status

Status Effective Date
Pending Status

Pending Status Effective Date
Retirement Reason

Replacement Stock Number

Replacement Stock Number Desc.

12/23/2009
07/26/2019

s

AActive
06/18/2019

Mo Change
mm/dd/yyyy| =]
N/A

891001E115672

'YOGURT, NONFAT, PEACH, CHL, W/ASPARTAME, 6
0z co
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STEP/ACTION

EXAMPLE

The second tab (Status) contains
information about the present and future
status of the stock item.

The possible statuses are:

e Being Built

e Active

e Flagged/Phasing Out
¢ Discontinued

e Retired

An active stock number can be added to a
catalog.

View Master Stock Number Screen
(Right Pane —-Tab 2)

Packaging Status Weights Subcat/Svc Core Other Acceptable Replacements Icc MPA
 View Mod

Pending Stalus Effective Date

Replacement Stock Number

Replacement Stock Number Desc.

Established Date 12/23/2009
Last Update Date 07/26/2019
Update Source S

Stock Number Status Active
Status Effective Date 06/18/2019
Pending Status No Change

mm/dd/yyyy| =]

Retirement Reason NfA

891001E115672

YOGURT, NONFAT, PEACH, CHL, W/ASPARTAME, 6
Q

Z CO

The third tab (Weight Range) contains
information about the upper and lower
allowable values for catch weight and
non-catch weight items where applicable.

View Master Stock Number Screen
(Right Pane —Tab 3)

Packaging Status Weights Subcat/Svc Core Other Acceptable Replacements Icc MPA

[ View Mod,

Catch Weight ltem v

Catch Weight Unit Lower Limit 3 LB
Catch Weight Unit Upper Limit 4 LB
Non Caich Weight Unit Lower Limit

Non Caich Weight Unit Upper Limit

Caich Weight Multiple Lower Limit

Catch Weight Multiple Upper Limit

Product Net Weight 78 0z

The fourth tab (Subcatalog Type/Svc
Core Items) contains check boxes
indicating the applicable subcatalog types
and itentifies service core items.

View Master Stock Number Screen
(Right Pane —Tab 4)

Packaging ~ Status = Weights  Subcat/Svc Core  Other  Acceptable Replacements — ICC
View
~LsN NSN Market Ready ~/Non Food
School Lunch NAPA I mpL MPA OpRats
| Associate Manufacturer Information |
UGRA
UGRA End Ttem Perishabilily Code [select.. 7]
UGRA Generic Component UGRA Specific Component
Green Certified FSOS FSE produce
[~Service Core
Navy MLL FIC Cargo Q-CoG BDFA
Wartime Army Dining Army Field AF AF Opt
Marine Corps
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STEP/ACTION

EXAMPLE

The fifth tab (Other) displays the
remaining information about the stock
item.

View Master Stock Number Screen
(Right Pane —Tab 5)

Packaging Status Weights Subcat/Sve Core Other Acceptable Replacements IcC

- View

Ingredient Number 1546456456

Unit Weight 0

Advanced Food
Indicator

Standard Unit Price  $1.00

Prompt Pay Days 77

NAMP Code

Acquisition Advice T ﬂ @

MPA Price

PPI Cade jp2z2105

PPl Description Other meats, fresh, frozen, or canned

The sixth tab (Acceptable
Replacements) displays the Acceptable
Replacements assigned to the stock item.

View Master Stock Number Screen
(Right Pane —Tab 6)

Packaging Status Weights Subcat/Svc Core Other Acceptable Replacements ICC MPA

- View
[pssign Replacements]  [Delete All Replacements
Delete | Stock Number Item Name Item Description
892501E617300 | BAKING CHIPS, MILK CHOC, 112516 co

896001E624959 |BEV BASE, CUCUMBER MINT, SWT, FZN conc, 511, 3/3 LT co, for disp

892001E094412 | BISCUIT MIX, BTRMILK, 675 1b bx
802001E500722 | BISCUIT MIX, BTRMILK, 6/5 1b pg
892001E592734 | BISCUIT MIX, BTRMILK, 1/50 b bg

892001E623363 | BISCUIT MIX, WG, water or birmilk prep. 6/5 Ib by

892001E094414 |BISCUITS, BTRMILK, FZN, 120/2.25 0z ea

892001E593310 |BISCUITS, BTRMILK, FZN, 100/2.25 0z ea

Records per page:[ 10 | ((ciuyz) | PageNo: [ | | Page10f26 | [ { Rows1-10 b Hf |

The seventh tab (ICC) contains any
associated ICC with a list of Attributes and
Attribute Values for the ICC.

View Master Stock Number Screen
(Right Pane —Tab 7)

Bockaging  Stotus  Weights Other  Acceptoble 1ec
tem Classification Code Association Maintenance
ice [F5716 - ILE (SHELF STABLE). BEVERAGES, BASE/MIX, DRINK, NON-FRULT1 | Associste
Attribute Attribute Value Primary Assc.
001 - FORM v
002 - PREF FOR MIXICONC 2
011 - SERVING 52
015 -PACK SIZE 2
016 - PACKAGING TYPE v
02 - SWEETNESS 2
03z~ v
033 - WATER TO CONG/COND RATIO 2
034 - FLAVOR/SERSON
- NOT SPECIFIED
035 - PACKAGING STYLE e
049 - FORTIFIED/ENRICHED B - FLAVORED
C - NATURAL FLAVORED
D - PLAINREGULAR
E - BLACKENEI
F - SMOKE FLAVOR
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STEP/ACTION

EXAMPLE

Abbreviated Table View
From the Detail View of a search return:

1. Select Abbr. Table View to view the
results in a scrollable list format.

2. The View Master Stock Number —
Table View screen displays the
Search field for the Abbr. View
Search.

Abbr. Table View of your search.

