LESSON 7:
Processing Order

Status
Objectives

[0 View Status for an Order.

(1 Describe how to authorize and
release a purchase.

- [0 Select and enter a method of
- \__ paym for an Order.




LESSON 7:

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.

Processing Order
Status

P =

@ n=1korder_by=2&goto_prods=truefnme_prod_desc=kinter_srch_val=lwith_data=kmatch_val=

¥ moenine Product Search : =
Search ' Working List
Search By: Enter one or two words to identify the product(s) of interest (e.g. modem, 9600): N——"
[Product Name | | ® Match Exact © Match Any

Narrow Search BY: Enter one or two words contained in the Supplier's name(terminate with * for wildcard search) to
| Supplier Name [ narrow the search results

Narrow by Product Description | |

[ Order Search Results [Descending5]  By: [Procuct Name 3]

© View Products © View Supplier Catalogs
i _
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(continued)

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 Y
access the Order Summary Page, where ps:ifmedweb. dscp. dla.mil/plsiprodipo PRETEr e S P——
you can get more specific information S

*
)

abOUt the order‘ @ httpz: A/medweb dzep dlamil/ple/prad/po_status p_generate

drmmonlins Status : = I .

defense medical matericl

i

Click the Order ID of
an order to access the
Order Summary

il

Page, where you can Action Order ID Order Originating User | Authorizing User Date Status Total
. . ECAT Test Scheduled
information about X SPO200ESDTEST0003 Supplier A VANMATERCB | VANMATERCG Order $2.481.46

the order. SPO200ESDTEST0001 9L Test VANMATERCE | VANMATERCG | 26-JUL-02 | Reduisiion | eg) 4
pplier B authorized

(p-117)



LESSON 7:
Processing Order

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. Y

nedweb.dscp.dla.mil’pls/prod/po_sununary.p generate?order num=925041 - Microsoft Intermet Explorer provided by DSCP

detanse medical material

ct the

‘{dmmoniine Order Summary e

'
AR
il

Status
(continued)

er List * Cart ~ Status ° Re

Summary

Supplier: ECAT Test Supplier B

Address: 10 Broadway
Philadelphia, PA 90000

Delivery Order
Number:

Creation Date: 07-26-2002

SPO200ESDTEST0001

Order Status: Requisition authorized
Order Submission
Date:

Method of Payment: Manual entry of MILSTR]
information

26-JUL-02

Summary Doc 0079070003
Number:

Originating User: VANMATERCE
Authorizating User: VANMATERCG

Ship To Address: DEFENSE SUPPLY CENTER
PHILADELPHIA

DIRECTORATE OF MEDICAL
MATERIEL

700 ROBBINS AVENUE
PHILADELPHIA, PA 191115096

Requisition Information:
Routing Identifier Code: S9M
MMedia Statms: 8
Distribution Code:

Fund Code: Xp

A http po_ osoft Internet Explorer provided by

&7 hitps:/ /medweh decp. dla.mil/pls Apod/po_summany. p_gener e order_num=95041 2] £] 2]
- Method of Payment: Manual entry of MILSTRIP
information
Summary DOc 54032070003
Number:
Originating User: VANMATERCB
Authorizating User: VANMATERCG
Ship To Address: DEFENSE SUPPLY CENTER Requisition Information:
PHILADELPHIA Routing Identifier Code: SOM
DIRECTORATE OF MEDICAL Media Status:
MATERIEL
700 ROBBINS AVENUE Distribution Code:
PHILADELPHIA, PA 191115096 Fund Code: Xp
Priority: 06
IAEETRLS (00 (3 Advice Code:
BHEEIRR (P Project Code:
DODAAC:
Signal Code: A
|Qty Ordered |Paxt# |Prurlu|:t Name ‘Ducument Number S Status Date |Unit Price |Ext Price LSN
[12 [1909-384 [GLOVES VINYL S M EX100 | 500200220700 |Auhoriser Aocepted [RTUL-02 [ 8475 $57.04
B [2389-499 [SLOVES CRANBERRY VINVL M BX100 | 5002002207000 [Authorizer Accepted [26-TUT-02 | §501[ $3543
Supplier Sub-Total: $92.47
Supplier Shipping Total: f.00
Supplier Total: | $92.47
Generated on: 30-JUL-02
a 5B
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(continued)

§ ; :

The History for Order page allows you
to follow the progression of your order from
start to finish.

ry = =

4
i

@ httpz://medweb. dscp.dia.mil/plz/prod/po_history. p_generate Yorder_num=95041 &lin_num=1
Fdmmonline H ‘t f O d
Cmmonine IStory 1or oraer

g}

ap
I

S

SPO200ESDTEST0001
AT Test Supplier B)Line Number:

1
| Date | Event Name | Description
07/26/2002 10:38:15 [In Cart Item Added To Cart
07/26/2002 13:16:57 |Submitted \Submitted for authorization
07/26/2002 13:35:06 |Submitted \Authorizer Accepted
07/26/2002 13:39:58 |Submitted \Authorizer Accepted
|07/26/2002 13:42:01 |Authorized |Auth0rized for purchase
|07!26!2002 13:43:35 |N0tifyAuth0rizer Processed |N0tifyAuth0ﬁ2er Processed
|07f27f2002 06:07:40 |N0tifySupp]ier Processed |N0tifySupp]ier Processed
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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.

