


W elcome to ECAT training, 
sponsored by the Directorate of

Medical Materiel at the Defense Supply
Center Philadelphia (DSCP).  This training 
is designed to introduce you to the Medical
Electronic Catalog (ECAT) system.
ECAT is a "Total Catalog/Total Delivered
Price" program, offering laboratory, dental, and
optical products. ECAT also supports special
committed volume pricing, enabling individual
customers access to tiered pricing and deep
unit price discounts based on volume or other 
considerations such as standardizing on 
one brand of products.  ECAT provides
paperless contracting, electronic ordering,
electronic invoicing, and electronic payments.
ECAT offers customized flexibility, ease of
use, and commercial catalog accessibility to a
broad range of products for a wide variety of
Department of Defense and other Federally
funded customers.

ECAT is just one of a suite of Defense
Medical Logistics Standard Support -
Wholesale applications.  To see our other
great Directorate of Medical Materiel 

products, please visit our website at
dmmonline.com.

We hope that you find this material to be
useful and that you emerge from this class
with a greater perspective of the business
information available to help you perform
your day-to-day tasks.  The Directorate of
Medical Materiel and the Defense Supply
Center Philadelphia have worked hard to
bring together many sources of data and to
provide them to you in a clear, organized,
logical manner.  

Whether you are taking this training in a
classroom or on your own in front of your
own computer, our goal is to provide top-
notch training to you, our customers.  
At the end of the course, please fill out an
evaluation form to let us know if we are
meeting this goal.  You will either be given
an evaluation form in class, or you can find 
it on the dmmonline.com website.

Thank you and welcome again to ECAT!
Let's get started!

Welcome to ECAT
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At the conclusion of
this lesson, you will 
be able to:

❁ Access the ECAT home page.

❁ Log in to ECAT using a 
predetermined username 
and password.

LESSON 1:
Accessing ECAT

Objectives

(p.5)



(p.6)

LESSON 1:
Accessing ECAT

B E F O R E Y O U B E G I N :

You must set your computer’s 
browser options to run ECAT properly
in either Netscape Navigator or
Microsoft Internet Explorer.

ECAT can be accessed using Netscape
Navigator 4.x or Microsoft 5.x or higher. 
It is highly recommended that the latest
browser version be used. Please refer to
Appendix A for setup instructions 
specific to your Internet browser.

You must also have an ECAT 
account established, with a logon
and password assigned.

You can apply for an account by filling out
an on-line form displayed on page 9 of this
Training Guide or by calling the ECAT Help
Desk. Please refer to Appendix C for 
instructions on how to contact the ECAT
Help Desk.

1.1 Enter the ECAT web address
To access the application, launch 
your chosen browser and type in 
the URL www.dmmonline.com.



(p.7)

LESSON 1:
Accessing ECAT 

(continued)

This brings you to the dmmonline.com 
homepage. Here, under MEDLIFE
Programs, select Web-Based 
Ordering-ECAT or click the 
Order Products tab at the top 
of the page. Either of these actions 
will take you to the ECAT home page.



LESSON 1:
Accessing ECAT 

(continued)

(p.8)

This brings you to the Web-Based 
Ordering-ECAT Homepage. Click 
ECAT Login, and the ECAT Login 
page will open.



LESSON 1:
Accessing ECAT 

(continued)

(p.9)

On this page is an Announcements
section that is updated as needed and 
provides information on current and new
suppliers, policy changes for existing 
suppliers, and the ECAT Help Desk. 
In addition, there are also links to the 
ECAT Flash Demo and the Web Supplier
Flash Demo (if needed, a link to get the
Flash Player Plug-in is also provided). 
There is also a link to the ECAT Training
Guide and a site that walks you through
your browser setup.
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Accessing ECAT 

(continued)

(p.10)

The ECAT Login page also offers more 
than just a place for you to log in to the
ECAT application and view announcements.
Listed across the top, in tab format, are the
following options:

❁ Request Access

❁ General Information

❁ Supplier Information

❁ Demonstration



LESSON 1:
Accessing ECAT 

(continued)

(p11)

The Request Access tab provides access
to an on-line form for potential customers to
request a login and password.

Complete this form and click the submit 
button at the bottom of the page to 
request a login and password to the 
ECAT application.

Click the back button on your browser to
return to the ECAT Login page.



LESSON 1:
Accessing ECAT 

(continued)

(p.12)

Click on the General Info tab to view 
buttons leading to information about the
Laboratory, Optical, Dental, and Equipment
initiatives.

Click on the specific button for each initiative
for more information about that initiative.

Click the back button on your browser to
return to the ECAT Login page.



LESSON 1:
Accessing ECAT 

(continued)

(p.13)

Click on the Supplier Information tab to
view information about vendors participating
in the ECAT program. Click each of the 
buttons to display information about the 
various vendors aligned in that category of
the ECAT program.

Click the hyperlinks displayed to view 
additional information about a vendor, 
including that vendor’s full name and
address, the contract key terms and 
conditions, and the products that supplier
offers in ECAT.



LESSON 1:
Accessing ECAT 

(continued)

(p.14)

Click the Demonstration tab to access
an on-line interactive demo.

To return to the Login screen:

❁ In Internet Explorer, click the small ,
down-facing arrow next to the Back button
on your browser to access the Back 
dropdown menu, and choose “Logon
Screen”.

❁ In Netscape, right click on the Back 
button on your browser, and choose 
“Logon Screen”.



LESSON 1:
Accessing ECAT 

(continued)

(p.15)

1.2 Log in
To log in to the application, enter your
Username and Password in the 
appropriate boxes and click the Login
button. Please note that your password is
case sensitive. This action will bring you to
the Product Search page.

Enter your Username and Password
and click the login button.

You can change
your password 
at any time by 
clicking on the
Change
Password box 
and following the
directions.
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1. What web address should you use to access the ECAT application?
a. www.ecat.com
b. www.dmmonline.com
c. www.dmmonline.mil
d. www.ecat.mil

2. From DMMonline, which two links allow you to access the ECAT homepage?
a. Web-based Ordering – ECAT or the Equipment tab
b. The Order Products tab or the Med/Surg tab
c. The Equipment tab or the Med/Surg tab
d. Web-based Ordering – ECAT or the Order Products tab

Lesson 1 Questions

Below are a few questions designed to reinforce the material presented in the preceding lesson.  
Please take a few minutes to carefully read and answer them.  The answers can be found in Appendix F.



At the conclusion of
this lesson, you will 
be able to:

❁ Define the Product Search 
feature.

❁ Identify which option in 
the “Search By” listbox is 
appropriate for the search to 
be performed.

❁ Search for products and 
product information in the 
ECAT database.

❁ Filter data from the 
ECAT database.

LESSON 2:
Using the Product

Search Feature
Objectives

(p.17)



LESSON 2:
Using the Product

Search Feature 

(p.18)

2.1 What is the Product Search
feature?
The Product Search feature is a method 
of searching for the products you are
looking for in the ECAT database so later
you can compare different suppliers’ prices,
product features, and delivery conditions
before you make a purchase. It is the 
starting point for almost every action you
perform in ECAT.



LESSON 2:
Using the Product

Search Feature  
(continued)

(p.19)

2.1.1 How to filter data
Filtering is a method of narrowing your
search results by looking for more specific
data from the database. For example,
instead of searching the ECAT database 
for just “gloves”, which could return 2000
results, you could search for “vinyl gloves”
which could return 200 results. In ECAT
you can filter data by using a wildcard or
the Narrow Search features. 

2.1.2 Wildcards
In computers, a wildcard is a special 
symbol that can stand for multiple characters.
A wildcard expands your search capability
by returning products that begin with a 
specific character set and end with different 
ones. The wildcard used in ECAT is 
the asterisk (*). Examples of the wildcard’s
use will be given throughout the next 
several lessons.



LESSON 2:
Using the Product

Search Feature 
(continued)

(p.20)

2.2 Search by the options in the
‘Search By’ listbox
The ‘Search By’ listbox shows the options
available for you to choose from to search
for products in ECAT.



LESSON 2:
Using the Product

Search Feature 
(continued)

(p.21)

2.2.1 Product Name Search
The Product Name Search allows you to search for the product by its name. You can
enter either one or two words that identify the desired product. The result of your search is
returned on the Product Listing screen.



LESSON 2:
Using the Product

Search Feature 
(continued)

(p.22)

2.2.1.1 Match Exact Option
The Match Exact Option returns results
where the product name matches the exact
phrase used in the search box.

2.2.1.2 Match Any Option
The Match Any Option returns results
where the phrase used in the search box
appears anywhere in the product name.



LESSON 2:
Using the Product

Search Feature 
(continued)

(p.23)

2.2.2 Part Number Search
The Part Number Search is used to search by the part number of the item 
you are looking for in ECAT. This part number is provided by the ECAT supplier, 
not the Manufacturer.

Remember, you can use the wildcard asterisk
(*), if you do not know the full part number.



LESSON 2:
Using the Product

Search Feature 
(continued)
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2.2.2.1 Use the Part Number Search to Find All Products
If you know the part number of one product in the ECAT database, you can use the Part
Number Search to find all products with matching part numbers offered by ECAT vendors.

First, perform a 
Part Number Search 
as described in 
section 2.2.2.

Next, on the Product
Listing screen, click
the product name to
display the Item Base
Detail screen.



LESSON 2:
Using the Product

Search Feature 
(continued)

(p.25)

Then, on the Item Base Detail Screen, 
click the Search for Manufacturer
Part Number button.

{

Finally, a new Product Listing screen displaying all products
with matching part numbers will open.

Note: Sometimes, manufacturer part numbers will match, but
the products will not be equivalents. To check equivalency, you
can place the items on your Working List and compare them.
This process is described in Lesson 3.
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Using the Product

Search Feature 
(continued)
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2.2.3 Manufacturer Name Search
The Manufacturer Name Search is
used to search for the products made by 
a particular manufacturer.



LESSON 2:
Using the Product

Search Feature 
(continued)
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2.2.4 Manufacturer Number Search
The Manufacturer Number Search allows you to search for products using the
manufacturer’s part number.

Remember, you can use the wildcard asterisk
(*), if you do not know the full manufacturer
part number.
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Using the Product

Search Feature 
(continued)
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2.2.5 National Stock Number Search
The National Stock Number (NSN) search is used to search by the product’s NSN.
Not all suppliers provide NSNs, so even if a search by NSN does not return any results,
it is possible that the item may still be in ECAT. A search by another parameter for the
same NSN could yield a match.

Remember, you can use the wildcard asterisk (*),
if you do not know the full NSN.



LESSON 2:
Using the Product

Search Feature 
(continued)

(p.29)

2.2.6 Supplier Name Search
The Supplier Name Search is used 
to search for all the products by a 
particular supplier.
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Using the Product

Search Feature 
(continued)
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2.3 Apply Search Parameters
The Search Parameters are the options found on the bottom part of the Product
Search page. They are used to customize your search results. By applying the search
parameters in different combinations, you can receive a result set more customized to 
your business needs.

{Search Parameters
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Using the Product

Search Feature 
(continued)
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2.3.1 Narrow Search By
The Narrow Search By feature allows you to filter your results either by a specific 
supplier or by a specific contract. This feature is used in combination with the “Search By”
box above it to further refine your result set.

Narrow Search By
Feature
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Using the Product

Search Feature 
(continued)
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2.3.1.1 Supplier Name
Choose Supplier Name in the Narrow Search By box and type in a supplier’s name 
to search for products only from that supplier.

Remember, you can use the wildcard asterisk (*),
if you do not know the entire supplier name.



LESSON 2:
Using the Product

Search Feature 
(continued)
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2.3.1.2 Contract Number
Choose Contract Number in the Narrow Search By box and type in a contract number to
search for products including only that contract number.
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Using the Product

Search Feature 
(continued)

(p.34)

2.3.2 Narrow by Product Description
The Narrow by Product Description feature allows you to further refine your 
search and customize your result set by adding more details that must appear in the desired
products’ descriptions. You can enter up to two words in this field to narrow your search.

You can narrow the search by both the 
supplier’s name and the product description
by filling in both fields!
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Using the Product

Search Feature 
(continued)

(p.35)

2.3.3 Sequencing Options
The Sequencing Options allow you to order your search results in either Ascending or
Descending order by Part Number, Price or Product Name. First, click the Order Search
Results checkbox. Then, choose Ascending Order to return results listed with the 
smallest part number, lowest price, or alphabetically first product name at the beginning 
of the result set. Or, choose Descending Order to return results with the largest part num-
ber, highest price, or alphabetically last product listed first.

Order Search Results checkbox
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(continued)
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2.3.4 View Products/ View Supplier Catalog Option
After you have entered your search criteria, you have the option of viewing the products or
viewing the suppliers of those products. All the previous examples have demonstrated the
View Products feature. If instead you want to see which suppliers carry the products you
search for in ECAT, choose the View Supplier Catalogs option to display the results on
the following screen.
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Search Feature 
(continued)
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2.4 Display results of the search on the Product Listing screen
There are various features and links on the Products Listing screen that provide 
further information about the suppliers and the products.

2.4.1 Keyword Search
After you perform a search on the database, you can use the Keyword Search to further
filter your results. Enter your search criteria and then click the Keyword Search button.



LESSON 2:
Using the Product

Search Feature 
(continued)
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2.4.2 View Supplier Information
To receive additional information about a supplier, click the Supplier’s name on the
Product Listing Screen, which can also be accessed by clicking the Results tab.

You can also
access this
screen from the
Supplier
/Catalog
Listing page
found in section
2.3.4 or from
the Supplier
Info tab on the
ECAT logon
screen.



LESSON 2:
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(continued)
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2.4.3 View Product Details
To receive additional information about the product, click the product’s name in the
Product Listing screen, which will open the Item Base Detail window.
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Using the Product

Search Feature 
(continued)
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2.4.3.1 Item Base Detail Window
The Item Base Detail window provides you
with additional information about the prod-
uct, including its name, part number,
description, price, unit of issue, items per
unit of issue, trade name, manufacturer
name, manufacturer’s part number, UPN,
and NSN.

There are four buttons at the bottom of this
window.

❁ The Search for Manufacturer Part 
Number button launches a search for 
all products with the same manufacturer 
part number. (See section 2.2.2.1)

❁ The Attributes button opens the Item 
Attributes window, which is displayed on 
the next page of this manual.

❁ The Long Description button opens 
the Item Long Description window, 
which is displayed on the next page 
of this manual.