The Abbr. Table View displays

Click the ¥

descending order and the # iconto
sort results in ascending order.

4. icon to sort results in

5. Utilize the scroll bar to view all
available columns.

6. Select from the Results Per Page
dropdown menu to adjust the number
of results per page.

7. Select from the Go To Page
dropdown menu to go to a particular

page.
8. Click the Stock Number to be viewed.

View Master Stock Number — Detail Screen

Filter: [Lsn ~| SortBy: | Stock Humber ~# [lBeingBuilt [ Active | Flagged/PhasingOut || Discontinued || Retired
[ Query Builder  iGal
Status Weights ther bl MPA
Stock Number 421001E082700 Packaging Eic =
Standardized Level LOW r
Slock Number Stalus  Active Unit of Issue EA PRF '
Replacement Stock
Number BHISIELI0 Units per Purchase Pack PRF Lock
Extended ltem Name Package Size 2 Evaluabon UoM EA
EXTINGUISHER, FIRE, fwefewece
Fi BE Gty of Eval Uk per Vendor
Extended flem Descripli y
e Packaging Code G Qty. ot Eval UoMperUol 1
EoEfant e g Veador Uont seanara Brana oy
TIPS I ACIRNS LA Los Bl EXTINGUISHER, FIRE fwefeweee
Standardized ftem Dsscription. / Truncated (Bt out N
= Ib, stored pressure, hand portable, dry chemical, rated 3A 10
Extended item Descripion B[ Type A-A 393-AIB (Type I, Class 1, size Ble
una oftssue 23
ik i P Pk Standardzed tam Dascroton EXTINGUISHER, FIRE fefeweee S b, stored pressre,hand
Package Size 2
Package UoM 0z P Tl
Fackaging Cade PG
Vendor LioM
EBS Matenal Number
‘ Stack Number Comments Record Number Go Record 1 of 54809 > oM ‘ &
Master Stock Number
Filter: | Sort By: # [lBeingBuit [JActive [JFiagged/Phasing out [ Discontinued [ Retired

[ Query Builder

mmber— Table View Screen

Master Stock Number

Filter: [Standardized ~| Sort By: [Stock Humber # |1 Being Buir Actve Flagged/Prasing Out Discontinued Retired
Query Builder [ ]
Total Records count: 62493
sel | Stock Number DLA Item Hame DLA Item Description Vendor Item Description Trunc. m‘““‘m
411001E082316 | ICE MACHINE, =z ICE MACHINE, Z: ACTIV
PP each-in, model # RA-30S7 Victroy Mir, Volt REFRIGERATOR, REACH-IN, MODEL # RA-3DS7
LIODIEQE2318 | REFRIGERATOR, ZEGWSDH! 1PH VICTROY MFR, VOLT 230VS0HZ 1PH ATy
» = ) REFRIGERATOR, MANTTOWOC MODEL # QY-13044
411001E082319 | REFRIGERATOR, Manitowoc model # QY-1304A volt 230VS0Hv 1 PH VOLT 230VS0HV 1 PH ACTIV)
$11001E082520 | REFRIGERATOR, reachin, Vicrtory model ¥ RA-2057 Vot Z30VS0Hz REFRICERATOR, REACILIN, VICRTORY MODEL # oy
411001E082420 | STEAMER, CONVECTION, GAS, |1 STEAMER, CONVECTION, GAS, 1 acTv
411001£082434 | Dressing 1 Dressing ACTIV]
Haitowoc S7-0405, 115v/60/igh, st 8470 e
. y Bin, 310 Ib, capacity, top-mounted ice maker, ICE MAKER, FLAKE-STYLE, MANITOWOC SF-0406,
A11001E082431 | ICE MAKER, FLAKE-STVLE, K-00137 Legs (4), 6 In., with adjustable flaged 115V/80/ 1PH, STD, B-420 ICE BIN, 310 W HCTTY
foat, stainless steel
| s110016082501 | savap sar, reFris, Duke #TCH-60PG-N7 SALAD BAR, REFRIG, DUKE #TCM-50PG-NT AcTIV]
411001E02507 | ICE MACHINE, Manitowac #51200/5-570 ICE MACHINE, MANITOWAC #51200/5-570 acTv
. <on INCASE, DISPLAY, ROTATING, st = CASE, DISPLAY, ROTATING, REFRIG, ROWSEN
< 411001F082508 }Emm‘ Rowsen #5C-55FB | Sse-bsrm AT
[ Rasuks por voge (10 v] GoTorean [1 ) -
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STEP/ACTION

EXAMPLE

9. The View Master Stock Number —
Detail View displays the specific stock
number that was selected in the table
view.

View Master Stock Number — Detail View Screen

(Specific Stock Number Selected)

Abbr. Table View

Filter: 15 | Sort By: [stock Humber

~ ® [lpeingBuit ¥ Active | Flagged/PhasingOut | Discontinued | Retired

[ Query Builder o

Stock Number 421001E082700
Standardized Level LOW

Stock Numbes Stalus  Active
Reglacsment Stock

N BO1001E115672

Extended item Name
EXTINGUISHER, FIRE, fwefewsee

Packaging | Status | Welghts Core  gther tab KC mea
Unitof tssue 7y PRF '
Units per Purchase Pack PRF Lock
Package Sz 2 Evaluaton UaM B
i Gaia B G otEva o s Vendor
Packaging Code PG Qty_ of Eval UoM per Uol 1
Vendos UoM Standard Brand lokey

