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Pre-Award (PAD) 
 
When you have multiple PRs that will be awarded to the same vendor you can append the PRs 
into one award (PO, DO or Contract). Only use this feature if the NAFI and Cost Center codes 
are the same on all PRs. This is because an award can only have one NAFI and one Cost Center 
code. 
 
To award from the Pre-Award screen, the line items must have the vendor and applicable 
pricelist you are awarding to, attached to them. This vendor/pricelist selection must be the same 
on all PRs. If at least one item is marked against an NPA/GSA/EPP vendor, the subsequent 
award will be a DO. 
 

Expand all the line items by clicking  the expand icon on the title bar. Ensure there is a 
vendor/contract displayed within each line item 

 
Or 
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If a number of the line items don’t have a vendor/pricelist associated, enter a check mark beside 
each line item and expand the APPLY TO CHECKED ITEMS TAB (see below).  This area 
displays the following editable information. 
 

 
Use the Vendor/Contract drop down, select the applicable vendor/contract pricelist and then 
click APPLY TO CHECKED LINE ITEMS button.  
 
Click the Save PAD button. 
 
If the Vendor/Contract Pricelist doesn’t display, the vendor must be added. Perform the 
following steps. 
 
- Click the Addresses tab  
- Click the Add Vendor Address button 

- A Select a Vendor Address window will appear 
- In the Contract Number box, enter the applicable contract number 

o If the information doesn’t appear 
o  And you are trying to award against a GSA or MISC type contract; you will have 

to leave this area. 
 Click Award 
 Contract 
 Search by the GSA, MISC number and ensure that it is loaded within 

IBPS. If not, you will need to create it. If you locate it, changes are it is 
expired and you need to change the expiration date and click save. 

 Find your PR/Preaward, and begin these steps again 
o Or if you are trying to award against an AFNAFPO contract, you will have to 

leave this area 
 Click Award 
 Contract 
 Search by the NPA or EPP number. Locate the AFNAFPO buyer and call 

them at DSN: 487-6931. Ask them if the contract is still valid and if so, 
could they please verify that it is available for use in IBPS. Once they 
ensure it is valid within IBPS 

 Find your PR/Preaward, and begin these steps again 
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Once you have found the vendor from the contract number, click the Save PAD button. 
 
Return to the Line Items tab and attach the vendor/contract pricelist to the line items. Once that is 
done, click the Save PAD button 
 
Awarding from the PAD 
Once the line items have the vendor/contract pricelist associated to them you are ready to make 
the award. 
 

 
 
Click the drop down by Award To and select the vendor/contract pricelist 
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Click the drop down by Award Type and select the type of award you are creating 

 

 
 

Click the Award button. 
 
The screen will refresh to the pending award, unless there is a pending award for the vendor.  If 
there is a pending award a secondary window opens, see next page: 

 
 

When the Pending order is selected, the line items will append to the pending order. 
 
The append feature is available until there is no pending order for the vendor. 

1. Click the Dropdown 
 
2. If creating a new award, select New 
Order 

              OR 
Select the pending order (the PR purpose 
will be displayed) 
 
3. Click Continue 
 
4. Screen will refresh to the pending award 