❁ The Close button closes the Item Base 
Detail window.
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Using the Product

Search Feature 
(continued)
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Item Base Detail Window

Item Long Description Window

Item Attributes Window
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(continued)
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2.4.3.2 Item Image Window
Certain items have images associated with them that you can view by clicking the icon
next to the item’s name on the Product Listing Screen.

To close the Images window, click the X in the upper right corner of the window.
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1. What is the Product Search Feature?
a. A method of searching for user information in the ECAT database
b. A method of searching for DoDAAC information in the ECAT database
c. A method of searching for the products you are looking for in the ECAT database
d. A method of searching for the shipping information you need in the ECAT database

2. In computers, what do you call a special symbol that can stand for multiple characters?
a. Icon
b. Wildcard
c. Compound character
d. Narrow Search

3. What is the best method of searching for all products with the same Manufacturer Part 
Number in ECAT, assuming you did not already have the part number?
a. Search for a product using a different parameter, click the product’s name on the Product Listing screen, 

and click the Search for Manufacturer Part Number button on the Item Base Detail screen
b. Search for a product using a different parameter, click the supplier’s name on the Product Listing screen, 

and click the Search for Manufacturer Part Number button on the Item Base Detail screen
c. Search for a product using a different parameter and click the Search for Manufacturer Part Number 

button on the Item Base Detail screen
d. Search for a product using a different parameter, click the product’s name on the Product Listing screen, 

and click the Attributes button

Lesson 2 Questions

Below are a few questions designed to reinforce the material presented in the preceding lesson.  
Please take a few minutes to carefully read and answer them.  The answers can be found in Appendix F.



Lesson 2 Questions

4. Which of the following is NOT a Search Parameter in ECAT?
a. Narrow Search By
b. Order Search Results
c. View Supplier Catalogs
d. Product Search

5. Which of the following is a valid product name search in ECAT?
a. Vinyl gloves
b. Powdered, Vinyl Gloves
c. Large, Powdered, Vinyl Gloves
d. Large, White, Powdered Vinyl Gloves

6. What does it mean to filter data?
a. To improve the accuracy of the data
b. To narrow your search results by looking for more specific data from the database
c. To compare products in the database based on specific parameters
d. To sort from highest to lowest price

7. Which of the following special characters is used to perform a wildcard search in ECAT?
a. %
b. #
c. &
d. *

(p.44)



At the conclusion of
this lesson, you will 
be able to:

❁ Identify the primary purpose of
the Working List feature.

❁ Compare products using the 
Working List.

❁ Identify the primary purpose of
the User Notes feature.

❁ Add, remove, edit, and share 
User Notes.

LESSON 3:
Using the Working 

List and User Notes
Objectives

(p.45)
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3.1 The Working List

3.1.1 What is the Working List?
The Working List allows you to list two or
more products from the result set on the
Product Listing screen in preparation for
comparing them, which will be discussed in
Section 3.1.3. There is no limit to the 
number of products that can be added to
the Working List, although only three can be
compared at any one time. Supplier name,
catalog name, product name, part number,
and unit of issue (UOI) are elements in the
Working List.

The Working List is available for the active
session only. It can not be saved. This
means that when you log out of the ECAT
application or if your session is terminated
for any reason, your Working List and any
items you are comparing will not be saved.
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List and User Notes 
(continued)
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3.1.2 Create a Working List
On the Product Listing screen, click the Action checkbox for each product you would like to
add to the Working List. Click the Add to Working List button at the bottom of the
screen. Click the Working List tab at the top of the screen to view the Working List.

Working List Tab

Add To Working List Button

Action Checkbox



LESSON 3:
Using the Working 

List and User Notes 
(continued)
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3.1.3 Compare Products
To compare products on the Working List, click the Action checkbox for those items
you would like to compare. Click the Compare button and the Compare Products
window will open, listing details of each product side by side. To close the Compare
Products window and return to the Working List, click the Done button at the bottom 
of the window.

While there is no limit to the number of items
you can add to the Working List, you can
only compare up to three items at a time.
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3.1.4 Remove Products from the
Working List
To remove an item from the Working List,
check the appropriate Action box and click
the Remove button. This will immediately
delete the unwanted item from your list.

You can remove all items from the Working
List by clicking the Remove All button.

Remove and Remove All buttons
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3.2 User Notes

3.2.1 What are User Notes?
The User Notes feature enables you to
add or remove notes for a specific product.
A User Note is a personal comment you
have about an item. This page displays a 
list containing Supplier Name, Catalog
Name, Product Name, Part Number, Price
and Unit of Issue. You can add a product 
to your User Notes page from the Product
Listing or Working List pages. This
manual will demonstrate the process of
adding User Notes from the Product Listing
page, but the same steps apply if you start
from the Working List.

This is an example of
the User Notes page.
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3.2.2 Create a User Notes List
Before adding a user note to an item, you
must ensure that the item is included in the
User Notes list. To include an item on the
User Notes list, follow the steps below.

❁ Click the Action Box for the item(s) you
want to add to your User Notes.

❁ After the appropriate items are chosen, 
click the Add to User Notes button. 
This action will add the User Note icon in 
the Product Name column. You can view 
this on the following page.

❁ Click the User Notes tab to get to the 
Product Details page, where you can 
type your user note.
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Once an item is 
added to the User
Notes page, a 
notebook icon is 
visible next to the
Product Name on 
the Product Listing
page. (This icon is 
not visible on the 
User Notes page.)
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If you would like to
enter a user note 
for more than one
item, click the Next
button while in the
Product Details
page to move to
the next item on 
your list.

3.2.3 Add a User Note
Once you have created a User Notes list,
you are able to add a User Note to an item.
From the User Notes page (accessed by
clicking on the User Notes tab), click the
name of the product for which you want to
add a User Note in order to display the
Product Details page. In addition to 
displaying Supplier Name, Catalog ID and
Name, Product ID and Name, Part Number,
Item Description, Price, Unit of Measure,
Items per Unit, Trade Name and
Manufacturer Part Number and Description,
the Product Details page provides a 
place for you to enter notes and personal
comments about specific items.

To enter a User Note:

❁ Click inside the Notes text box.

❁ Type your note regarding the item.

❁ Click Save to save your note.

❁ Click Done to return to the 
User Notes page.
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3.2.4 Remove a User Note 
You may remove any notes you have
already added.

❁ Click the User Notes tab to go 
to the User Notes page.

❁ Click the Action box for the item 
whose note you want to delete.

❁ Click the Clear Notes button.

Action box



LESSON 3:
Using the Working 

List and User Notes  
(continued)

(p.55)

3.2.5 Edit a User Note 
You may edit an existing User Note.

❁ Click the User Notes tab to go 
to the User Notes page.

❁ Click the name of the product whose 
note you want to edit.

❁ Make the necessary changes to the 
note and click the Save button.
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When you create 
a user note, by 
default you are 
the only person 
with visibility of 
your note.

3.2.6 Share Notes
You can choose to allow visibility of 
notes you author to any or all members 
of your User Group. In addition, you can
assign Read Only or Read/Write access 
on a user level.

❁ Click the Action box for those items 
whose notes you wish to share with 
other members of your User Group.

❁ Click the Access button.

❁ This will take you to the User Notes 
Access page.

One thing to keep in mind is that if you want
to share notes from multiple items, you will
have to check each one and set access to it
individually. You cannot check multiple items
and then click the Access button.

Action checkbox
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By default, only you can see your User Notes when you access ECAT. Sometimes, though,
you might want to let others see them. To grant other users access to your User Notes,
select a user from the Available Users listbox, then click the Add button to move the
user to the Current Users listbox.

❁ Highlight appropriate user in 
Available Users dropdown box.

❁ Click the Add button.

❁ User appears in the Current Users box.
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The User Note Access page gives you 
a lot of flexibility when you set the access
rights to your User Notes.

❁ You can add multiple users to your 
Access list by highlighting each user and 
clicking the Add button.

❁ You can grant different users 
different access rights on the same list 
by changing the option in the Access 
Rights dropdown box for each user 
before clicking the Add button.

❁ You can change a Current User’s 
access rights after he/she has been 
added by highlighting the user in the 
Current User box, changing the option in 
the Access Rights dropdown box, and 
clicking the Update button.

❁ Click Done when you are finished setting
access rights to your User Notes to 
save your changes.



(p.59)

LESSON 3:
Using the Working 

List and User Notes 
(continued)3.2.6.1 Types of Access

After you have granted users access to your
notes, you must set the users’ access rights
by selecting from the Access Rights list-
box. There are three types of rights that can
be granted to a user:

❁ Owner
❁ Read/Write
❁ Read Only

Owner - The creator of the note is 
automatically considered the Owner of the
note, granting the creator Owner status. The
Owner has the right to add, delete, or edit the
note. This user also has the ability to assign
access rights to the note. Owner status is
transferable among users. However, be
aware that once Owner status is transferred,
the original Owner retains merely Read Only
privileges to the note.

Read/Write - A user with Read/Write privi-
leges has the same note modification privi-
leges as the Owner, but this user cannot
change other users’ access rights.

Read Only - A user with Read Only privi-
leges may view the note, but this user does
not have the right to modify it or change other
users’ access to it in any way.

After you have selected the appropriate level of access for each user with
access to your User Note, click the Done button to apply your changes.
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1. What is the primary purpose of the Working List?
a. To allow you to list two or more products from the result set on the Product Listing screen in preparation 

for comparing them 
b. To allow you to create a list of items that you order on a recurring basis 
c. To provide a place for you to enter notes and personal comments about specific items
d. To allow you to place items you want to order in the Cart for purchase

2. What is the maximum number of products can be simultaneously added to the Working List?
a. Three b. Ten c. Unlimited d. Two

3. How do you save the Working List?
a. Click the Save button at the bottom of the Working List page
b. You can’t
c. The Working List is saved automatically when you leave the page
d. Click the Working List tab

4. How do you add items to the Working List from the Product Listing screen?
a. Click the Working List tab. Check the Action checkbox for each item you would like to compare.

Click the Compare button
b. Begin on the Product Listing page. Click the Action checkbox for each product you would like to add 

to the Working List. Click the Add to Working List button
c. Click the Working List tab
d. Check the appropriate Action box in the Working List.  Click the Remove button

Lesson 3 Questions

Below are a few questions designed to reinforce the material presented in the preceding lesson.  
Please take a few minutes to carefully read and answer them.  The answers can be found in Appendix F.
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Lesson 3 Questions

5. What steps would you take to compare items from the Working List?
a. Click the Working List tab
b. Click the Suppliers’ names for the items you would like to compare
c. Click the Working List Tab, and click the Compare button
d. Click the Working List tab, check the Action checkbox for each item you would like to compare, 

and click the Compare button

6. What is the purpose of the User Notes feature?
a. To create lists of items you order on a recurring basis
b. To provide you with additional information about the product
c. To enable you to add, edit, or remove a personal comment about an item
d. To allow you to receive additional information about a supplier

7. From which two pages can you add a product to the User Notes page?
a. The Product Listing and Working List pages
b. The Reorder List and Working List pages
c. The Cart and from the Reorder List page
d. The Product Listing and Reorder List pages

8. By default, who has access to the User Notes you create?
a. All members of your User Group
b. Group Administrators
c. Order Authorizers
d. Only you do
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Lesson 3 Questions

9. Which of the following statements does NOT describe the User Notes Access page? 
a. Multiple users can be added to an Access List by highlighting each user and clicking the Add button
b. Different users can be granted different access rights on the same list
c. The User Note Access page is not very flexible, since only you can ever see your User Notes when 

you access ECAT.
d. A Current User’s access rights can be changed after he/she has been added



At the conclusion of
this lesson, you will 
be able to:

❁ State two reasons you should 
use the Reorder List feature.

❁ Manage products on a 
Reorder List.

❁ Control access to a 
Reorder List.

❁ Update a Reorder List in 
Review.

LESSON 4:
Managing the 
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4.1 What is a Reorder List?
The Reorder List is a list (or lists) you can
create of items you order on a recurring
basis. If you order products on a recurring
basis, using the Reorder List feature in
ECAT is a way to eliminate the need to
search for the same product each time you
want to order it. Click the Reorder List tab
to access this feature.

Reorder List Tab
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4.2 Create a new Reorder List
If you have never created a Reorder List before, the system will 
tell you that there are no Reorder Lists available and prompt you to 
create a new one.Click the Add button to create a new Reorder List. 

Add button New button

If you have created previous Reorder Lists, the system 
displays all your available lists. Click the New button to create 
a new one.
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Whether you are adding or creating a new Reorder List, the application will next ask you to
name and describe the Reorder List that you are creating. Once you have done this,
click the Add button to finalize the creation of the added or new Reorder List.
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4.3 Manage the products on a Reorder List
Click the Reorder List tab to select an already created Reorder
List, or create a new Reorder List as described in section 4.2.

4.3.1 Add, Select and Delete products
You can add products to the Reorder List through the Product
Listing page and through the Cart. To access the Product Listing
page, click the Results tab. To access the Cart, click the Cart
tab. This section explains how to add products to the Reorder List
from the Product Listing page. To learn how to add products to the
Reorder List from the Cart, please refer to section 6.4.

❁ Click the Action box for the product you want to add to the 
Reorder List.

❁ Select the Reorder List that you want to add the products to 
from the dropdown box at the bottom of the page.

❁ Click the Add to Reorder List button. 

When the item is added to 
the list, the product will be
highlighted in blue.
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Once items are in your Reorder List, you will
have to Select them in order to manipulate
them. Select an item in the Reorder List 
by clicking the Selected box next to it. 
If you want to select all of the items in the
Reorder List, click the Select All button 
at the bottom of the page.

Selected box

Select All button



Just as a product can be added to the Reorder List, it can also be deleted. Click on the
Selected box next to the product you want to delete, then click the Delete button. The
item is automatically deleted from the Reorder List.

LESSON 4:
Managing the 
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Delete button
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4.4 Save a Reorder List
Once you have finished adding and deleting items from the Reorder List, you should save
the list so you can access it again in the future. Click the Save button to save your list.

Save button
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4.5 Control access to a Reorder List
By default, only you can see your Reorder Lists when you access ECAT. Sometimes,
though, you might want to let other users use your lists. To grant other users access to your
Reorder Lists, click the Access button on the Reorder List page. Select a user from the
Available Users listbox, then click the Add button to move the user to the Current
Users listbox.

❁ Click the Access button

❁ Highlight appropriate user in 
Available Users dropdown box

❁ Click the Add button

❁ User appears in the Current Users box
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The Reorder List Access page gives you 
a lot of flexibility when you set the access
rights to your Reorder Lists.

❁ You can add multiple users to your 
Access list by highlighting each user 
and clicking the Add button.