Extendad ltom Nama

Extended ltem Descrigban

EXTINGUISHER, FIRE fwefeweee

5 Ib, stored pressure, hand portable, dry chemical, rated 3A 10
BC, Type A-A 393-AIB (Type I, Class 1, size Ble

Untof ssue EA
UGS per Purchase Pack ‘Standardizad ltem Descrighon EXTINGUISHER, FIRE fwefewese S Ib, stored pressure, hand
portable, dry chemical

Package Size 2
Package UoM 0z ST
Packaging Cade PG
Veniar UM
EBS Material Humber

Stock Mumber Comments Record Number Go oA Record 1 of 54809 P

3
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Chapter 9: Master Catalogs

Master Catalog reports can be accessed from the Main Menu.

STEP/ACTION EXAMPLE

1. From the STORES Catalog Main Main Menu — View Master Catalogs Sub-menu
Menu, place the cursor over the
Master Catalogs menu bar and
select View Master Catalogs.

STORES Catalog

STORES Catalog - Main Menu

Baselme Catalog Mamtenance
The Master Catalogs Main Menu :e“;ﬁmct“‘“g Maintenance
. m Feques
dISplayS. Master Stock Mumber
Master Catalogs fiew Master -
Re—;_pnrtg View Master Catalog
Downloadz
Your Account
2. Click a report title to view a given The Master Catalogs Main Menu Screen
report.
3. Click Return to STORES Master Catalogs Main Menu
Catalog to return to the STORES
Catalog Main Menu. e NSN Catalog (FoodNet, C-8900-SL)

e NAPA Catalog

e Manufacturers

e LSN Catalog

e Generic LSN Catalog (No Brand-name LSN Items)
e Market Ready Catalog

e Standardized Catalog

e FSOS Catalog
e School Lunch Catalog

Return to STORES Catalog
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Chapter 10: Baseline Reports

There are currently twelve baseline reports available in STORES Catalog. Reports may be accessed from the
Main Menu, the Detailed View, the Full Table View and the Abbreviated Table View screens. Reports can
also be accessed from the individual report screens. Reports opened from the Detailed View, Full Table View or
the Abbreviated Table View are opened in a separate window.

STEP/ACTION

EXAMPLE

To access a report from the Main
Menu:

1. From the STORES Catalog Main
Menu, place your cursor over the
Reports menu bar and then the
Baseline Reports submenu bar
and select the appropriate report
from the next submenu.

2. For this example, select Matched
Item Report.

The Select Contract Number screen
displays.

Main Menu — Reports Submenu

STORES Catalog - Main Menu

Baselne Catalog Mamtenance
Production Catalog Maintenance
ItemPequest
MMaster Stock Number
MMaster Catalogs
Eepors Baseline Reports || Abbreviated NSNReport
Downloads Production Reports | 4 phreviated LSN Report
Your Account NSN Report
LSN Report
Matched Items Report
Unmatched Items Report
W artime Report
Items by Stock Number
Items by DLA Description
Items by Vendor Dezcription
Items by F3C/Vendor Description
Baselmne/Production Comparizon Report

NOTE: For a vendor this screen
displays with a drop-down menu of
the contracts assigned to that vendor.

3. Enter a baseline contract number.
The entire contract number must
be entered to retrieve the
appropriate record from the
database.

4 C|iCk[ Continue ]

The Report screen displays the
Matched Items report for that
contract (next page).

Select Contract Number Screen (two example close-ups)

Contract Number: | Select a Contract +
Select a Contract

SPM30008D2849
SPM30008D1210

CPM30007D3084

Contract Number: | CPM30007D3084 v

Continue Cancel
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STEP/ACTION

EXAMPLE

The matching item report screen
displays with a drop-down menu in
the upper left portion of the screen.
From the drop-down menu, users
may select another report from the
same catalog.

NOTE: The Main Menu link displays
the STORES Catalog Main Menu.
This link is replaced by the Close
Window link when the report is
opened from the Detail View, Table
View, or Abbreviated Table View
screens.

The Printable Version link displays a
printer-friendly version of the report.

The <prev> and <next> symbols
navigate to the previous and next
page, respectively.

5. Click the Printable Version link.

The Printable Report Screen
displays (next page).

Matched Items Report Screen — from Main Menu (partial view)

MATCHED DSCP/VENDOR STOCK ITEMS
Contract Number: CPM30007D3084

Printable VYersion

<prey> <next>

Selact Another Report w

Stock Number Part Number

8905010172786 8905912786

8905010175718 8905915718
8905010244414 8905914414
8905010347547

290501322851292

8905917547
2905911892
8905013881064 8905901064

<prey > <next>

Matched Items Report Screen— from an Edit Screen (partial view)

MATCHED DSCP/VENDOR STOCK ITEMS

Contract Number: CPM300070308]
Matched ltems Report e Close Window Printable Wersion

<prev> <next>

Stock Number Part Number

8905010172786 8905912786

8905010175718 8905915718
8905010244414 8905914414
8905010347547 8905917547
8905013851892 8905911892
8905013881064 8905901064

<prey> <nexts
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STEP/ACTION EXAMPLE