3+
il

@ https: //medweb. dzcp. dla. mil/plz/prod/po_status. p_generate

LESSON 7:
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Status
(continued)

e M
§ommonine Status
. Order Originating User |Authorizing User Date
Action Order 1D Description D D Submitted Status Total
Requisition
u VANMATERCE | VANMATERCG awaiting
authorization
- |spo200EsDTESTo001 ECAT TSt |\ ANMATERCB | VANMATERCG | 26-TUL-0z | Tequisition $92.47
Supplier B authorized

Copy to Cart

(p-120)
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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.

o

@ eh.dzop.dia.mil/pls/prod/po_authorize. show_authorize ?an0rderl d=9547 28.anS elected=dummy

Authorize Order et 7

2t

Sdmmonline

detense medical matericl

]

Status
(continued)

Supplier: ECAT Test Supplier A

Address: 123 Main Street
New York, 88888

Delivery Order
Number:

Creation Date: 07-30-2002

SPO200ESDTEST0004

Order Status: Requisition awaiting
authorization

Order Submission
Date:

Method of Payment: NONE

Summary Doc
Number:

Originating User: VANMATERCB
Authorizating User: VANMATERCG

5020022110005

Ship To Address: DSCP DIR OF MEDICAL MATERTAL

PROCUREMENT AND PRODUCTION
DIV

700 ROBBINS AVENUE
PHILADELPHIA, PA 191115096

Mark for text:

Requisition Information:
Routing Identifier Code: SOM
Media Status: S
Distribution Code:
Fund Code: XP
Priority: 06

(p-121)



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.

A Authorize Order - Microsoft Internet Explorer provided by DSCP

@ eb dzcp dlamil/pls/prod/po_authorize. shaw_authorize ?an0 rderl d=9547 2kan5 elected=durmmy |— o

PHILADFTLPHIA, PA 191115096

Mark for text:

Mark for
DODAAC:

Distribution Code:
Fund Code:

LESSON 7:
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Status
(continued)

Priority: 06

Advice Code:
Project Code:

Signal Code:
|0rder Comment: | I‘
Save Order Comment
. Product Document Unit Ext.
Selected | Quantity Product Name Number Number Price Price Status LSN
/\
| | 10 |GLOVES VINYL PF SM 100/PK 19278509 | SC020022110001 | $137.53| $1,375.27 | |
| o |\l 10 |GLOVES, VINYLLP LG BX 100 5762D42 | SC020022110002 |  $4.38)  $43.76| |
r 10 GLOVES VINYL NS S BX100 2536-856 $C020022110003 $6.07|  $60.69
QUALA
©/ | 10 |GLOVES, VINYL, 5mil 5762R30 | SC020022110004 |  $7.18)  $71.81] |
Rejected Total: | $.00|
| Accepted Total: | §.00 |
| Total: | $.00]

sbmit XAdd Order Line Comment XReturn Order to Originator

(p-122)
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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.
A Authorize Order - Microsoft Internet Explorer provided by DSCP
o &R A& = 2

] hitps./fmedweb. dscp. dla.mil/pls/prod/po_authorize.shat_to_do

EET 1B
=

e || 2] ]

Status
(continued)

When an order is accepted, the order
line will be shaded green. If rejected,
the order line will be red.