❁ You can grant different users different 
access rights on the same list by 
changing  the option in the Access Rights
dropdown box for each user before 
clicking the Add button.

❁ You can change a Current User’s 
access rights after he/she has been 
added by highlighting the user in the 
Current User box, changing the option in 
the Access Rights dropdown box, and 
clicking the Update button.

❁ Click Done when you are finished setting
access rights to your Reorder List to 
save your changes.
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4.5.1 Types of Access
After you have granted users access to your lists, you must
set the users’ access rights by selecting from the Access
Rights listbox. There are three types of rights that can be
granted to a user:

❁ Owner
❁ Read/Write
❁ Read Only

Owner - The creator of the list is automatically considered
the Owner of the list, granting the creator Owner status. The
Owner can add and delete items on the list, delete the entire
list, and send items from the list to the Cart. This user also
has the ability to assign access rights to the lists. Owner 
status is transferable among users. However, be aware that
once Owner status is transferred, the original Owner retains
merely Read Only privileges to the list.

Read/Write - A user with Read/Write privileges has the
same list modification, deletion, and Cart-sending privileges
as the Owner, but this user cannot change other users’
access rights.

Read Only - A user with Read Only privileges may view 
the list and send items from it to the Cart, but this user does
not have the right to modify it or change other users’ access
to it in any way.

After you have selected the appropriate level of access for
each user with access to your Reorder List, click the Done
button to apply your changes.

Done button
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4.6 View an existing Reorder List
If you already have a Reorder List created, when you click the Reorder List tab from the
Product Search page, you will have a choice of lists to view. To view the products in an
existing Reorder List, click the Action box next to it, then click the Select button.

Select button
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4.7 Reorder Lists in Review
One of the columns on the Reorder List page is Status. Until now, it has always said
“Available”, which means there has been no change made to any of the items in the list.
However, sometimes the status of a Reorder List will be “In Review”, which means a 
supplier, for one or more of the products on the list, has made a change to the products 
since the time the Reorder List was created. The supplier may have changed the price or
may have deleted the item from its catalog. In order to see which item has been changed,
you must view the Reorder List.

To view an existing Reorder List:

❁ Check the Action box next to the list 
you wish to view and then click the 
Select button.
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4.7.1 Approve Changes to a Reorder List
If, after you have reviewed the changed product, you want to continue to have that 
product in your Reorder List, click the Selected box next to the product that changed, 
which is highlighted in red, and then click the Approve button.

To update the change to your Reorder List and change it from “Changed” status to
“Approved” status, click the Publish button.
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4.7.2 Disapprove a Change Made to the Reorder List
If after reviewing the change, you decide that you no longer want the item in your 
Reorder List, then click the Selected box next to the product and click the Publish
button. This takes you to the Reorder List page. There, click the Selected box 
next to the product that you no longer want, click the Delete button, and the item will 
be removed from the Reorder List.
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4.8 Download to DMLSS
The Download to DMLSS button is located at the bottom of the Reorder List page. 
If you have the DMLSS Retail ordering system loaded on your PC, then clicking this button
will download a file containing your reorder list information to your PC and will place this file
directly into your DMLSS directory. You can the use the DMLSS system to place your order
for the items. An overview of the ordering process can be found in Appendix D.

The ECAT Help Desk has received calls from users who have reported trouble receiving
status on orders placed from the DMLSS Retail ordering system. This is most likely a result
of a problem with the way the DMLSS system is receiving the order status from the ECAT
system. Therefore, please contact the DMLSS Help Desk first to correct this problem,
not the ECAT Help Desk. The DMLSS Help Desk can be reached at 800-600-9332.
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1. Why should you use the Reorder List feature in ECAT?
a. To eliminate the need to sort your search results each time you want to search for items
b. To create a list of items that you order on a recurring basis
c. To place the items you want to order in your shopping cart for purchase
d. To compare multiple items’ prices and availability

2. How do you access the Reorder List feature?
a. Click the Reorder List tab
b. Click the “Add to Reorder List” button
c. Click the Cart tab
d. Click the “Add to Working List” button

3. From which two pages can you add items to the Reorder List?
a. User Notes & Search
b. Product Listing & Search
c. Product Listing & Cart
d. Cart & User Notes

4. What series of actions would you follow to delete an item from a previously created Reorder 
List? (begin from clicking the Reorder List tab, assume multiple lists exist)
a. Click the action checkbox next to the Reorder List, click the “select” button, click the “selected” checkbox on the 

line of the item to be deleted, click the “delete” button
b. Click the action checkbox next to the Reorder List with the product to be deleted, click the “delete” button
c. Click the action checkbox next to the Reorder List, click the “select” button, click the name of the product to 

be deleted, click the “delete” button
d. Click the action checkbox next to the Reorder List, click the “select” button, click the supplier name of the product 

to be deleted, click the “delete” button

Lesson 4 Questions

Below are a few questions designed to reinforce the material presented in the preceding lesson.  
Please take a few minutes to carefully read and answer them.  The answers can be found in Appendix F.
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5. By default, when you create a new Reorder List, who has access to it?
a. Everyone at your site
b. You and your supervisor
c. The Group Administrator at your site
d. You

6. What is the definition of Read/Write access?
a. User can access and view a Reorder List, but cannot perform any other action
b. User can add and delete items and/or delete the entire Reorder List
c. User can transfer control of the list from one user to another
d. User can add and delete items, but can not delete lists

7. Which term in the status column of the Reorder List indicates that the supplier has 
made a change to a product since the Reorder List was created?
a. Available
b. Change
c. In Review
d. Update

8. Which of the following changes to an item will cause a Reorder List to go In Review?
a. An item was added to a supplier’s catalog
b. Price of an item has changed
c. Name of the item changed
d. Manufacturer name changed

Lesson 4 Questions



At the conclusion of
this lesson, you will 
be able to:

❁ State why different levels  
of access are established  
in ECAT.

❁ Define the different levels of
user access in ECAT.

❁ Distinguish among user roles.

LESSON 5:
Levels of Access
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(p.81)



LESSON 5:
Levels of Access

Objectives

(p.82)

5.1 Why set levels of access?
Security is one of the most important issues facing the administration of computer networks
in today’s business world. To help ensure that only authorized personnel order supplies
through ECAT, the ability to define and set different levels of access for different users is
built into the application.

Every ordering point (activity) has the ability to set its own levels of access, since policies
and organizational hierarchies may change from activity to activity. There are four types of
users in ECAT:

❁ Order Builders
❁ Order Authorizers
❁ Group Administrators
❁ Receipt Personnel

Each activity also has the ability to determine and set the appropriate mix of user roles for
itself. For example, some activities may allow all users to be Order Builders and only one
user to be an Order Authorizer, while others may allow users to have both Order Builder
and Order Authorizer privileges. Each activity must also designate at least one Group
Administrator.
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5.2 Order Builders
The Order Builder is the most basic level of user in the ECAT system. The Order 
Builder is able to search for products, use the Working List and User Notes, create and
manipulate Reorder Lists, manipulate items in the Cart, build and submit an order for
Authorization, and view reports in ECAT, but he or she can not actually purchase an order
for any items. Generally, this user does not have budgetary authority to spend money at 
the ordering location.

5.3 Order Authorizers
The Order Authorizer has all the privileges of the Order Builder, plus the ability to accept
and process orders. The Order Authorizer has purchase authority at the ordering location.
Depending on the policy at your particular location, the Order Builder might or might not
have Order Authorization privileges.
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5.4 Group Administrators
The Group Administrator is a user who is authorized to add new user accounts, modify
the status of current accounts, and disable user accounts. If you need to delete an ECAT
user account, contact the ECAT Help Desk (Appendix C) for assistance. Depending on the
policy at your particular location, the Group Administrator might or might not have Order
Builder or Order Authorization privileges.

5.5 Receipt Personnel
Receipt Personnel are those users who are authorized to mark in ECAT that items in a 
shipment have arrived at the ordering location. Any user can be designated Receipt
Personnel - including Builders, Authorizers, and Administrators — or the Receipt Personnel
could be independent of the other users.
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1. According to the manual, what is one of the most important issues facing 
the administration of computer networks in today’s business world?
a  Software Piracy
b. Memory usage
c. Security
d. Server maintenance costs

2. Why should you use the ECAT security feature to set levels of access?
a. To add multiple users to the Access list on the User Note Access page
b. To ensure that only authorized personnel order supplies through ECAT
c. To enable Order Builders to search for products
d. To enable Order Authorizers to accept and process orders

3. Which user type is authorized to add new user accounts, modify the status 
of current user accounts, and disable user accounts?  
a. Order Builder
b. Group Administrator
c. Order Authorizer
d. Receipt Personnel

4. Which user type has the ability to accept and process orders?
a. Order Authorizer
b. Order Builder
c. Group Administrator
d. Receipt Personnel 

Lesson 5 Questions

Below are a few questions designed to reinforce the material presented in the preceding lesson.  
Please take a few minutes to carefully read and answer them.  The answers can be found in Appendix F.
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5. What are the four user roles in ECAT?
a. Order Builder, Order Authorizer, Group Administrator, Order Receiver
b. Order Builder, Order Authorizer, Systems Administrator, Receipt Personnel
c. Order Builder, Order Approver, Group Administrator, Receipt Personnel
d. Order Builder, Order Authorizer, Group Administrator, Receipt Personnel

Lesson 5 Questions



At the conclusion of
this lesson, you will 
be able to:

❁ State the primary function of
the Cart.

❁ Manage products in the Cart.

❁ Build and submit an order.
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6.1 What is the Cart?
Just like a shopping cart in a supermarket, the Cart in ECAT is the place where you put all
the items you intend to purchase. To access the Cart, click the Cart tab located at the top
of any page.
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6.2 Add Products to the Cart
An item can be added to your Cart directly from the Product Listing, Working List, User
Notes, and Reorder List pages. Although the example below depicts adding an item to the
Cart from the Product Listing page, the process of adding a product to the Cart from most of
these pages is exactly the same. It is slightly different from the Reorder List, and those dif-
ferences are discussed on the next page of this Guide.

Click the Action box next to the item to select it, and click the Add to Cart button. You
can select multiple items at once. When you have finished adding products to the Cart,
click the Cart tab.

Cart Tab

Action checkbox

Add to Cart button
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To add products to the Cart directly from the Reorder List, first create and save a Reorder
List as described in Lesson 4. Or, if you already have one or more Reorder Lists created,
access the Reorder List with the items you want to add to your Cart. Choose “Cart” in the
Add To dropdown box at the bottom of the screen, and then click either the Entire List
or the Selected button. Click Entire List if you want every item in your Reorder List to
be placed in your Cart. Click Selected if you want only some of the items in your list to be
placed in your Cart. If you decide to use the Selected option, you must first check the
Action checkboxes next to the items you want to be placed in your Cart.
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Clicking the Cart tab at the top of the page brings you to the Shopping Cart page.
Notice that the products you selected on the Product Listing page are now in your Shopping
Cart. The Shopping Cart is arranged by supplier and lead time, so if you do not see all the
items you selected, it is possible some of them are provided by a different supplier or have
a different lead time and are displayed on a different page. To see those items, choose a 
different option from the dropdown box in the middle of the page. You will see this in more
detail in section 6.6.

Dropdown box
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6.2.1 Enter Quantities in the Cart
When you first put your items in the Shopping Cart, you will notice that the boxes in the
Quantity column are outlined in red. This indicates that you need to enter quantities for the
items you wish to purchase. Enter the quantity on the appropriate row for each item you
want to purchase, and then click the Save button. Notice that once you click the Save 
button, the extended price reflects the price of the item multiplied by the quantity.

Save button

Extended price
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6.3 Remove Products from the Cart
If you decide that you no longer want a product in your Cart, you can remove it by selecting
the Action checkbox next to the product you want to remove and clicking the Delete button
at the bottom of the page. Click the Save button when you have removed all the items you
want to remove.

Action box Delete button
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6.4 Copy Products from the Cart to the Reorder List
In Lesson 4, this manual described the Reorder List and provided you instructions on how
to add products to it from the Product Search page. However, sometimes you might not
realize that you want to add a product to your Reorder List until you reach the Cart. ECAT
provides the ability for you to do this.

Please note that in order to use this function most efficiently, you must first have accessed a
Reorder List during your active session of ECAT. When you access the Add to Reorder List
function from the Cart, the application will place the item(s) in the most recent list you
accessed.

To copy products from the Cart to the Reorder List, enter your Cart by clicking the Cart 
tab at the top of any page in the application. Select an item or items by clicking the Action
checkbox to the left of the item. Then, click the Add to Reorder List button at the 
bottom of the page. The item(s) will be automatically added to the Reorder List you most
recently accessed.
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6.5 Use the Tabs in the Cart
There are several tabs, which will be discussed in the upcoming sections, located on the
Shopping Cart page.

❁ Summary
❁ Ship To
❁ Requisition
❁ Profile
❁ Contract

}
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6.5.1 Summary
Clicking the Summary tab brings up the Order Preview page, which displays a 
summary of where you are in the ordering process. It displays the Supplier Address
information, your Ship To addressing information, the Delivery information and the
Requisition Information.

At this point you
have not placed
your order, so
your Order
Status shows
that you are in 
the Cart.
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6.5.2 Ship To
The Ship To tab contains your shipping information. When you establish your profile, you
can specify whether the supplier should use your DODAAC shipping address or an In the
Clear shipping address. Your DODAAC shipping information is your default shipping
address. However, if you want to have products delivered to alternate address, you can
specify an In the Clear shipping address. If you use an In the Clear address, you 
can further specify to whom the product should be delivered, to which building it should be
delivered, etc., by using the the Mark for Text area. When you initially establish your 
profile, your In the Clear information will be entered by the ECAT Help Desk, and the
application will then pre-fill the form for you each time you access it. If you make changes to
your information using this page, you must click the Save button before you leave this tab.

This information 
is also available
on the Order
Preview page.

Mark for text area
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6.5.3 Requisition
The Requisition tab brings up the Requisition page, which is used to enter the 
appropriate Milstrip billing information. The information on this form should be pre-filled 
for you; however, if you need to change your fund code or project code, that change can 
be entered here.
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6.5.4 Profile
The Profile tab displays information about the supplier that is currently showing in the 
dropdown box of the Shopping Cart. You can use this information to contact the supplier
before placing the order if necessary.
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6.5.5 Contract
The Contract tab provides information about the contracts 
that DLA/DSCP has with the suppliers. In the large, gray box that
covers most of the page you will find basic contract information -
such as the start date and date of latest renewal - and contact
information for the supplier’s personnel.