The Matched Items Report - Matched Items Report — Printable Version Screen

Printable Version screen has four 0 > YS—
actions available from the top of the ain Hend “ rink et Fage

report as described below:

<prevs <nextr

Main Menu d|3p|ay the STORES Stock Number Part Number
Catalog Main Menu screen. 8905006826643 8905306643
¢ Back displays the viewable 905007536568 3905906563
version of the report. 5905009353161 8905703161

8903010041325 9905911325

o Disable/Enable Paging
alternately displays the report in
single page or multiple page

«<prevs <nexts

formats.
e When paging is enabled, Print Matched Items Report — Printable Version
Current Page enables printing Set for Single Page (partial view)

the currently displayed page. To

print a different page, us_e th_e Main Menu  Back{Enable Paging JPrint
<prev> and <next> navigation

controls.

Stock Number Part Number
NOTE: The Matched Item Report
may also be printed as a Single 3905006526643 3903906643
mu|tip|e-page report by Se|ecting 8905007336358 8305906368
Disable Paging and then selecting 2905009353161 2905703161
P_rmt on the Single Page screen that S9050L0041325 S905511325
displays.

6. Click the Disable Paging link.

The report displays as a single page
with Disable Paging toggled to
Enable Paging on the navigation bar.

7. Click the Print link.

The printer dialog appears and you
can now print the entire multiple-page
report.

NOTE: When Printing most reports,
ensure your printer is configured to
print in landscape mode.

8. Click Main Menu to return to the
Main Menu.
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Chapter 11: Production Reports

11.1: Catalog Item Disapproval Report

STEP/ACTION

EXAMPLE

To access the report from the Main
Menu:

1. From the STORES Catalog Main
Menu, place your cursor over the
Reports menu bar, click the
Production Reports sub-menu
bar and select Catalog Item
Disapproval from the submenu.

The Select Contract Number screen
displays.

Main Menu — Production Reports Sub-menu

STORES Catalog - Main Menu

Baszzlme Catalog Mamtenance
Production Catalog Maintenance
Item Request

MMazter Stock Number

Master Catalogs

Beports

Dowmnloads

Your Account

Baseline Reports
Production Reports | Gatalog Trem Disapproval
Pendmg Distribution Fee Waming Report

Initial Catalog Fem Verification Report
832 Verzsion Compliance Report(s)

2. Select a contract number

3. Click | _GstReport |

The File Download dialog box
displays (below right).

Select Contract Number Screen (two example close-ups)

Contract Number: Sclect a Contract

Select a Contract
SPM30008D1034
SPM30008D1035
SPM30008D1091

SPM30008D1210

Contract Number: |SPM3[]DDSD1[]35
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STEP/ACTION EXAMPLE
4. Click _ File Download Dialog Box
The report is displayed in an Excel [ — ET

spreadsheet (below right).

Do you want to open or save this file?

@ j Mame: SPM3000801035,x1s
HH]

Type: Microsoft Excel worksheet, 1.16KE

From:

NOTE: Click to save the
file to a local drive, or to

return to the Main Menu. Open || save | [ Cancel

= e | Wihile filez from the Intemet can be uzeful, some files can potentially
.a harm your computer. [ you do not trust the source, do not open or
= zave this fle. WwWhat's the risk?

5. When done viewing the report, Catalog Item Disapproval Report
close Excel.
| A B [ D El

The Select Contract Number screen 1 [CONTRACT NUMBER |STOCK NUMBER DISAPPROVAL REASON DISAPPROVAL USER ID [ DISAPPROVAL DATE

is still displayed 2 |SPM30008D1035 B90501E192187 _|Incorrect PRF SUBSISTUSER 2/16/2012 16.01
3 |SPM30008D1035 B890501E192187 Non-Berry Amendment Compliant item|SUBSISTUSER 2/16/2012 16:02
4 [SPM3000801035 830501E193834 _|[Wrong or incorrect item SUBSISTUSER 2/16/2012 16:02

Stock Number does not match

5 |sPM30008D1035 B30501E193834  |standards SUBSISTUSER 2/6/2012 13:36

6. Click to return to the Select Contract Number Screen (close-up)

Main Menu.

Contract Number: |SPM20008D1035
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11.2: 832 Version Compliance Report(s)

This report is also available from the Catalog Items screen.

STEP/ACTION

EXAMPLE

To access the report from the Main
Menu:

1. From the STORES Catalog Main
Menu, place your cursor over the
Reports menu bar, click the
Production Reports submenu
bar and select 832 Version
Compliance Report(s) from the
submenu.

The Select Contract Number screen
displays.

STORES Catalog - Main Menu

Main Menu — Production Reports Submenu

Baselne Catalog MMamtenance
Production Catalog Maintenance
ItemRequest

Master Stock Mumber

MMaster Catalogs

Downloads
Your Account

Baseline Reports
Eroduction Reports | Gatalog hem Disapproval
Pendmg Distribufion Fee Waming Report

Initial Catalog Ttem Verification Report
832 Version Compliance Report(z)

2. Enter a contract number

3. Click __Centinue |

The Compliance Report
Specification screen appears (below
right).

