Appending PRs into one Award

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 eachNine item

Purchase Source  Award  Report Manage  Help

PR Detail Status: Wo

@Return | :.;Route || melete caCancal || Remenbersetings

tking Holder: Diana Runkle

,_] Log Cuk

DAYIFDI169015 | Pre-Award | Histary Links

sl Save PAD A Discard Changes | =d Print Preview | 53 Copy PAD e SuspendRAD Add ko Project | @) Help

PAD Information |NEIRICINEE| Addresses | Add Funds

|--Please Select Sart Order-- j ‘ Wiew I Rearrange Line Items |
USD Funds Summary
PR Certified: 170,250.00
PR Obligated: 0.00
PR Remaining: 170,250,00
[ |*| Item# Item oy, Unit Unit Price \ Total
[T | |ooot [+ wheel electric cart | 25 |[ea =l | 5,000.00 [UsD =] 125,000,00 USD
=
=
vendor/Contract: [CLUE CAR [ CLUB CAR =

vendor Mfg #: Ighl GLAL: |181 - Fixed Assets-Furniture and Equipment (MAF) j
Standard Pack: I Service Item: [

Recipient: DAYIS MONTHAM AFB GOLF COURSE | DAYIS MONTHAN AFE

O |v|0002 |4 wheel gas cart | | 10 ||EA = 4,000.00) [usp =] 40,000.00 USD|
=
I |
¥endor/Contract: [BAG BOY LLC | BAG BQY LLC =l
vYendor Mfg #: deg— GLALC: Ilﬂl - Fixed Assets-Furniture and Equipment (MAF) d
Standard Pack: l— Service Item: [
Recipient: DAVIS MONTHAN AFE GOLF COURSE { DAYIS MONTHAN AFE
O |v |Uut|3 [windshield | | 35 iIEA = 150,00 [usD 7] 5,250.00 USD|
1=
=
¥endor/Contrack: I**Please Select-- d

vendor Mfg #: I GLALC: Ilﬂl - Fixed Assets-Furniture and Equipment (MAF) d

Or
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Appending PRs into one Award

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.

—- Apply to Checked Items

Yendor/Contract: | BelE=c=pel =i

GLAL: | —-Please Select-- ;l

Currency: |--F‘Iease Select-- - |

apply ko Checked Line Ikems | DeleteCancel Checked Ikems |

» Top of Page

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

0 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 Orifyou 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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Appending PRs into one Award

Purchase Source  Award  Report  Manage  Help

PR Detail
@Return | i‘%Route |

Halder: Diana Runkle

| ,_] Log Cuk

[Elete Fementer Sethings

DAYIFD169018 | Pre-Award | HistaryiLinks

|5l Save PAD Discard Changes | (=4 Print Preview | =3 Copy PAD &) Suspend PAD 1_% add to Project | @) Help

™ |*|vendor Additional Information
*| BAGBOY LLC {Open Market)
*( CLUB CAR

Select a Vendor Address

Add Yendor Address Delete Checked Addresses |

Click on the ¥endor index tab for a vendor list
A Top of Page

» | Ship To

OR
* | DAYIS MOMNTHAN GOLF COURSE

Enter the information below to search for a vendor:
Select Another Address for DAYIS MONTHAN AFE GOLF COURSE

Vendor Mame: I
Name: IDF\\I’IS MONTHAN GOLF COURSE

Address1: [3965 5. CRAYCROFT RD Contract Murber: |
Address2: [FLDG #4559 Contact Last Name: |
Address3: | Contact First Marne: I

City: IDF\\I’IS MOMNTHAN AFE State: IF\Z Zip: Zip Code: I
Country: |United States =l Search |

Comments:
Contacts: First Name Last Name Email
JEETTY JcomPTON |
Telephone 1: ISZD 22583174 Ext I Ty Lcell
Telephone 2: ISZD 225 0590 EHI:I Ty |https:.-".-"ibpstraining.afnafpo.afsv.net.-"[lommon.-"D |° Internet él
First Name Last Name Email

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.

Award To: |--F‘Iease Select-- j

Award Type: |--F‘Iease Select-- j

Award |

» Top of Page

Click the drop down by Award To and select the vendor/contract pricelist
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Appending PRs into one Award

Award To: |--F‘Iease Select-- = |

Award Type: Starlight Lighting/Sugoested Source Yendor Open Market Pricelisk

Baard |

Click the drop down by Award Type and select the type of award ng

Award To: IStarIight LightingSuggested Sour or Open Market Pricelist - |

Award Type:

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:
Select Order or Contract

—-Pleaze Select- = |‘\Cuntinue
|--Please Select-- '

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

Cancel | H

When the Pending order is selected, the line items will append to the pending order.

o =

The append feature is available until there is no pending order for the vendor.
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