In the smaller, gray box at the bottom of the
page, click the Paragraph Reference dropdown 
box for additional specific contract information 
on the following topics:

❁ Emergency Order
❁ Inspection
❁ Minimum Order
❁ Return of Goods
❁ Routine Orders
❁ Special Orders
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6.6 Initiate the Purchase
There are several steps to initiating a purchase. Since you are an Order Builder, this section will demonstrate how to
begin the purchasing process and submit the order to an Authorizer for authorization. Remember, ECAT is designed so
that items are displayed and purchased according to supplier and lead time. After you complete your purchase of one
supplier’s items, you must begin the purchasing process over again in order to purchase items from another supplier.

The first step in the purchasing process is to select the supplier and contract for the items you want to purchase. 
Click the dropdown box and highlight the supplier and contract. For example, the list below shows ECAT Test 
Supplier A and ECAT Test Supplier B. To purchase ECAT Test Supplier B’s items, click the ECAT Test Supplier B 
contract form the list. Once you do this, only the products for ECAT Test Supplier B will appear in your Cart.
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If you have not already done so, enter a quantity for each item you want to purchase 
and click the Save button. Click the Ship To tab, as was discussed in section 6.5.2, to
check the shipping address. Remove any items from the Cart that you do not want to 
purchase by clicking the Action checkbox next to the unwanted item, clicking the Delete
button, and then clicking the Save button.

Finally, click the Purchase button when you
have completed the above steps and are 
ready to proceed with the purchase.

Purchase button
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6.6.1 Select the Authorizer
Since you are an Order Builder, and you are not authorized to complete the order, you must
select an Authorizer from the Select Authorizer list box.
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6.6.2 Submit the Order
Once you have selected an Authorizer, click the Submit button to submit the order, which
will be electronically sent by the ECAT application to the selected Authorizer.
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6.6.3 Status of Order
The Status page provides you the current status of your order. It lets you know what
action the Authorizer took for the order. The Authorizer can accept and then submit the
order, or he/she can reject the order and return it to you. The Status page will be explained
in more detail in Lesson 7.

The order has been sent to be authorized. The order has been accepted by the Authorizer
and submitted to the supplier.
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6.6.3.1 Recall an Order
If after placing an order, you decide that you no longer want the items, you can recall the
order. However, you can only recall an order before the order is authorized or viewed by the
Authorizer. To recall an order, click the Action checkbox next to the order you want to recall,
and click the Recall Order button at the bottom of the page. The page will refresh and 
the order’s status message will change to “Returned to Cart”. If the order you are trying to
recall is not eligible for recall, you will get an error message. If no orders on the page are 
eligible for recall, the Recall Order button will not be visible on the page.

Recall Order button
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6.7 Select Options for Equipment Items
There are certain Equipment Items that have options for you to choose when you 
purchase them. Some are mandatory and some are optional as indicated. To choose an
option, click the list box next to it. Once you choose the options you want, click the 
Save button, and the Extended Price column will be updated. The Total at the bottom of 
the Extended Price column will then reflect the final delivered price for the item with the
options you have chosen.

Final Delivered Price
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6.8 Create a Scheduled Order
If there is an order that you place frequently and regularly, you can create a Scheduled
Order for it, eliminating the repetitive steps of creating the order list, purchasing the items, 
and sending the order to the Authorizer manually each time. Instead, the application will 
automatically perform these functions for you. To schedule an order, click the action box
next to the items you want in your order, and then click the Schedule Order button. 
Select the date you want the order sent to the supplier, how often you want the order sent
(Intervals: weekly, biweekly, etc.), and how long you want this schedule to be in
place (Number of Iterations). For example, you could set a schedule starting on 
May 1, 2002, on a weekly basis, 10 times.
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6.8.1 Modify the Schedule
To Modify the Schedule, click the Status tab, click the Action box next to the Order
you want to modify, then click the Order ID that has a Scheduled Order in the Status.
Click the Reschedule button to modify it. Then you will be able to click in each Submit
Date field and modify the date.
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6.8.2 Delete a Schedule
To delete the dates that are in the schedule, click the Delete Action box for each date that
you no longer want, and then click the Save button.
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1. What is the Cart?
a. The place where you put all the items you want to purchase
b. The place where you compare prices of items
c. The place where you search for the items you want to buy
d. The place where you list the items you might want to purchase

2. What do you put in the Cart?
a. Items you are considering buying
b. Items you want to add a User Note to
c. Items you want to compare
d. Items you want to buy

3. From which four pages can an item be added to the Cart?
a. Working List, Reorder List, ECAT Log In, Product Listing
b. Product Listing, Working List, User Notes, Reorder List
c. Product Listing, Working List, User Notes, User Address
d. Reorder List, Working List, Status, Product Listing

4. How are items in the Cart arranged?
a. By supplier and lead time
b. Alphabetically by item
c. In the order in which you added them 
d. By price

Lesson 6 Questions

Below are a few questions designed to reinforce the material presented in the preceding lesson.  
Please take a few minutes to carefully read and answer them.  The answers can be found in Appendix F.



(p.112)

5. What is the extended price of an item?
a. Total price of all items in the Cart
b. Price over an extended shipping term
c. Quantity ordered multiplied by the item price
d. Volume discount price

6. On which of the five pages in the Cart can you make changes to your In the Clear address?
a. Requisition
b. Profile
c. Ship To
d. Contract

7. According to the manual, what is the sequence of steps for purchasing an order?
a. Select the supplier and contract in the Cart, click the Profile tab and check the supplier’s address, enter the 

quantity for each item and click Save, click Ship To and check the shipping address, remove unwanted items 
from the Cart and click Save, click Purchase

b. Select the supplier and contract in the Cart, enter the quantity for each item and click Save, click Ship To and 
check the shipping address, remove unwanted items from the Cart and click Save, click Purchase

c. Select the supplier and contract in the Cart, enter the quantity for each item and click Save, click Ship To and 
check the shipping address, remove unwanted items from the Cart and click Save

d. Select the supplier and contract in the Cart, enter the quantity for each item and click Save, click Ship To and 
check the shipping address, select the items you wish to purchase by clicking the Action checkbox next to them, 
click Purchase

Lesson 6 Questions
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8. When can you recall an Order?
a. At any time
b. You can’t
c. Before you log out of the application
d. Before it is authorized or viewed by an Order Authorizer

9. What feature automates the process of placing an order you place frequently and regularly?
a. Scheduled Order
b. Reorder List
c. Product Search
d. History for Order

Lesson 6 Questions



At the conclusion of
this lesson, you will 
be able to:

❁ View Status for an Order.

❁ Describe how to authorize and 
release a purchase.

❁ Select and enter a method of
payment for an Order.

❁ Receive an Order in ECAT.
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7.1 View Order Status
Order Builders and Authorizers have visibility of the status of their orders. From the 
Product Search page, click the Status tab to display the Status page.
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7.1.1 Order Builder
The Status page displays the orders you have submitted and enables you to see if your
order has been rejected or released by the Order Authorizer. The status of each of your
orders is reported on the Status page as Requisition Awaiting Authorization,
Requisition Authorized, or Received. You can click the Order ID of an order to
access the Order Summary Page, where 
you can get more specific information 
about the order.

Click the Order ID of 
an order to access the 
Order Summary
Page, where you can
view more specific
information about
the order.



LESSON 7:
Processing Order

Status 
(continued)

(p.118)

The Order Summary page provides Supplier, Delivery Order, Ship To, and
Requisition information. You can scroll to the bottom of the page to view more 
information. Click the link in the Status column to view the History For Order page.
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The History for Order page allows you
to follow the progression of your order from
start to finish.
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7.1.2 Order Authorizer
After an Order Builder submits an order,
the order is stored in a cache where it
remains until reviewed by an Authorizer,
who can reject or release (accept) the 
order. From the Product Search page, 
click the Status tab to display the Status
page, where you can view orders for 
which you have Authorizer responsibilities.
Orders that are awaiting approval are 
shaded in red. 

To ensure that
orders are
released in 
timely manner, 
an Authorizer
should log onto
ECAT routinely
and review the
Status page.
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7.2 Release or Reject an Order
To begin the process of Releasing or
Rejecting an Order, first click the Order ID.
This will take you to the Authorize Order
Page.The top of the Authorize Order
page displays information about the order
you will be rejecting or releasing (accepting).
The information listed is the same as that 
displayed on the Order Summary page,
discussed in Section 7.1.1. Scroll to the 
bottom of the page to reject or accept 
the order.
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The bottom of the Authorize Order page 
displays the line items contained in the
order that is highlighted on this page. 
Scroll down on this page to display and
review the line item information.

It is possible that you, as an Authorizer,
could have more than one line item per
order to review. To choose the line item you
want to work with, click the Selected
action checkbox to the left of the line item at
the bottom of the page.

Once you have decided to release 
(accept) or reject the line item, click on 
the appropriate button.
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After clicking either the Accept or Reject button, click the
Submit button to finalize your decision. This action will open the
Authorize Purchase window and send any rejected items back 
to the Order Builder. If all items in the order were accepted, then the
process can proceed. However, if you had decided to reject certain
items or the entire order, you have more options. Before clicking 
submit, you could have added a comment to the rejected items, 
as described in Section 7.2.2.1. When an order is accepted, the order

line will be shaded green. If rejected,
the order line will be red.

Submit
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7.2.2.1 Add Order Line Comment
If you reject any items in your order, once you click the Reject button the item(s) you reject
will be highlighted in red. You will have the opportunity to comment on why you rejected the
items. This comment will be sent back to the Order Builder along with the rejected items. 
To add an Order Comment, select a line using the Action checkbox, click the Add Order
Line Comment button, which will open the Add Order Line Comment page, 
type your comment in the box, and click the Save button.
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This action will return you to the Authorize
Order page. Notice that your comment has
been added to the line item, along with your
name and the time you added the comment.
Remember to click the Submit button to
complete your rejection of the line item.

Your Comment



LESSON 7:
Processing Order

Status 
(continued)

(p.126)

7.2.2.2 Return to Originator
If you, as an Order Authorizer, decide you want to reject an entire
order, you can send it back to the Order Builder’s Cart by using the
Return to Originator feature on the Authorize Order page.

When you return an order, you might decide that you want to attach
a comment to the Order Builder explaining your reasons for returning
the order to him/her. To do this, you can enter an Order Comment in
the Order Comment field and then click the Save Order
Comment button to save the comment.

Click the Return to Originator button at the bottom of the screen
to return the order to the Order Builder who submitted it.
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When the Order Builder who submitted the returned order checks his/her Status page,
he/she will find the returned order with the words “Returned to Cart” in the Status Column. 
If the Order Authorizer attached an Order Comment to the returned order, there will be a
paper icon in the Order ID field next to the Order ID number. The Order Builder can view
the comment by clicking this icon. Please be sure to click the icon to view the order 
comment, not the order ID number itself.
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7.3 Select Order Payment
Depending on how your profile was set up when you initially established your ECAT
account, you may next be required to select your method of payment and enter your 
Bill to Dodaac on the Authorize Purchase page. If you specified this information when
your account was created, then you will not see this page, and instead will go directly to 
the next page.

If you did not specify this information when you created your account, then after accepting
an order and finalizing it by clicking on the Submit button at the bottom of the Authorize
Order page, you, as the Order Authorizer, must now determine method of payment. This is
done by selecting an option in the Select Payment Method drop-down box on the
Authorize Purchase page.

After choosing your method of payment, you should enter 
in the Bill to Dodaac box the Dodaac to which the order will 
be billed.

When you are finished, click the Submit button to complete
the transaction.
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7.4 Order Receipt
Those users with Order Receipt capabilities will have access to the Admin Options page.
If you do not see this option and would like it added to your user profile, please contact the
ECAT Help Desk (Appendix C) for assistance. Click the Order Receipt link to proceed to
the Order Receipt page.
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After a shipment of items is received, certain ordering activities will want to indicate in ECAT
that they have received part or all of the items in the delivery order. ECAT calls this the
Order Receipt functionality, and only users designated as Receipt Personnel will have
access to it.

To access this page, click the Order Receipt link on the Admin Options page that is 
displayed when you first log in to the application or when you click the Admin Options tab
from anywhere in the application. The Order Receipt page is where you will enter the 
delivery order number of the shipment you wish to mark items for.

❁ Enter the Delivery Order Number (DO) and press Find.

OR

❁ Click the appropriate Delivery Order number in the 
Delivery Order Number view box.
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Once you have selected the delivery order you wish to view, the Order Receipt
Comments page will open.

Using the comment field at the top of the page, enter comments about the entire order, 
or using the comments field in the middle of the page, enter comments about an individual
product within the order. Click the Received checkbox to mark which items in the order
were received in each shipment. To mark the entire order as Received, click the Receive 
All button at the bottom center of the page.

Received checkbox

Receive all button

Comment Fields
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Once you have marked all the items you wish to mark and entered all of your comments,
click the Save button at the bottom of the Order Receipts Comments page to save your
work. Notice that the application has moved your comments into the gray area above the
comments field.

When you are through entering comments, click the Done button to return to the Order
Receipts page. To return to the Administrative Options page, click the Admin Options tab 
at the top of the page.