Select Contract Number Screen (two example close-ups)

Contract Number: | Select a Contract +
Select a Contract

SPM30008D1034
SPM30008D1035

SPM30008D1091
SPM30008D1210

Contract Number: |SPM3[]DDSD 1035

Continue Cancel
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STEP/ACTION EXAMPLE
Compliance Report Specification Compliance Report Specification Screen (2 close-ups)
screen allows the user to generate a
report for the catalog based on three 832 VERSION COMPLIANCE REPORT
parameters, criteria: & version 2 O Version 3 I Wm: @ all O Non-Compliant Items O Compliant Items
4. Select the version for which you
are checking compliance. v v v
Compliance Active or Pending All, Non-Compliant, or
Criteria: & version 2 O Version 3 Version Catalog Compliant ltems

5. Select "Pending" for the contract
as it will be generated during the
weekly update, or "Active" for the
current customer version of the
catalog.

|Item Status: (*) Pending ) Active |

6. Choose to view all items, non-
compliant items only, or compliant
versions only.

| Compliance: ®al O Non-Compliant Items Q Compliant Items

7. Leave the defaults (Version 2,
Pending, and All) and click

Get Report .

The 832 Version Compliance
Report displays (next page).

NOTE: The report selection criteria
still display at the top of the report.
You can change the reporting criteria

at any time and click to

rerun the report.
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STEP/ACTION

EXAMPLE

The 832 Version Compliance
Report displays the stock number,
and item description for all items. It
also displays a list of non-compliant
fields and a link to a detailed report
for each non-compliant item.

Close-up 1:

e Clicking "Main Menu" will close
the report screen and return to
the Main Menu screen. If the
report is accessed from the report
drop-down on the Catalog Items
screen the Main Menu link will be
replaced with a "Close Window"
link.

e Clicking "Printable Version" will
refresh the screen with a printable
version of the report.

Close-up 2:

e The first portion of this close-up
gives a count of the total number
of non-compliant items.

e The second portion of the close-
up is a link to download the data
into an Excel spreadsheet. This
link will download the non-
compliant records only.

Close-up 3:

e The first portion of this close-up
gives a count of the total number
of compliant items.

e The second portion of the close-
up is a link to download the data
into an Excel spreadsheet. This
link will download the compliant
records only.

Close-up 4:

Clicking on "Next" displays the next
page of data. The "Next" will refresh
only the non-compliant portion of the
report. If the "Next" appears in the
Compliant region of the report, it will
refresh only the compliant portion of
the report when clicked.

832 Version Compliance Report
(Version 2, Pending Records, All)

832 VERSION COMPLIANCE REPORT
Contract Number: SPE30013DP214
orteriz: ®version2 Overscn3 Ttem Status: ¥ pending O actve Compliance: ® a1 O non-Comlit Tems O Compiiant Ttems

(et Report

mun{ompliant Ttems: 98 record(s)  Downioai fo Fice I 2

o

Main Menu Printale Versio

Link to Details

832 Version Compliance Report (close-up 1)

IMain Menu Printable Wersion I

832 Version Compliance Report (close-up 2)

Non-Compliant Items: 98 record(s) Download to Excel

832 Version Compliance Report (close-up 3)

ICDmpIiar‘lt Items: 2 recordi{s) Download to Exu:ell

832 Version Compliance Report (close-up 4)

832 Version Compliance Report (close-up 5)
Details
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STEP/ACTION EXAMPLE

1. Click "Printable Version" IMain Menu C Printable Wersion I)

The report displays in the printable
version.

This version of the report displays the
same information as the original view, 832 Version Compliance Report (printable version)
but it is printer friendly.

| Main Menu Back Disable Paging Print Current Fage |

832 VERSION COMPLIANCE REPORT
Contract Number: SPE30013DP214

|n the above Close Up: Criteria: ®Verson 2 Uverson 3 Ttem Status:  pending U Active  Compliance: ® a1 U tior- Complnt: Tems U Complt ems
e Main Menu returns to the Main S
Main Menw Back Disable Paging Print Cument Page
Menu. L. Non-Compliant Ttems: 08 record(s)  Downlazd 1o Ecce I
e “Back” returns to the original -

Stock Number Hon Compliant Fields Link to Details
[+ Details

Detals

Details

Detalls

Detalls

Details

Details

Details

Details

Details .
Next

report screen.

e “Disable Paging” shows all the
data on one page — it can then be
printed all at once.

e “Print Current Page” prints only
the date seen on the screen — the
current page. To print the next JLonplenlens 1] i o
page — click “Next”

COLI CROWNS, CHL, Lt

2. Click “Back” to return to the main

report.
3. Click “Details”. 832 Version Compliance Report (main report partial view)
The Item Details screen displays
(next page). Non-Compliant Items: 98record(s) Dewnload to Excel
Next
Stock Number Vendor Item Description Nen Compliant Fields Link to Details
891501E210013 BANANAS, FRESH, GREEN, gross volume, gross volume uom Details

#1, 1/40 LB CS
891501E210045 CARROTS, CHL, BABY, gross case weight, gross case weight uom, gross volume,
WHL, PEELED, 5 LB CS gross volume uocm

851501E210049 CARROTS, CHL, SHRD, gross case weight, gross case weight uom, gross volume, Details
Us#1, 1/5 LB CS gross volume uom

891501E210051 CARROTS, CHL, STICKS,  gross case weight, gross case weight uom, gross volume,  Details
UsS#1, 1/5 1B CS gross volume uocm

851501E210064 CELERY, CHL, STICKS, gross case weight, gross case weight uom, gross velume, Details
Us#1, 1/5 LB CS gross volume uom

891501E210074 CUCUMBERS, FRESH, gross case weight, gross case weight uom, gross volume,  Details
SUPER SEL, US#1, 1/20 LB gross volume uom

cs
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STEP/ACTION

EXAMPLE

From this screen you can print the
non-compliance issues for a stock
number or return to the main report.

832 Compliance Report — Item Details

4. Click “Back to Main Report”. =

The main report displays (not shown).

| E—
1
Back to Main Report PFrint
832 Compliance Report - Version 2 - Item Details
Pending In Production
Contract Number: SPE30013DP214
Stock Number: S91501E210013

M = Mandatory, O = Oational

=2 = Cancitional: Blement s requirec & it is an NAPA item

3 = Cancitional: Blerment is requirec if it is a Catch Weight ibem

T4 = Cancitional: Blement is requirec for DCONUS contract MFA Rems (Version 3)

= = Cancitional: Blement is requirec for a confract supporting at least one Nawy Ship (Version I or Version 3)
* Indicates an B32 Version 2 fiel

Ficld Name vz| Value E Issue

Price M _|$22.00 L

Wendor Item Description M |BAMAMAS, FRESH, GREEN, ¥

=1, 1,40 LB C5

Part Number M |BANGRAD ¥

Brand [ Comments o] M/ A
[[Ratio Mumerator M_|40 L

Ratio Denominator M |1 ¥

Unit of Issue M |LE L

Unilt of Measure M |CS ¥

Units Per Purchase Pack M |1 L

Fackage Size M (40 ¥

Package Unit of Measure M LB ¥

PFackaging Code M |5 L
[Economic Indicator M (1 L

“Product Price M |$15.05 ¥

“Accept DLA Standards MY L

“Gross Case Weight M |33 ¥

‘Gross Case Welght Uok M (LB L

“Eross Volume M N This is a required ficld.
“Gross Volumie UoM M N This is a required field.
“Catch Weight Multiple T2 M/ A
“Distribution Fes Category |M_|[FFNY L
“Distribution Fes M |$2.95 ¥

“HAFA Allowance (C2|30.0:0 MN/A

“Foreign Source Indicator M N ¥

CDLA Unigue M N L

“Tare Welght M M/ A

“Tare Weight Unit of C5| LA

Measure

“Aluminum Weight M M/ A
“Aluminum Weight Unit of |C5 LAY

Measure

“Tin Welght M MA

“Tin Weight Unit of Measure |C5/ M/ A

“Paper Welght M MNA

“Paper Welght Unit of cs MiA

Measurs

“Plastic Weight M M/ A

“Plastic Weight Unit of C5| LA

Measure

“GElxss Weight M M/ A

“Elass Weight Unit of 5 LAY

Measure

“Shielf Life o |4 LA

“Shedf Life Unit O DY M/ A

“Food Show Allowance O |S0.00 LA
“Promoticnal Allowance O _|S0.00 M A

LAt (o M/ A

“Specisl Ordering 5] MN/A
Instructicns

Minimum Order Quantity @ (1 MN/A

Lead Time Days (=] MNfA

MPA Purchase Date C4 LA

M = Mangatory, O = Optianal

(2 = Cancitional: Element i requires) f it s an NAPA (tem

(2 = Cancitional: Element i requires o it s 3 Catch Weight ihem

C4 = Cancitional: Element i requires for DCONUS contract MPA ems (version 3

S = Cancitional: Element i requires for & contract supporting at least one Navy Ship (Version 2 or versian 3)
* Indicates an B32 Versicn I fielc

Back tn Hain Report Print

5. Click “Download to Excel”.

The “File Download” Dialog Box
appears.

832 Version Compliance Report (main report close-up)

Non-Compliant Items:

98 record(s) <Qownload to Exce
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Chapter 11: Production Reports

STEP/ACTION

EXAMPLE

6. Click “Open” to view the file.

The Excel spreadsheet displays (not
shown).

File Download Dialog Box

File Download

B
Do you want to open or save this file?
L}‘g j Mame: SPM30008071025 - Mon_compliant_items. xlz
Type:  Microzoft Office Excel 97-2003 Worksheet, 30.7KB
From: 10.100.122.68
Open Save | Cancel I

| | “While flles from the Intermet can be useful. some files can potentially
W harm your computer. [ you do not trust the source, do not open or
S save this file, What's the risk?

To the right is a list of the columns
appearing in the Non-Compliant
download. The second column
(NON_COMPLIANT_ITEMS) is a list
of fields which do not meet standards
for the version being checked. Itis
the only column which does not also
appear in the Compliance download.

7. Close Excel.

8. Click “Main Menu” on the report
screen.

The Main Menu screen displays (not
shown).

832 Compliance Report — Non-Compliant Items Download Column

Column Heading Name

Headings

Column Heading Name (Continued)