Saved comments

Save button Done button
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1. How do you view the status of an order?
a. Click the link in the Status column on the Order Summary page
b. Click the Status tab to display the Status page
c. Call the ECAT Help Desk
d. Click the Order ID of an order

2. If you were an Order Builder, what would the Status Page display?
a. Orders you have submitted and whether your order has been rejected or released by the Order Authorizer
b. More specific and detailed information about the contents of your order
c. A table that enables you to follow the progression of your order from start to finish
d. Supplier, Delivery Order, Ship To, and Requisition information

3. If you were an Order Authorizer, what would the Status Page display?
a. More specific and detailed information about the contents of the order
b. A table that allows you to follow the progression of your order from start to finish 
c. Orders submitted by an Order Builder for which you have Authorizer responsibilities
d. Orders you have submitted and whether your order has been rejected or released by the Order Authorizer

4. What step or steps would an Order Authorizer take to release line items in an order?
a. Click the Order ID on the Status page, click the Action checkbox next to the items he or she wants to 

accept, and then click the Accept button
b. Click the Order ID on the Order Summary page
c. Click the Order ID on the Status page, and then click the Status column on the Order Summary Page
d. Click the Order ID on the Status Page, and then click the Accept button

Lesson 7 Questions

Below are a few questions designed to reinforce the material presented in the preceding lesson.  
Please take a few minutes to carefully read and answer them.  The answers can be found in Appendix F.
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5. What action results when the Order Authorizer clicks the Submit button on the 
Authorize Order page?
a. The line item is returned to the Order Builder who submitted it
b. The Add Order Line Comment page appears
c. The bottom of the Authorize Order page displays the line items contained in the order
d. The Authorize Purchase window opens

6. What two pieces of information might the Order Authorizer need to enter on the 
Authorize Purchase page if they were not specified when the account was created?
a. The method of payment and the name of the facility
b. The method of payment and the Bill to DoDAAC
c. The name of the facility and the Bill to DoDAAC
d. None of the above

7. What action does the Order Authorizer perform to complete the transaction after 
authorizing a purchase?
a. Click the Return to Originator button
b. Click the Submit button
c. Click the Status tab 
d. Click the Order ID of an order

8. Why would the Order Authorizer want to add an Order Comment?
a. To notify the Order Builder on the status of the items
b. To send comments to the Order Builder on why the items were accepted
c. To notify the Order Builder that the items were released
d. To send comments to the Order Builder on why the items were rejected

Lesson 7 Questions
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9. How would the Order Authorizer add an Order Comment?
a. Click the Add Order Line Comment button, type in the comment in the box, and click the Save button
b. Select a line using the Action checkbox, click the Add Order Line Comment button, type in the comment in

the box, and click the Save button
c. Select a line using the Action checkbox, type in the comment in the box, and click the Save button 
d. Click the Order Comment button, type in the comment in the box, and click the Submit button

10.Once a shipment of items is received, what do Receipt Personnel indicate 
using the Order Receipt functionality?
a. That they have received part or all of the items in the delivery order
b. The ordering facility that they represent
c. Their DoDAAC
d. Whether they have access to the Admin Options page

11.What happens when the Receipt Personnel have selected the delivery order they 
wish to view?
a. The Authorize Purchase page will open
b. The Order Receipt page will open
c. The Order Receipt Comments page will open
d. The Administrative Options page will open

Lesson 7 Questions



At the conclusion of
this lesson, you will 
be able to:

❁ List the three main types 
of reports.

❁ Build a General Report for a 
specific date range.
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8.1 What is the Report Manager?
The Report Manager is the list of all reports available in ECAT and the place where the
user can enter parameters to customize them. To view the Report Manager, click the
Reports tab on the Product Search page.
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8.2 Types of Reports
There are three main types of reports: Detail Reports, Summary Reports, and Product
Reports. The Detail Reports list all the items for a particular order. The Summary Reports
list different group reports. The Product Reports list the top products by supplier for a 
specific data range.
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8.2.1 Detail Reports
The Detail Reports contain a Basic Order Report. This report provides a detailed
description of each item ordered along with the current status of each item, sorted by
Order ID. If you know what the Order ID is, you can enter it manually in the box provided
on the right side of your screen. If not, you can search through the list. After you enter the
parameters, click “Finish” and the report will open in a separate page.
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8.2.2 Summary Reports
The Summary Reports show summary level information. The following summary reports
are available:

Total Sales by Supplier
Total Sales by DODAAC
Credit Card Report (if you use a 
credit card for purchasing)
Accounting Processing Code (APC) Report
Total Sales by Payment Report
MILSBILLS Report (if you use 
Milstrip/Fedstrip for purchasing)
General Report
JON Report (by order)
JON Report (by line)
Contract Report
Supplier Performance
Orders Awaiting Authorization

The entry screen is the same for each
of  these reports.
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8.2.2.1 General Report
The General Report provides summary level information for all MILSBILLS and Credit
Card purchases. To view this report, enter a date range for which you want to view the
information. Click the Finish button to process the request. ECAT will return a report that
has the Date Range, Order ID, Originating User ID, Authorizing User ID,
Status Date, Status Code, and the Amount for each order, and a grand total for 
each order.
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8.2.3 Product Reports
The Product Reports section contains a Products By Supplier report. This report
provides a count of products ordered by a customer from each vendor. Enter a date range,
the DODAAC and the top number of products you want shown, and click the Next button
to view the report.
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1. What is the Report Manager?
a. The user who controls the reporting function in ECAT
b. A report of your most recent orders 
c. The list of all reports available in ECAT
d. The Product Reports

2. What are the three types of reports?
a. Detail Reports, Basic Order Reports, Product Reports
b. Detail Reports, Summary Reports, Product Reports
c. Summary Reports, General Reports, Product Reports
d. Detail Reports, Summary Reports, General Reports

Lesson 8 Questions

Below are a few questions designed to reinforce the material presented in the preceding lesson.  
Please take a few minutes to carefully read and answer them.  The answers can be found in Appendix F.
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A.1 Determine your Browser Version
Before you begin, you must set your computer’s browser options to run ECAT
properly in Netscape (Navigator for earlier versions and
Communicator for later versions) and/or Microsoft Internet
Explorer. ECAT can be accessed using Netscape
Navigator 4.x or Microsoft 5.x or higher. It is highly 
recommended that the latest browser version be used.

A.1.1 How to tell what version browser you
have in Netscape
Click the Help>About...menu. Depending on which 
version of Netscape you have, this menu option will say
either About Navigator, About Communicator, 
or About Netscape 6.

The version number will be displayed at the top of the 
next page. If your Netscape version is not Netscape 4.x or
Version 6.x, please call the ECAT Help Desk (Appendix C)
for further instructions on how to configure your browser.
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A.1.2 How to tell what version browser you have in Microsoft
Internet Explorer

❁ Click the Help>About Internet Explorer
menu to open the About Internet Explorer 
window.

❁ Look in the middle of the window that opens
to find the version number.

❁ Click OK to close this window.
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A.2 Set Options in Netscape

A.2.1 Set options in Netscape Navigator 4.08

❁ Click the Edit>Preferences
menu to open the Preferences
window.
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❁ Click the Advanced category. Make 
sure you click on the word “Advanced”, 
not just the plus sign.

❁ Enable the following options by clicking 
on the checkboxes or radio buttons:

❁ Automatically load images
❁ Enable Java
❁ Enable Javascript
❁ Enable Style Sheets
❁ Enable AutoInstall
❁ Accept all cookies

❁ Click the OK button to close the 
Preferences window.
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❁ Reopen the Preferences window by 
clicking the Edit>Preferences menu.

❁ Click the ‘+’ symbol to the left of the 
Advanced category.

❁ Click the Cache sub-category. 
Make sure you click on the word 
“Cache”.

❁ Click the Every Time radio button.

❁ Click the OK button to close the 
Preferences button.

Appendix A:

Your Netscape Navigator 4.08 browser is 
now ready for use with ECAT.
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A.2.2 Set options in Netscape Communicator 4.7

❁ Click the Edit>Preferences
menu to open the Preferences
window.
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❁ Click the Advanced category. Make 
sure you click on the word “Advanced”, 
not just the plus sign.

❁ Enable the following options by clicking 
on the checkboxes or radio buttons:

❁ Automatically load images
❁ Enable Java
❁ Enable Javascript
❁ Enable Javascript for Mail and News
❁ Enable Style Sheets
❁ Accept all cookies

❁ Click the OK button to close the 
Preferences window.
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❁ Reopen the Preferences window by 
clicking the Edit>Preferences menu.

❁ Click the ‘+’ symbol to the left of the 
Advanced category.

❁ Click the Cache sub-category. 

❁ Click the Every Time radio button.

❁ Click the OK button to close the 
Preferences button.

A:

Your Netscape Navigator 4.7 browser is 
now ready for use with ECAT.
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A.2.3 Set options in Netscape 6.2

❁ Click the Edit>Preferences
menu to open the Preferences
window.
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❁ Click the arrow preceding the Privacy 
& Security category.

❁ Click the Cookies sub-category.

❁ Click the Enable all Cookies
radio button.

❁ Click the OK button.
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❁ Again, click the Edit>Preferences
menu to reopen the Preferences
window.
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❁ Click the arrow preceding the 
Advanced Category.

❁ Click the Cache sub-category.

❁ Click the Every time I view the 
page radio button.

❁ Click the OK button.

Your Netscape 6.x is now ready for use with ECAT.
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A.3 Set options in MS Internet Explorer

A.3 Set options in MS Internet
Explorer 5.0

❁ Click the Tools>Internet 
Options menu.

❁ Click the Settings button in the 
Temporary Internet Files section,
which will open the Settings window.
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❁ Click the Every visit to the page radio button.

❁ Click the OK button to close the Settings window
and return to the Internet Options window.

❁ From the Internet Options window, click the
Security tab.
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❁ Click the Custom Level button to open
the Security Settings window.

❁ Scroll down to the Cookies section.

❁ Click the Enable radio button and click
OK. The Security Settings window
will close.

❁ Click OK on the Internet Options page
to apply the changes you have made.

Your MS Internet Explorer 5.0 is now ready for use with ECAT.

Custom Level Button

Cookies

Enable

OK



A.3.2 Set options in MS Internet Explorer 6.0

❁ Click the Tools>Internet Options
menu 

❁ Click the Settings button in the 
Temporary Internet Files section,
which will open the settngs window. 
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❁ Click the Every visit to the page radio button.

❁ Click the OK button to close the Settings window
and return to the Internet Options window.

❁ From the Internet Options window, click the
Privacy tab.



Appendix A:
Set Required Options
Using Netscape or MS

Internet Explorer
(continued)

(p.162)

❁ Set your browser to Accept All Cookies by using the sliding 
bar on the page.

❁ Click OK on the Internet Options page to apply the changes 
you have made.

Your MS Internet Explorer 6.0 is now ready for use with ECAT.
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B.1 What constitutes an Emergency Order?
An Emergency Order is an order that a customer must have delivered earlier than the 
normal delivery time the supplier is contracted to perform.



B.2 Access the Emergency Orders screen
The Emergency Orders screen is accessed by clicking the Purchase button on the
Shopping Cart screen. This brings up the Authorize Purchase page, where the
Emergency Order check box is located. The appropriate payment method will appear
automatically: either credit card or MILSTRIP. If you are a credit card user, you must enter
your PIN number, and if you are a MILSTRIP user, you must enter the appropriate DODAAC.
Then click on the check box next to Emergency Order, and click on the Submit button. 
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This feature can only be accessed 
by an Order Authorizer.
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B.3 Process an Emergency Order
After you click the Submit button on the Authorize Purchase page, the Emergency
Order page is displayed. You process an Emergency Order by following the instructions on
the page. The instructions state that “You must contact the supplier to confirm stock availability
and to initiate the order. Please confer the Delivery Order Number to the supplier as this
number will be used to reconcile billing for this order.” Please note that you must call the 
supplier, speak to a representative, and manually enter the information you receive during 
that conversation into the application.

The supplier has the option of charging an
Emergency Processing Fee. If the 
supplier does, then you must manually enter
the amount the supplier quotes you into the
Emergency Processing Fee box.

Click the Submit button to complete 
the order.
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C.1 ECAT Help Desk
The ECAT Help Desk is staffed 0630 to 1800, Monday through Friday. A toll-free phone
number has been implemented for your convenience, or you may contact a customer service
representative directly. The ECAT Help Desk can also be reached by email.

(800)290-8201

ecathelp@dscp.dla.mil

Joe Locicero
(215)737-8432
DSN 444-8432

Andrea Raab
(215)737-2443
DSN 444-2443

Daniel Narvaez
(215)737-7738
DSN 444-7738

Janet Bernt
(215)737-2163
DSN 444-2163

Wayne Phillips
(215)737-7212
DSN 444-7212
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Although all customers can search for and compare products through ECAT, some 
customers either prefer or are required to use their legacy systems for actual order 
processing and billing.

If you are a DMLSS, TAMMIS or MEDLOG user, then your profile should be configured to
have your Product Search screen display three additional elements to identify your ECAT
products. These additional identifiers are ECAT Supplier ID, Catalog ID, and Item ID.

If you are a DMLSS user, these elements will be downloaded automatically into your DMLSS
system when you use the “Download to DMLSS” functionality in the ECAT application. If you
are an Army customer, you will have to manually enter these elements into your TAMMIS 
system. If you are an Air Force customer, you will have to manually enter these elements
into your MEDLOG system.

Once you enter your order in your legacy system, it is processed and billed accordingly to
your particular system’s business rules. The status of your order is reported back through your
legacy application, where you can check the progress of your order and also through the
ECAT application. To check the status of your order in ECAT, log onto the ECAT application,
and click the Status tab. Click the Order ID of the order whose status you want to check.
This will open the Order Summary page. The status of your order will be at the bottom 
of the page.



Accounting Codes
ECAT provides three ways of using accounting codes when purchasing items. Depending on
which branch of the service you are in, if any, you will want to establish your profile to reflect
the type of accounting code you need. If you are Army, you will use an APC code. If you are
Navy, you will use a JON. All other users will not use any accounting code.

Autofill Serial Number
There are two ways to generate a document number in ECAT. Either the system can 
automatically generate a document number for you, or you can generate your own 
document number.

If you would like to have your document number automatically generated, when you establish
your profile, ask the ECAT Help Desk representative to set your Autofill Serial Number 
preference to “Yes”.  The pages of your application will look like the ones in the manual 
in Lesson 6.

If you would like to generate your document number manually for each line item in your 
order, ask the ECAT Help Desk representative to set your Autofill Serial Number preference 
to “No”. This setting will result in an addtional two fields appearing on the Cart page of your
application. These fields will ask you to manually enter the Julian date and Serial number, 
for each item in your order, so that a document number can be generated.
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LESSON 1:

1. What web address should you use to access the ECAT application?
a. www.ecat.com

This is incorrect.
b. www.dmmonline.com

This is correct.  Typing this address into your web browser will access the DMMonline homepage, which will provide you 
the links to access the ECAT application.

c. www.dmmonline.mil
This is incorrect.  

d. www.ecat.mil
This is incorrect.

2. From DMMonline, which two links allow you to access the ECAT homepage?
a. Web-based Ordering – ECAT or the Equipment tab

This is partially correct.  Clicking the Web-based Ordering link will bring up the ECAT homepage.  However, although there
are Equipment items in the ECAT application, the Equipment link will take you to the homepage of the Equipment
Commodity Business Unit at the Defense Supply Center Philadelphia.

b. The Order Products or the Med/Surg tab
This is partially correct.  Clicking the Order Products link will bring up the ECAT homepage.  However, although there are
Medical/Surgical items in the ECAT application, the Med/Surg link will take you to the homepage of the Med/Surg
Commodity Business Unit at the Defense Supply Center Philadelphia.

c. The Equipment tab or the Med/Surg tab
This is not correct.  Clicking the Equipment Link will take you to the homepage of the Equipment Commodity Business Unit
at the Defense Supply Center Philadelphia.  Clicking the Med/Surg link will take you to the homepage of the Med/Surg
Commodity Business Unit at the Defense Supply Center Philadelphia.

d. Web-based Ordering – ECAT or the Order Products tab
This is correct.  Clicking both of these links will bring up the ECAT homepage.