STOCK NUMBER

FOOD SHOW ALLOWANCE

NON COMPLIANT ITEMS

PROMOTIONAL ALLOWANCE

ECONOMIC INDICATOR

OVERWRITTEN DESCRIPTION

PART NUMBER

ACCEPT DLA STANDARDS

VENDOR ITEM DESCRIPTION

SPECIAL ORDERING INSTRUCTIONS

UNIT OF MEASURE

MIN ORDER QUANTITY

UNITS PER PURCHASE PACK

FOREIGN SOURCE INDICATOR

RATIO NUMERATOR SKU

RATIO DENOMINATOR DLA UNIQUE

PRICE TARE WEIGHT

COMMENTS TARE WEIGHT UNIT OF MEASURE
PACKAGE SIZE ALUMINUM WEIGHT

PACKAGE UNIT OF MEASURE

ALUMINUM WEIGHT UNIT OF MEASURE

PACKAGING CODE

TIN WEIGHT

RECORD STATUS

TIN WEIGHT UNIT OF MEASURE

GROSS CASE WEIGHT

PAPER WEIGHT

GROSS CASE WEIGHT UOM

PAPER WEIGHT UNIT OF MEASURE

GROSS VOLUME PLASTIC WEIGHT
GROSS VOLUME UOM PLASTIC WEIGHT UNIT OF MEASURE
SHELF LIFE GLASS WEIGHT

SHELF LIFE UNIT

GLASS WEIGHT UNIT OF MEASURE

CATCH WEIGHT MULTIPLE

PRODUCT PRICE

DISTRIBUTION FEE CATEGORY

LEAD TIME DAYS

DISTRIBUTION FEE

MPA PURCHASE DATE

NAPA ALLOWANCE
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Chapter 12: Downloads

STORES Catalog currently allows vendors to download catalogs (832s) and the Vendor User Guide.
All vendors may download the Vendor User Guide; however, 832s can only be downloaded for catalogs that the
user has a role designated as ‘Vendor.’ If no catalogs are assigned with the role of ‘Vendor,’ the ‘Download a
Baseline Catalog’ option will not display on the Main Menu.

12.1: Download a Catalog

STEP/ACTION

EXAMPLE

1. From the STORES Catalog Main
Menu, place your cursor over the
Downloads menu bar and select
Baseline Catalog — Original 832
Format, Baseline Catalog -
Updated 832 Format, or
Production Catalog from the
Downloads submenu.

The Select Contract screen displays.

Main Menu —Downloads Submenu

Baseline Catalog - Original 832 Format
Bazeline Catalog - Updared 332 Format
Production Carzlog

Download Vendor User Guide

2. Select a contract to download to
STORES Catalog.

NOTE: On this screen click

‘ to discontinue the

download process and return to the
Main Menu screen.

3. Click to download
a particular catalog.

The Select Format screen displays
(next page).

Select Contract Screen (two example close-ups)

Contract Number: | Select a Contract =
Select a Contract

SPMMI00040%970
SPMBDDD4DWQDB

Contract Number: |SPM30005DWUU4

Continue Cancel
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Chapter 12: Downloads

STEP/ACTION

EXAMPLE

4. For this example, select the
“Fixed Length Text” format.

NOTE: For baseline catalogs the
Fixed Length Text format is the
normal 832 format. The Microsoft®
Excel® format is available for
convenience. For production
catalogs, the Excel® format is the only
available format.

Zontinue ]

5. Click [

A File Download Pop-up window
displays.

From this point, follow the computer
prompts to save your file. Details are
not covered here as specific prompts
may vary based on your particular
operating system (e.g. Microsoft®
Windows®).

NOTE: Remember the name you give
the downloaded file and the folder
where it is saved.

6. When the download is complete
click | or

&, Main Menu to return to the

Main Menu.

Select Format Screen (two example close-ups)

Download Contract: SPM30005DWO004

Select & Format L

SEIec:t A Format
Fixed Length Text
Microsoft Excel

Download Contract: SRH3I0005DW 004

Fixed Length Text

Cu:unt'Eue

Cancel

STORES Catalog

101

September 2024




STORES Catalog — Vendor User Guide Chapter 12: Downloads

12.2: Download a User Guide
To read the User Guide you must have either Microsoft® Word® or the Adobe® Acrobat Reader®.

STEP/ACTION EXAMPLE
1. For this example, select Main Menu —Downloads Submenu
Download Vendor User Guide
from the Downloads submenu Eazeline Catalog - Origmal 832 Fonmat
from the Main Menu. Baseline Catalog - Updated 832 F
The Select Format screen displays. Production Cataloz
Diowmload Vendor User Guids
NOTE: The Acrobat PDF format is Select Format screen close-up

recommended over Microsoft® Word.

Select & Format b
2. Select a format to download. Select Format Screen (two example close-ups)

3. Click Continue

The File Download pop up window
displays.

Select A Format A

Select A Format
Micrusoft Wiord

From this point, follow the computer
prompts to save your file. Details are
not covered here as the specific
prompts vary depending on your
operating system (e.g. Microsoft®
Windows®).

NOTE: Remember the name you give \L‘j““[%] (_Cancel |

the downloaded file.

aAcrobat PDF v

4. When the download is complete
click | or

&g, Main Menu to return to the

Main Menu screen.
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Chapter 13: Account Maintenance

Currently, the only choice under the ‘Your Account’ menu bar is View/Modify My User Information.

STEP/ACTION EXAMPLE
The only choice on the Your Account Main Menu —Your Account Submenu
submenu is View/Modify My User .
Information. This link displays the STORES Catalog - Main Menu
My User Information screen where Easeline Catalog Maintensnce
the user may change his/her Production Catalog Maintenance
password and update their contact R
information. ey
Naster Catalogs

1. Expand the Your Account menu i

bar and click View/Modify My Dovnloads

User Information. Your Account EP—— Userln.ﬁnmaﬁm|

The My User Information screen
displays.

Section A contains read-only My User Information Screen (upper portion)

information about your account. This
information cannot be modified.

My User Information

Section B, the Password fields, IHIELAS haice masd wil an vt | ) avw e
always display blank for security Tl BEVENDOR

reasons. Leave them blank unless Date Created: 127292075 3:30:31 AM (I"hiladelphia Time)
you are required to enter a new A Dastes Unrestived;

password or you are voluntarily e s e

changing your password. Affiliation: Vandor

You may change your password at S

any time. However, you must change | g Hew Password: @

your password every 60 days and

Confirm New Password:

anytime you are accessing the
system after your account has been
reactivated (see Section 1.3).

NOTE: If your certificate allows you to
log on without a password, the
password fields do not display.

-Continued on next page-
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Chapter 13: Account Maintenance

STEP/ACTION

EXAMPLE

Section C contains your contact
information. You can modify any field
in this section except Last Name,
which is read-only. Confirm Email
Address always displays blank when
you access this screen.

IMPORTANT NOTE: Whenever you
make a change to this screen,

My User Information Screen (central portion)

Middle Initial/Name:
Last Name:
Suffix:

Title/Rank:

* First Name:

Sandra

R
Dias

MS

-~

@

@ 2

.
o

regardless of what information you (FacilityfBass Names] Wetch Point @
change, you will be required to * Street Address 1: || 1900 Pines Peak Road @)
the modifications are accepted by the “ City: | Philadelphia @
SyStem' * State: || Pennsylvania hd
* Country: || UNITED STATES v
* Zip/Postal Code: ||21246 @)
* Phone Number: ||215-999-5424 :fl Extension: 302
DSN: @
* Email Address:  |sandrad@watchpoint.gov CZNJ
* Confirm Email Address:
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STEP/ACTION EXAMPLE
To view your current role My User Information Screen (lower portion)
assignment(s) in STORES User
Administration: * Confirm Email Address: |
1. Click the link View Current Role
Assignment. _sae| Ccancel |
The Current Role Assignment View Current Role Assignment

screen displays in a separate window.

NOTE: You cannot modify your own

. Current Role Assignment Screen
role assignment. Contact your

STORES administrator if an

- . . Current Contract-Role Assignments for User ID: BZVENDOR
assignment change is required.

Right click on this window to access print option

2. Right click the window to access CAGE Code: DONOL
the print option and print the e T
screen, if desired. SPM30308DA005 - 5.C. DOBROGEA GRUP Vendor

CAGE Code: 0KVA3

3. Click IE or the Close Window

Contract Role

link to close the separate window. SPM30008D1208 - PEPSI Vendar

-Continued on next page- CAGE Code: 9U248

Contract Role

SPM30007D3034 - REINHART FOOD SERVICES, W1 Vendor

SPM30008D3011 - REINHART, WI Vendor

SPM30008D3236 - REINHART LA CROSSE, Wi Vendor

Close Window
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STEP/ACTION

EXAMPLE

To modify a User Information field:

1. For text fields, such as Street
Address 1 Example A), highlight
the current entry and enter the
revised information as in the
example on the right. For drop-
down fields, such as State select
the new location in the list
(Example B).

Some fields, such as User ID,
Password and Email Address, have
rules that your entries must follow in
order to be valid.

=
2. Click (the question mark icon)
to view the rules for a particular

* Street Address 1:

Close-ups of My User Information Screen

'

Pennsylvania hd
IMaine -

Massi&usetts

Michigan

* Street Address 1: ||2011 A

Data Entry Help Screen (in a separate window)

dow

(= STORES Web - Windows Internet Explorer

i . & | https: ffdssva22.atsva.comfstores_webfModulesfAccount /DataEntryHelp. htma#PasswordHelp hd %
field
Password A
. A required field for all STORES accounts.
The Data Entry Help screen displays
. . A valid Password:
in a separate window at the
H H H H. s Must it it least 2 lett AZ
information section pertaining to that _ " Wuatcontain o eaet 2 omercase etars (a3 ]
particular fleld (SUCh as Password « Must contain at least 2 numbers ( 0-9)
3 ’ * Must contain at least 2 special characters:
r|ght)_ el @ES B () _ =[]} Ve
« Must contain at least:
o 15 characters when a
E STORES Web or Catalog
. - account
3. Click or the Close Window © 16 charsclars whan a
. N t
link to close the separate window. + Must not excesd 25 characlers
& May contain spaces
4_ When a” modlflcatlons have been When changing your password, the following rules also apply:
made, confirm your email address ® Mustbe diferent than previous § passwords
in the Confirm Email Address " Characters o PResHOE Ry EES
field.
NOTE: You cannot save Phone Number L
. g . . . . A rannirad fiald far all STARFS arrnninte
modifications without confirming your < >
emall address. Daone @Internet Fo100% v
Close-ups of My User Information Screen
My User Information
I Errors found on form; please correct and save again.l
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STEP/ACTION EXAMPLE
Save 215-999-5424 @ .
5. Click . * Phone Number: | |y5]id Phone Number format. Please click [EXtension: | /302
on 7 for help.
o If errors are found, as in the T @)
example on the right, error : -
messages display near the top of * Email Address: | sandrad@watchpoint.gov Q)
the screen and underneath any S —
field that is in error. Correct the Address:  ploace Confirm Email Address.

errors and repeat Step 5.
e If no errors are found...

...a Confirmation screen displays.

Confirmation Screen

Your user information has been

successfully modified. Confirmation
User Information for User ID: BZVENDOR has been modified.
Click the Continue link to return to A confirmation email will be sent to the email address for this User ID.
the Main Menu screen. If the email address was changed, it will be sent to both the old and new email addresses.
Continue
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