LESSON 2:

1. What is the Product Search Feature?
a. A method of searching for user information in the ECAT database

This is incorrect. The Product Search feature is a method of searching for the products you are looking for in the 
ECAT database.
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b. A method of searching for DoDAAC information in the ECAT database
This is incorrect.  The Product Search feature is a method of searching for the products you are 
looking for in the ECAT database.

c. A method of searching for the products you are looking for in the ECAT database
This is correct.  

d. A method of searching for the shipping information you need in the ECAT database
This is incorrect. The Product Search feature is a method of searching for the products you are looking for in 
the ECAT database

2. In computers, what do you call a special symbol that can stand for multiple characters?
a. Icon

This is incorrect.  In computers, a special symbol that can stand for multiple characters is called a wildcard.  Using a 
wildcard can expand your search capability by returning products that begin with a specific character set and end with 
different ones.  The wildcard character used in ECAT is the asterisk (*).

b. Wildcard
This is correct.  Using a wildcard can expand your search capability by returning products that begin with a specific 
character set and end with different ones.  The wildcard character used in ECAT is the asterisk (*).

c. Compound character
This is incorrect.  In computers, a special symbol that can stand for multiple characters is called a wildcard.  Using a 
wildcard can expand your search capability by returning products that begin with a specific character set and end with 
different ones.  The wildcard character used in ECAT is the asterisk (*).

d. Narrow Search
This is incorrect.  In computers, a special symbol that can stand for multiple characters is called a wildcard.  Using a 
wildcard can expand your search capability by returning products that begin with a specific character set and end with 
different ones.  The wildcard character used in ECAT is the asterisk (*).

3. What is the best method of searching for all products with the same Manufacturer Part Number in ECAT,
assuming you did not already have the part number?

a. Search for a product using a different parameter, click the product’s name on the Product Listing screen,
and click the Search for Manufacturer Part Number button on the Item Base Detail screen

This is correct.  After you find the products with matching Manufacturer Part Numbers, you can place them on your Working
List and compare them to determine if they are equivalent products.
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b. Search for a product using a different parameter, click the supplier’s name on the Product Listing 
screen, and click the Search for Manufacturer Part Number button on the Item Base Detail screen

This is incorrect.  After searching for the product you are looking for, you must click the product’s name 
on the Product Listing screen, not the supplier’s name.  Then, click the Search for Manufacturer Part Number 
buttonon the Item Base Detail screen.  Remember, after you receive your list of products with matching 
Manufacturer Part Numbers, you can place them on your Working List and compare them to determine if they are 
equivalent products.

c. Search for a product using a different parameter and click the Search for Manufacturer Part Number button on the Item Base 
Detail screen

This is incorrect.  Before you click the Search for Manufacturer Part Number button, you must first click 
the product’s name.  Then, you can click the button and receive a list of products with matching Manufacturer 
Part Numbers.

d. Search for a product using a different parameter, click the product’s name on the Product Listing screen, and click the 
Attributes button

This is incorrect.  You should click the Search for Manufacturer Part Number button in order to return all products with 
the same Manufacturer Part Number.

4. Which of the following is NOT a Search Parameter in ECAT?
a. Narrow Search By

This is incorrect.  Narrow Search By is one of the Search Parameters at the bottom of the Product Search page that are
used to customize your search results.

b. Order Search Results
This is incorrect.  Order Search Results is one of the Search Parameters at the bottom of the Product Search page that are
used to customize your search results.

c. View Supplier Catalogs
This is incorrect.  View Supplier Catalogs is one of the Search Parameters at the bottom of the Product Search page that
are used to customize your search results

d. Product Search
This is correct.  Product Search is the name of the entire search feature, not a Search Parameter.  
Search Parameters are the options at the bottom of the Product Search page that are used to customize your 
search results.
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5. Which of the following is a valid product name search in ECAT?
a. Vinyl gloves

This is correct.  A Product Name search can only be one or two words long.
b. Powdered, Vinyl Gloves

This is incorrect.  A Product Name search can only be one or two words long.  To add additional descriptive words to your
search, use the Narrow by product description field on the Product Search page or the Keyword Search field on the Product
Listing page.

c. Large, Powdered, Vinyl Gloves
This is incorrect.  A Product Name search can only be one or two words long.  To add additional descriptive words to your
search, use the Narrow by product description field on the Product Search page or the Keyword Search field on the Product
Listing page.

d. Large, White, Powdered Vinyl Gloves
This is incorrect.  A Product Name search can only be one or two words long. To add additional descriptive words to your
search, use the Narrow by product description field on the Product Search page or the Keyword Search field on the Product
Listing page.

6. What does it mean to filter data?
a. To improve the accuracy of the data.

This is incorrect.  The data in the application is accurate regardless of the searches you perform on it.  Filtering data is a
method of narrowing your search to reduce the number of items the application returns by specifying attributes about the
items you are looking for.

b. To narrow your search results by looking for more specific data from the database.
This is correct.  The application returns all items that match the term you enter in the ECAT search feature.  However,
sometimes there may be too many records for you to look through.  Applying a filter to your search criteria makes your
request more specific and reduces the number of items the application returns.

c. To compare products in the database based on specific parameters.
This is incorrect.  Filtering data is a method of narrowing your search to reduce the number of items the application returns
by specifying attributes about the items you are looking for.

d. To sort from highest to lowest price.
This is incorrect.  Filtering data is a method of narrowing your search to reduce the number of items the application returns
by specifying attributes about the items you are looking for.
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7. Which of the following special characters is used to perform a wildcard search 
in ECAT?

a. %
This is incorrect.  The asterisk (*) is the wildcard character in ECAT.  To perform a wildcard search, enter the character set
you are searching for.  Place an asterisk (*) after the character set, and the search feature will return all values containing
that character set.

b. #
This is incorrect.  The asterisk (*) is the wildcard character in ECAT.  To perform a wildcard search, enter the character set
you are searching for.  Place an asterisk (*) after the character set, and the search feature will return all values containing
that character set.

c. &
This is incorrect.  The asterisk (*) is the wildcard character in ECAT.  To perform a wildcard search, enter the character set
you are searching for.  Place an asterisk (*) after the character set, and the search feature will return all values containing
that character set.

d. *
This is correct.  To perform a wildcard search, enter the character set you are searching for. Place an asterisk (*) after the
character set, and the search feature will return all values containing that character set.

LESSON 3:

1. What is the primary purpose of the Working List?
a. To allow you to list two or more products from the result set on the Product Listing screen in preparation for 

comparing them
This is correct.  The Working List feature allows you to list two or more products from the result set on the Product Listing
screen in preparation for comparing product characteristics.  There is no limit to the number of products that can be added 
to the Working List, although only three can be compared at any one time.

b. To allow you to create a list of items that you order on a recurring basis
This is incorrect.  The Reorder List feature, not the Working List feature, allows you to create a list of items you order 
repeatedly without having to search for them each time you want to place an order.  The Working List feature allows you to list
two or more products from the result set on the Product Listing screen in preparation for comparing product characteristics.
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c. To provide a place for you to enter notes and personal comments about specific items
This is incorrect.  The User Notes feature provides a place for you to enter notes and personal 
comments about specific items.  The Working List feature allows you to list two or more products from 
the result set on the Product Listing screen in preparation for comparing product characteristics.

d. To allow you to place items you want to order in the Cart for purchase
This is incorrect.  The Working List feature allows you to list two or more products from the result set on the Product Listing
screen in preparation for comparing them.

2. What is the maximum number of products can be simultaneously added to the Working List?
a. Three

This is incorrect.  This is the maximum number of products that can be simultaneously compared.  There is no limit to the 
number of products that can be simultaneously added to the Working List.

b. Ten
This is incorrect.  There is no limit to the number of products that can be added to the Working List.

c. Unlimited
This is correct.  Although you can only compare up to three products at a time, there is no limit to the number of products 
that can be added to the Working List.

d. Two
This is incorrect.  There is no limit to the number of products that can be added to the Working List.

3. How do you save the Working List?
a. Click the Save button at the bottom of the Working List page

This is incorrect.  A Save button does not exist on the Working List page.  You cannot save your Working List.  
When you log out of the ECAT application or if your session is terminated for any reason, your Working List and 
any items you are comparing will not be saved.

b. You can’t
This is correct.  You cannot save your Working List.  When you log out of the ECAT application or if your session is terminated
for any reason, your Working List and any items you are comparing will not be saved.  

c. The Working List is saved automatically when you leave the page
This is incorrect.  You cannot save your Working List.  When you log out of the ECAT application or if your session is 
terminated for any reason, your Working List and any items you are comparing will not be saved.

d. Click the Working List tab
This is incorrect.  You cannot save your Working List.  When you log out of the ECAT application or if your session is 
terminated for any reason, your Working List and any items you are comparing will not be saved.
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4. How do you add items to the Working List from the Product Listing screen?
a. Click the Working List tab.  Check the Action checkbox for each item you would like to compare.  Click the
Compare button

This is incorrect.  This series of steps would allow you to compare items already on your Working List.  To add items to the
Working List, click the Action checkbox on the Product Listing page for each product you would like to add to the Working
List.  Click the Add to Working List button at the bottom of the page.

b. Begin on the Product Listing page. Click the Action checkbox for each product you would like to add to 
the Working List. Click the Add to Working List button

This is correct
c. Click the Working List tab

This is incorrect.  Clicking the Working List tab simply shows you what items you already have in your Working List.  To add
items to the Working List, click the Action checkbox on the Product Listing page for each product you would like to add to
the Working List.  Click the Add to Working List button at the bottom of the page. 

d. Check the appropriate Action box in the Working List.  Click the Remove button
This is incorrect.  This action will remove items from the Working List, not add them.  To add items to the Working List, click
the Action checkbox on the Product Listing page for each product you would like to add to the Working List.  Click the Add
to Working List button at the bottom of the page.

5. What steps would you take to compare items from the Working List?
a. Click the Working List tab

This is incorrect.  Clicking the Working List tab will simply access the Working List page.  To compare items 
from the Working List, click the Working List tab, check the Action checkbox for each item you would like to compare, 
and click the Compare button.

b. Click the Suppliers’ names for the items you would like to compare
This is incorrect. To compare items from the Working List click the Working List tab, check the Action checkbox 
for each item you would like to compare, and click the Compare button.

c. Click the Working List Tab, and click the Compare button
This is incorrect.  To compare items from the Working List click the Working List tab, check the Action checkbox for each
item you would like to compare, and click the Compare button.

d. Click the Working List tab, check the Action checkbox for each item you would like to compare,
and click the Compare button

This is correct.  The Working List tab accesses the Working List page.  Checking of the items in the Action column selects
items of interest.  Clicking the Compare button opens the Compare Products window.
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6. What is the purpose of the User Notes feature?
a. To create lists of items you order on a recurring basis

This is incorrect.  The Reorder List feature allows you to create a list of items you order on a recurring basis.  
The User Notes feature enables you to add, edit, or remove a personal comment about an item.

b. To provide you with additional information about the product
This is incorrect.  The Item Base Detail window provides you with additional information about the product such as part number,
description, and trade name.  The User Notes feature enables you to add, edit, or remove a personal comment about an item. 

c. To enable you to add, edit, or remove a personal comment about an item
This is correct.  Once you have created a User Notes list, you are able to add a User Note to an item.  User Notes are 
personal comments you have about an item.

d. To allow you to receive additional information about a supplier
This is incorrect.  Clicking on the Supplier’s name on the Product Listing Screen, allows you to receive additional information
about a supplier.  The User Notes feature enables you to add, edit, or remove a personal comment about an item.

7. From which two pages can you add a product to the User Notes page?
a. The Product Listing and Working List pages

This is correct.  
b. The Reorder List and Working List pages

This is incorrect.  You can add a product to your User Notes page from the Product Listing and Working List pages.
c. The Cart and from the Reorder List page

This is incorrect.  You can add a product to your User Notes page from the Product Listing and Working List pages.
d. The Product Listing and Reorder List pages

This is incorrect.  You can add a product to your User Notes page from the Product Listing and Working List pages.

8. By default, who has access to the User Notes you create?
a. All members of your User Group

This is incorrect. By default, only you can see your User Notes when you first write them.  However, by using the Access 
feature, you can choose to allow visibility of the User Notes you author to any or all members of your User Group.

b. Group Administrators
This is incorrect.  By default, only you can see your User Notes when you first write them.  However, by using the Access 
feature, you can choose to allow visibility of the User Notes you author to any or all members of your User Group.
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c. Order Authorizers
This is incorrect.  By default, only you can see your User Notes when you first write them.  However,
by using the Access feature, you can choose to allow visibility of the User Notes you author to any or
all members of your User Group.

d. Only you do
This is correct.  By default, only you can see your User Notes when you first write them.  However, by using the Access 
feature, you can choose to allow visibility of the User Notes you author to any or all members of your User Group.

9. Which of the following statements does NOT describe the User Notes Access page?
a. Multiple users can be added to an Access List by highlighting each user and clicking the Add button

This is incorrect.  This statement accurately describes the User Notes Access page and the flexibility it provides when you
set access rights to your User Notes. 

b. Different users can be granted different access rights on the same list
This is incorrect.  This statement accurately describes the User Notes Access page and the flexibility it provides when you
set access rights to your User Notes. Once you grant different users access rights they are permanently assigned.

c. The User Note Access page is not very flexible, since only you can ever see your User Notes when 
you access ECAT.

This is correct.  This statement does not describe the User Notes Access page and the flexibility it provides when you set
access rights to your User Notes.  The access preferences provided by the ECAT application are very flexible and are
designed to provide you with multiple options for sharing your User Notes with your User Group.

d. A Current User’s access rights can be changed after he/she has been added
This is incorrect.  This statement accurately describes the User Notes Access page and the 
flexibility it provides when you set access rights to your User Notes. 

LESSON 4

1. Why should you use the Reorder List feature in ECAT?
a. To eliminate the need to sort your search results each time you want to search for items

This is incorrect.  Using a Reorder List will eliminate the need to search for items you order frequently, but if you still choose
to search for items, you may find it helpful to sort them.

b. To create a list of items that you order on a recurring basis
This is correct.  When you order a large number of items, searching for them in the database repeatedly can be repetitive.
Using this feature makes the job of ordering these items more efficient and less time-consuming.
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c. To place the items you want to order in your shopping cart for purchase
This is incorrect.  The Reorder List feature allows you to create a list of items you order on a 
recurring basis in order to eliminate the need to search for them each time you want to order them.  

d. To compare multiple items’ prices and availability
This is incorrect.  The Reorder List feature allows you to create a list of items you order on a recurring basis in order to
eliminate the need to search for them each time you want to order them.  

2. How do you access the Reorder List feature?
a. Click the Reorder List tab

This is correct.  The Reorder List tab will access the Reorder List page.
b. Click the “Add to Reorder List” button

This is incorrect.  If you have selected any items, the “Add to Reorder List” button will add those items to your most recently
accessed Reorder List.  If you have not selected any items, this button will be non-functional.

c. Click the Cart tab
This is incorrect.  The Cart tab will access the Cart page.

d. Click the “Add to Working List” button
This is incorrect.  If you have selected any items, the “Add to Working List” button will add those items to your most recently
accessed Working List.  If you have not selected any items, this button will be non-functional.

3. From which two pages can you add items to the Reorder List?
a. User Notes & Search

This is incorrect.  Items can not be added to the Reorder List from either of these pages.
b. Product Listing & Search

This is incorrect.  Items can be added to the Reorder List from the Product Listing page, but they can not be added from 
the Search page.

c. Product Listing & Cart
This is correct.  Items can be added to the Reorder List directly from the Product Listing page 
and the Cart.

d. Cart & User Notes
This is incorrect.  Items can be added to the Reorder List from the Cart page, but they can not be added from the 
User Notes page.
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4. What series of actions would you follow to delete an item from a previously created 
Reorder List? (begin from clicking the Reorder List tab, assume multiple lists exist)

a. Click the action checkbox next to the Reorder List, click the “select” button, click 
the “selected” checkbox on the line of the item to be deleted, click the “delete” button

This is correct.
b. Click the action checkbox next to the Reorder List with the product to be deleted, click the “delete” button

This is incorrect.  Clicking the “delete” button at step 2 in this series of actions would delete the entire Reorder List, not a
single item from it.

c. Click the action checkbox next to the Reorder List, click the “select” button, click the name of the product to be deleted, click 
the “delete” button

This is incorrect.  The series of actions is incomplete, and step 3 is unnecessary.  Clicking the name of the product in step 3
of this series of actions would open the Item Base Detail Screen.  

d. Click the action checkbox next to the Reorder List, click the “select” button, click the supplier name of the product to be deleted, 
click the “delete” button

This is incorrect.  The series of actions is incomplete, and step 3 is unnecessary.  Clicking the name of the product in step 3
of this series of actions would open the Item Base Detail Screen.

5. By default, when you create a new Reorder List, who has access to it?
a. Everyone at your site

This is incorrect.  By default, you are the only person to have access to your Reorder List when you create it.
b. You and your supervisor

This is incorrect.  By default, you are the only person to have access to your Reorder List when you create it.
c. The Group Administrator at your site

This is incorrect.  By default, you are the only person to have access to your Reorder List when you create it.
d. You

This is correct.

6. What is the definition of Read/Write access?
a. User can access and view a Reorder List, but cannot perform any other action

This is incorrect.  This is the definition of Read Only access.
b. User can add and delete items and/or delete the entire Reorder List

This is correct.
c. User can transfer control of the list from one user to another

This is incorrect.  This is the definition of Owner access.
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d. User can add and delete items, but can not delete lists
This is incorrect.  Read/Write access allows the user to add and delete items, but it also allows the
user to delete entire lists.

7. Which term in the status column of the Reorder List indicates that the supplier has made a change 
to a product since the Reorder List was created?

a. Available
This is incorrect.  This is the status that shows when a product is available for purchase and no changes have been 
made to it.

b. Change
This is incorrect.  This term does not exist in the status column.

c. In Review
This is correct.

d. Update
This is incorrect.  This term does not exist in the status column.

8. Which of the following changes to an item will cause a Reorder List to go In Review?
a. An item was added to a supplier’s catalog

This is incorrect.  This change will not cause the list to go In Review.
b. Price of an item has changed

This is correct.
c. Name of the item changed

This is incorrect.  This change will not cause the list to go In Review.
d. Manufacturer name changed

This is incorrect.  This change will not cause the list to go In Review.

LESSON 5

1. According to the manual, what is one of the most important issues facing the 
administration of computer networks in today’s business world?

a. Software Piracy
This is incorrect.  Security is one of the most important issues facing the administration of computer networks in today’s
business world.  Defense against software piracy is only one part of a larger computer security program.
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b. Memory usage
This is incorrect.  Security is one of the most important issues facing the administration of computer
networks in today’s business world.

c. Security
This is correct.  Security is one of the most important issues facing the administration of computer networks in today’s 
business world.  Setting and maintaining appropriate levels of access among users is one of the first lines of defense
against both internal and external system threats.

d. Server maintenance costs
This is incorrect.  Security is one of the most important issues facing the administration of computer networks in today’s
business world.

2. Why should you use the ECAT security feature to set levels of access?
a. To add multiple users to the Access list on the User Note Access page

This is incorrect.  Levels of access should be set to ensure that only authorized personnel order supplies through ECAT.  
b. To ensure that only authorized personnel order supplies through ECAT

This is correct.  The ability to define and set different levels of access for different users is built into ECAT to ensure that
only authorized users order materiel through the application.

c. To enable Order Builders to search for products
This is incorrect.  This answer provides an example of one task an Order Builder can perform.  Levels of access should be
set to ensure that only authorized users order supplies through ECAT.  

d. To enable Order Authorizers to accept and process orders
This is incorrect.  This answer provides an example of tasks an Order Authorizer can perform.  Levels of access should be
set to ensure that only authorized users order supplies through ECAT.  

3. Which user type is authorized to add new user accounts, modify the status of current user accounts, and disable 
user accounts?

a. Order Builder
This is incorrect.  The Order Builder is able to search for products, use the Working List and User Notes, create and 
manipulate Reorder Lists, manipulate items in the Cart, build and submit an order, and view reports in ECAT.  
The Group Administrator is authorized to add new user accounts, modify the status of current user accounts, and 
disable user accounts.  
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b. Group Administrator
This is correct.  The Group Administrator is authorized to add new user accounts, modify the status
of current user accounts, and disable user accounts.  

c. Order Authorizer
This is incorrect.  The Order Authorizer has the privileges or the Order Builder, plus the ability to accept and process orders.
The Group Administrator is authorized to add new user accounts, modify the status of current user accounts, and disable 
user accounts.  

d. Receipt Personnel
This is incorrect.  Receipt Personnel are those users who are authorized to mark in ECAT that items in a shipment have
arrived at the ordering location.  The Group Administrator is authorized to add new user accounts, modify the status of 
current user accounts, and disable user accounts.  

4. Which user type has the ability to accept and process orders?
a. Order Authorizer

This is correct.  The Order Authorizer has all the privileges of the Order Builder, plus the ability to accept and process orders.
b. Order Builder

This is incorrect.  The Order Builder is able to search for products, use the Working List and User Notes, create and manip-
ulate Reorder Lists, manipulate items in the Cart, build and submit an order, and view reports in ECAT.  The Order
Authorizer has all the privileges of the Order Builder, plus the ability to accept and process orders.

c. Group Administrator
This is incorrect.  The Group Administrator is a user who is authorized to add new user accounts, modify the status of cur-
rent user accounts, and disable user accounts.  The Order Authorizer has all the privileges of the Order Builder, plus the
ability to accept and process orders.

d. Receipt Personnel 
This is incorrect.  Receipt Personnel are those users who are authorized to mark in ECAT that items in a shipment have
arrived at the ordering location.  The Order Authorizer has all the privileges of the Order Builder, plus the ability to accept
and process orders.

5. What are the four user roles in ECAT?
a. Order Builder, Order Authorizer, Group Administrator, Order Receiver

This is incorrect.  There is no user role in ECAT called “Order Receiver”.  The receiving function in ECAT is performed by
users called Receipt Personnel.  Receipt Personnel are those users who are authorized to mark in ECAT that items in a
shipment have arrived at the ordering location.

Appendix F:
Answers to End of
Lesson Questions

(continued)

(p.186)



b. Order Builder, Order Authorizer, Systems Administrator, Receipt Personnel
This is incorrect.  There is no user role in ECAT called “Systems Administrator”.  There is a Group
Administrator role, whose function is to add new user accounts, modify the status of current user accounts, 
and disable user accounts.

c. Order Builder, Order Approver, Group Administrator, Receipt Personnel
This is incorrect.  There is no user role in ECAT called “Order Approver”.  The order approval (or rejection) function is per-
formed by a user in the role of an Order Authorizer, who has all the privileges of an Order Builder, plus the ability to accept
and process orders.

d. Order Builder, Order Authorizer, Group Administrator, Receipt Personnel
This is correct.  These are the proper names for the four user roles in ECAT.

LESSON 6

1. What is the Cart?
a. The place where you put all the items you want to purchase

This is correct.  
b. The place where you compare prices of items

This is incorrect.  Although the prices of the items you want to buy are displayed in the Cart, comparing items is accom-
plished through the Working List and the Compare Products features.  These features are discussed in Lesson 3.

c. The place where you search for the items you want to buy
This is incorrect.  You can search for items in the ECAT database though the Product Search feature, which is discussed in
Lesson 2.

d. The place where you list the items you might want to purchase
This is incorrect.  You should only add items to the Cart once you have definitely decided that you want to buy them.

2. What do you put in the Cart?
a. Items you are considering buying

This is incorrect.  You should only list items in the Cart that you definitely want to buy.
b. Items you want to add a User Note to

This is incorrect.  You add a User Note to an item through the User Note feature, which is discussed in Lesson 3.
c. Items you want to compare

This is incorrect.  You should compare items through the Compare Products feature as discussed in Lesson 3.
d. Items you want to buy

This is correct.  
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3. From which four pages can an item be added to the Cart?
a. Working List, Reorder List, ECAT Log In, Product Listing

This is incorrect.  You cannot add products to the Cart from the ECAT Log In page.
b. Product Listing, Working List, User Notes, Reorder List

This is correct.
c. Product Listing, Working List, User Notes, User Address

This is incorrect.  You cannot add products to the Cart from the User Address page.
d. Reorder List, Working List, Status, Product Listing

This is incorrect.  You cannot add items to the Cart from the Status page.

4. How are items in the Cart arranged?
a. By supplier and lead time

This is correct.  Remember, the Cart is a dropdown box that is arranged by supplier and lead time.  If at first you do not see
all of the items that you added to the Cart, click the arrow to display all the selections in the box.

b. Alphabetically by item
This is incorrect.  Remember, the Cart is a dropdown box that is arranged by supplier and lead time.  If at first you do not
see all of the items that you added to the Cart, click the arrow to display all the selections in the box.

c. In the order in which you added them 
This is incorrect.  Remember, the Cart is a dropdown box that is arranged by supplier and lead time.  If at first you do not
see all of the items that you added to the Cart, click the arrow to display all the selections in the box.

d. By price
This is incorrect.  Remember, the Cart is a dropdown box that is arranged by supplier and lead time.  If at first you do not
see all of the items that you added to the Cart, click the arrow to display all the selections in the box.

5. What is the extended price of an item?
a. Total price of all items in the Cart

This is incorrect.  The total price of all items in the Cart is simply the total cost of the order.  The extended price is 
calculated by multiplying the quantity of each item you want to purchase by the price of the individual item.

b. Price over an extended shipping term
This is incorrect.  The extended price is calculated by multiplying the quantity of each item 
you want to purchase by the price of the individual item.
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c. Quantity ordered multiplied by the item price
This is correct.  The extended price is calculated by multiplying the number of each item you want
to purchase by the price of the individual item.

d. Volume discount price
This is incorrect.  The extended price is calculated by multiplying the quantity of each item you want to purchase by the
price of the individual item.

6. On which of the five pages in the Cart can you make changes to your In the Clear address?
a. Requisition

This is incorrect.  This tab accesses the Requisition page, which is used to enter the appropriate Milstrip billing information.
To change your In the Clear shipping address, you should use the Ship To tab to access the Ship To page.

b. Profile
This is incorrect.  The Profile tab accesses the Supplier Profile page, which displays information about the supplier that is
currently showing in the dropdown box in the Cart.  To change your In the Clear shipping address, you should use the Ship
To tab to access the Ship To page.

c. Ship To
This is correct.  You probably specified your In the Clear information when you established you profile with the ECAT Help
Desk, but you can make changes to your information on this page if necessary.

d. Contract
This is incorrect.  The Contract tab accesses the Contract Info page, which provides information about the contracts that
DLA/DSCP has with its suppliers.  To change your In the Clear shipping address, you should use the Ship To tab to access
the Ship To page.

7. According to the manual, what is the sequence of steps for purchasing an order?
a. Select the supplier and contract in the Cart, click the Profile tab and check the supplier’s address, enter the quantity for each 

item and click Save, click Ship To and check the shipping address, remove unwanted items from the Cart and click Save, 
click Purchase

This is incorrect.  The Profile tab contains important information about the supplier whose items are displayed in the Cart,
but there is no need to check the Profile tab to purchase an order.  It is an unnecessary step.

b. Select the supplier and contract in the Cart, enter the quantity for each item and click Save, click Ship 
To and check the shipping address, remove unwanted items from the Cart and click Save, click Purchase

This is correct.  Although sometimes you might not have changes to your shipping address or have unwanted items in your
Cart, you should still make a habit of going through these steps every time you place an order to ensure that your purchase
is delivered to your site correctly.
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c. Select the supplier and contract in the Cart, enter the quantity for each item and click Save, click Ship 
To and check the shipping address, remove unwanted items from the Cart and click Save

This is incorrect.  You must click the Purchase button as the last step to finalize the process and place your order.
d. Select the supplier and contract in the Cart, enter the quantity for each item and click Save, click Ship To and check the shipping 

address, select the items you wish to purchase by clicking the Action checkbox next to them, click Purchase
This is incorrect.  You must remove unwanted items from the Cart, not click the Action check boxes next to the ones you
want.  Even if you select only certain items using the Action check boxes and click Purchase, the application will assume
you want to purchase all the items in your Cart.  This is why removing unwanted items is so important.

8. When can you recall an Order?
a. At any time

This is incorrect.  You can only recall an Order before it is authorized or viewed by an Order Authorizer.
b. You can’t

This is incorrect.  You can only recall an Order before it is authorized or viewed by an Order Authorizer.
c. Before you log out of the application

This is incorrect.  You can only recall an Order before it is authorized or viewed by an Order Authorizer.
d. Before it is authorized or viewed by an Order Authorizer

This is correct.  

9. What feature automates the process of placing an order you place frequently and regularly?
a. Scheduled Order

This is correct.  Creating a Scheduled Order eliminates the repetitive steps of creating an order list, purchasing the items,
and sending the items to the Authorizer manually for orders you place frequently and regularly.

b. Reorder List
This is incorrect.  A Reorder List eliminates the need to perform a Product Search for products in the ECAT database.  It
does not place the order for you.  Creating a Scheduled Order eliminates the repetitive steps of creating an order list, pur-
chasing the items, and sending the items to the Authorizer manually for orders you place frequently and regularly.

c. Product Search
This is incorrect.  The Product Search feature searches the ECAT database for items meeting the parameters you have
specified.  Creating a Scheduled Order eliminates the repetitive steps of creating an order list,
purchasing the items, and sending the items to the Authorizer manually for orders you place frequently and regularly.
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d. History for Order
This is incorrect.  The History for Order page describes the history of your order from the time 
you placed it in your Cart to the time it was received.  Creating a Scheduled Order eliminates the repetitive 
steps of creating an order list, purchasing the items, and sending the items to the Authorizer manually for orders 
you place frequently and regularly.

LESSON 7

1. How do you view the status of an order?
a. Click the link in the Status column on the Order Summary page

This is incorrect.  Clicking the link in the Status column on the Order Summary page brings up the History for Order page.
To view the status of an order, click the Status tab to display the Status page.  

b. Click the Status tab to display the Status page
This is correct.  The status of each order is reported on the Status page as Requisition Awaiting Authorization, Requisition
Authorized, or Received.

c. Call the ECAT Help Desk
This is incorrect.  The ECAT Help Desk should only be called for this purpose as an exception.  Before calling the ECAT
Help Desk, click the Status tab to display the Status page.  Only if the order is unreported on this page should you contact
the ECAT Help Desk.

d. Click the Order ID of an order
This is incorrect.  Clicking the Order ID of an order accesses the Order Summary Page, where you can get more specific
and detailed information about the contents of your order.  To view the status of an order, click the Status tab to display the
Status page.  

2. If you were an Order Builder, what would the Status Page display?
a. Orders you have submitted and whether your order has been rejected or released by the Order Authorizer

This is correct.  The status of each of your orders is reported on the Status page as Requisition Awaiting Authorization,
Requisition Authorized, or Received.  

b. More specific and detailed information about the contents of your order
This is incorrect.  As an Order Builder, the Status page displays the orders you have submitted and whether your order has
been rejected or released by the Order Authorizer.  The Order Summary Page allows you to 
view more specific information about the order.
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c. A table that enables you to follow the progression of your order from start to finish
This is incorrect.  The History for Order page allows you to follow the progression of your order from
start to finish.  The Status page displays the orders you have submitted and whether your order has been 
rejected or released by the Order Authorizer.  

d. Supplier, Delivery Order, Ship To, and Requisition information
This is incorrect.  As an Order Builder, the Status page displays the orders you have submitted and whether your order has
been rejected or released by the Order Authorizer.  The Order Summary Page allows you to view Supplier, Delivery Order,
Ship To, and Requisition information.

3. If you were an Order Authorizer, what would the Status Page display?
a. More specific and detailed information about the contents of the order

This is incorrect.  The Order Summary Page allows you to view more specific information about the order.  If you were 
an Order Authorizer, the Status Page would display orders submitted by an Order Builder for which you have 
Authorizer responsibilities.

b. A table that allows you to follow the progression of your order from start to finish
This is incorrect.  The History for Order page allows you to follow the progression of your order from start to finish.  If you
were an Order Authorizer, the Status Page would display orders submitted by an Order Builder for which you have
Authorizer responsibilities.

c. Orders submitted by an Order Builder for which you have Authorizer responsibilities
This is correct.  Order Authorizers can view orders submitted by Order Builders on the Status page.  Orders that are await-
ing approval are shaded in red. 

d. Orders you have submitted and whether your order has been rejected or released by the Order Authorizer
This is incorrect.  This is what the status page would display if you were an Order Builder.  If you were an Order Authorizer,
the Status Page would display orders submitted by an Order Builder for which you have Authorizer responsibilities.

4. What step or steps would an Order Authorizer take to release line items in an order?
a. Click the Order ID on the Status page, click the Action checkbox next to the items he or she wants to 

accept, and then click the Accept button
This is correct.  The Authorize Order page displays information about the order the Order Authorizer will reject or accept.

b. Click the Order ID on the Order Summary page
This is incorrect.  Clicking the Order ID from the Status page accesses the Authorize Order page and enables the Order
Authorizer to begin the process of rejecting or releasing an order.  Once on the Authorize Order page,
the Order Authorizer must click the Action checkbox next to each line item he or she wants to accept, or click the Select 

All button at the bottom of the page, and then click the Accept button to release (accept) the order.
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c. Click the Order ID on the Status page, and then click the Status column on the Order Summary Page
This is incorrect.  Clicking the Status column on the Order Summary page brings up the History for
Order page, which allows you to follow the progression of your order from start to finish.  Clicking the Order ID from the
Status page accesses the Authorize Order page and enables the Order Authorizer to begin the process of rejecting or
releasing an order.  On the Authorize Order page, the Order Authorizer must click the Action checkbox next to each line
item he or she wants to accept, or click the Select All button at the bottom of the page, and then click the Accept button to
release (accept) the order.  

d. Click the Order ID on the Status Page, and then click the Accept button
This is incorrect.  Between these two steps, the Order Authorizer must either check the Action checkbox next to individual
items or click the Select All button in order to indicate which items in the order he/she wishes to release.  

5. What action results when the Order Authorizer clicks the Submit button on the Authorize Order page?
a. The line item is returned to the Order Builder who submitted it

This is incorrect.  The order is returned to the Order Builder when the Order Authorizer clicks the Return to Originator 
button at the bottom of the Status page.  Clicking the Submit button opens the Authorize Purchase window.  Green shading
signifies that the line item was accepted, and red shading signifies the line item was rejected.  

b. The Add Order Line Comment page appears
This is incorrect.  The Add Order Line Comment page appears after a line item is selected and the Add Order Line
Comment button is clicked.  Clicking the Submit button opens the Authorize Purchase window.  Green shading signifies 
that the line item was accepted, and red shading signifies the line item was rejected.

c. The bottom of the Authorize Order page displays the line items contained in the order
This is incorrect.  Clicking the Submit button opens the Authorize Purchase window.  Green shading signifies that the line
item was accepted, and red shading signifies the line item was rejected.

d. The Authorize Purchase window opens
This is correct.  Clicking the Submit button opens the Authorize Purchase window.  Green shading signifies that the line
item was accepted, and red shading signifies the line item was rejected.

6. What two pieces of information might the Order Authorizer need to enter on the Authorize Purchase 
page if they were not specified when the account was created?
a. The method of payment and the name of the facility

This is incorrect.  The Order Authorizer would need to enter the method of payment and Bill to DoDAAC.
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b. The method of payment and the Bill to DoDAAC
This is correct.  Select a method of payment option in the Select Payment Method drop-down box
on the Authorize Purchase page.  After the method of payment is chosen, the DoDAAC to which the order will be billed
should be entered in the Bill to DoDAAC box.

c. The name of the facility and the Bill to DoDAAC
This is incorrect.  The Order Authorizer would need to enter the method of payment and Bill to DoDAAC.

d. None of the above
This is incorrect.  If certain information was not specified when the account was created, the Order Authorizer would need 
to enter the method of payment and the Bill to DoDAAC.

7. What action does the Order Authorizer perform to complete the transaction after authorizing a purchase?
a. Click the Return to Originator button

This is incorrect.  To complete the transaction the Order Authorizer must click the Submit button on the Authorize Purchase
page.  Clicking the Return to Originator button at the bottom of the Status page returns the order to the Order Builder.

b. Click the Submit button
This is correct.  After specifying the order payment information on the Authorize Purchase page (depending on how your
profile was set up), the Order Authorizer would click the Submit button to complete the transaction.

c. Click the Status tab 
This is incorrect.  To complete the transaction the Order Authorizer must click the Submit button on the Authorize Purchase
page.  Clicking the Status tab brings up the Status page, which displays the orders you have placed and allows you to see
if your order has been rejected or released by the authorizer.

d. Click the Order ID of an order
This is incorrect.  To complete the transaction the Order Authorizer must click the Submit button on the Authorize Purchase
page.  Clicking the Order ID of an order on the Status page displays the Order Summary Page, where you can view more
specific information about the order.

8. Why would the Order Authorizer want to add an Order Comment?
a. To notify the Order Builder on the status of the items

This is incorrect.  The Order Authorizer wants to add an Order Comment to let the Order Builder know why the items 
were rejected.

b. To send comments to the Order Builder on why the items were accepted.
This is incorrect.  The Order Authorizer wants to add an Order Comment to let the Order Builder know why the items were
rejected.
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c. To notify the Order Builder that the items were released.
This is incorrect.  The Order Authorizer wants to add an Order Comment to let the Order Builder
know why the items 
were rejected.

d. To send comments to the Order Builder on why the items were rejected.
This is correct.  The Order Authorizer has the opportunity to comment on why he or she rejected 
the items.

9. How would the Order Authorizer add an Order Comment?
a. Click the Add Order Line Comment button, type in the comment in the box, and click the Save button. 

This is incorrect.  To add an Order Comment the Order Authorizer should select a line using the Action checkbox, click the
Add Order Line Comment button, type in the comment in the box, and click the Save button.  Once the Order Authorizer
has added the comment to the line item, he or she must remember to click the Submit button to complete the rejection of
the line item.

b. Select a line using the Action checkbox, click the Add Order Line Comment button, type in the comment 
in the box, and click the Save button.

This is correct.  Once the Order Authorizer has added the comment to the line item, he or she must remember to click the
Submit button to complete the rejection of the line item.

c. Select a line using the Action checkbox, type in the comment in the box, and click the Save button.  
This is incorrect.  To add an Order Comment the Order Authorizer should select a line using the Action checkbox, click the
Add Order Line Comment button, type in the comment in the box, and click the Save button.  Once the Order Authorizer
has added the comment to the line item, he or she must remember to click the Submit button to complete the rejection of
the line item.

d. Click the Order Comment button, type in the comment in the box, and click the Submit button.
This is incorrect.  To add an Order Comment the Order Authorizer should select a line using the Action checkbox, click the
Add Order Line Comment button, type in the comment in the box, and click the Save button.  Once the Order Authorizer
has added the comment to the line item, he or she must remember to click the Submit button to complete the rejection of
the line item.

10.Once a shipment of items is received, what do Receipt Personnel indicate using the Order 
Receipt functionality?
a. That they have received part or all of the items in the delivery order

This is correct.  After a shipment of items is received, certain ordering activities will want to indicate in ECAT that they have
received part or all of the items in the delivery order.  
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b. The ordering facility that they represent
This is incorrect.  After a shipment of items is received, certain ordering activities will want to indicate
in ECAT that they have received part or all of the items in the delivery order.

c. Their DoDAAC
This is incorrect.  After a shipment of items is received, certain ordering activities will want to 
indicate in ECAT that they have received part or all of the items in the delivery order.

d. Whether they have access to the Admin Options page
This is incorrect.  After a shipment of items is received, certain ordering activities will want to indicate in ECAT that they
have received part or all of the items in the delivery order.

11. What happens when the Receipt Personnel have selected the delivery order they wish to view?
a. The Authorize Purchase page will open

This is incorrect.  The Order Receipt Comments page will open.  This page allows the Receipt Personnel to enter 
comments about the entire order, or using the comments field in the middle of the page, enter comments about an
individual product within the order.

b. The Order Receipt page will open
This is incorrect.  The Order Receipt Comments page will open.  This page allows the Receipt Personnel to enter 
comments about the entire order, or using the comments field in the middle of the page, enter comments about an
individual product within the order.  

c. The Order Receipt Comments page will open
This is correct.  The Order Receipt Comments page allows the Receipt Personnel to enter comments about the entire order,
or using the comments field in the middle of the page, enter comments about an individual product within the order.  

d. The Administrative Options page will open
This is incorrect.  The Order Receipt Comments page will open.  This page allows the Receipt Personnel to enter comments
about the entire order, or using the comments field in the middle of the page, enter comments about an individual product
within the order.  

LESSON 8

1. What is the Report Manager?
a. The user who controls the reporting function in ECAT

This is incorrect.  There is no user role called Report Manager.  The Report Manager is not only a list of all the reports that
are available in ECAT, but it is also the place where you can enter parameters to customize them.  
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b. A report of your most recent orders 
This is incorrect.  One of the reports you can view provides this information, but the Report
Manager itself is an ECAT feature that is a list of all the reports that are available in ECAT, and the place 

where you can enter parameters to customize them.  
c. The list of all reports available in ECAT

This is correct.  The Report Manager is not only a list of all the reports that are available in ECAT, but it is also the place
where you can enter parameters to customize them.  

d. The Product Reports
This is incorrect.  Product Reports are a type of report found in the Report Manager, but the Report Manager itself is an
ECAT feature that is a list of all the reports that are available in ECAT, and the place where you can enter parameters to
customize them.  

2. What are the three types of reports?
a. Detail Reports, Basic Order Reports, Product Reports

This is incorrect.  The Basic Order Report is a type of Detail Report.  The correct answer is Detail Reports, Summary
Reports, and Product Reports.  The Detail Reports list all the items for a particular order.  The Summary Reports list 
different group reports.  The Product Reports list the top products by supplier for a specific data range.

b. Detail Reports, Summary Reports, Product Reports
This is correct.  The Detail Reports list all the items for a particular order.  The Summary Reports list different group reports.
The Product Reports list the top products by supplier for a specific data range.

c. Summary Reports, General Reports, Product Reports
This is incorrect.  The General Report is a type of Summary Report.  The correct answer is Detail Reports, Summary
Reports, and Product Reports.  The Detail Reports list all the items for a particular order.  The Summary Reports list 
different group reports.  The Product Reports list the top products by supplier for a specific data range.

d. Detail Reports, Summary Reports, General Reports
This is incorrect.  The General Report is a type of Summary Report.  The correct answer is Detail Reports, Summary
Reports, and Product Reports.  The Detail Reports list all the items for a particular order.  The Summary Reports list 
different group reports.  The Product Reports list the top products by supplier for a specific data range.
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