PHILADELPHIA, PA 191115096 Distribution Code:
Fund Code: Xp
Mark for text: Priority: 06
Lt BT (7P AX R 3 Authorize Order - Mi ft Internet Zxpl ided by DSCP ==
X Authorize Order - Microsoft Internet \Zxplorer provided by DSC
LOIDAMACE Project Code: -
Signal Code: x B E £ E-Su=
@] bittps: /meduieb, dscp, dia, mild pls/ prod po_a\thorize, what_to_do x| @ | &] 3 £]
|0rder T |‘ PHILADELPH{A, PA 191115096 Distribution Code:
L5 Ore Commend) Eotmn) Gl e
Mark for text: Priority: 05
Selected |Quantity Product Name L0 T LB Ul."t EXt atus LSN Mark for Advice Code:
Number Number Price Price DODAAC:
* Project Code:
[ T [ 10 [GLOVES VINYLPFSM100/PK | 19276509 | SC020022110001  $137.53[$1,375.27 Accepted )
O 10 |GLOVES, VINYLLPLGBX 100 | 5762D42 $C020022110002 $438) $43.76 Signal Code:
0 10 [STOVES VINYL NS § BX100 2536856 | SC020022110003 | 8607  $60.69
Q ‘Order Comment: | \ | ‘
) 10 GLOVES, VINYL, Smil 5T62R30 SC020022110004 $7.18 $71.81 \ Poave Order Comment )
Rejected Totak §.00
| Accepted Total: ‘ $1,375.27 ‘ - Product Document Unit Ext.
| Toedk ‘ $1,375.27\ Selected | Quantity Product Name Number Number Price Price Status LSN
0 10 GLOVES VINYLPF SMI00PK 19278509  SC020022110001  $137.53 $1375.27 Rejected
(i} 10 GLOVES, VINYL LP LG BX 100 5762D42 5C020022110002 $4.38 $43.76
GLOVES VINYL NS S BX100
Legend: -- = r 10 QUALA 2536-856 S5C020022110003 $6.07 $60.69
a1 e ) 10 GLOVES, VINYL, 5mil 5762R30 SC020022110004 $7.18 $71.81
Rejected Total: | $1,375.27
Accepted Total: £.00
Total: | $1.375.27
Submit
Legend: Accepled HGESE -
2] i=ne
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7.2.2.1 Add Order Line Comment (continued)

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. Y

sthorize Cheder - Microso

2

&1 hitps: /medweb dscp dia.mil/pls/prod/po_autharize.what_to_do

Tommeps..,  Add Order Line Comment /ot o

nnnnnnnnnnnnnnnnnnnnnn
L8201 or

(<
Supplier: ECAT T el °“‘;f SPO200FSDTESTO00 o —
Address: 123 Main Street
el Creatlon Date: 07-30-2002
Order Status: Requisition awaiting Lavedcance]
it
Order Submission
Date:

Method of Payment: NONE

Summary Doe
T 020022110005

Originating User: VANMATERCH
Authorizating User: VANMATERCG

Ship To Address: DSCP DIR. OF MEDICAT MATERTAL Requisition Information:
PROCUREMENT AND PRODUCTION Routing Tdentifier Code: S9pM

DIV
700 ROBDINS AVENUE Medla Statts: 3
PHILADELPHIA, PA 191115096 Distribution Code:
Fund Code: xp
Mark for text: _ Priority: 06 Aﬂ
‘Order C: [ |
e Grder Comment3
Product Document Unit Ext.
‘swma}q«m‘ Product Name ‘ N [ Hanber [ bl Status )LSN
10 |GLOVES, VINYLLPLGBX 100 | 5762D42 | SCO20022110002 | $4.36 /$43.76
4
iy [N R S R 2536-856 | SC020022110003 | 86, $60.60
QUALA
10 |GLOVES, VINYL, Smil ST6IR30 | SC020022110004 18| 7081
Rujegfl Tawal: | £1,37527
Wed Total: $.00

// Total:| $1,375.27
Rery rn Cirder to Chriginator

(p-124)
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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

Status
(continued)

7] ni7anDder d=9547 25anSelected=1 hkavComment T ext=T est+ Comment+taSave x=3haSave y=2 | o

s dmmonline
= m terial

detenso

11

Authorize Order

Supplier: ECAT Test Supplier A

Address: 123 Main Street
New York, 88888

Delivery Order b ) 045 oy TEST0004
Number:

Creation Date: (7-30-2002
Order Status: Requisition awaiting
authorization
Order Submission
Date:
Method of Payment: NONE
Summary Doc g 50457110005
Number:
Originating User: VANMATERCB

Authorizating User: VANMATERCG

Ship To Address: DSCP DIR OF MEDICAL MATERIAL

PROCUREMENT AND PRODUCTION
DIV
700 ROBBINS AVENUE

Requisition Information:
Routing Identifier Code: SOM
Media Status: §

07/30/2002 (from Charles Van Mater): Test Comment

PHILADELPHIA, PA 191115096 Distribution Code:
Fund Code: XP
Mark for texi: Priority: 06
Mark for Advice Code:
RODE Project Code:
Signal Code:
‘Order C 1t ] ‘
fer Comment
. Product Document Unit Ext.
Selected Quam]ty‘ Product Name Number ‘ Number Price Price ‘ Status LSN

r 10 GLOVES, vINIL LP LG BX 100 5762D42 SC020022110002 $4.38 $43.76
) 10 GOV S B D 2536-856 $C020022110003 $6.07 $60.69
QUALA

) 10 GLOVES, VINYL, 5mil STEIR30 $C020022110004 $7.18 $71.81
Rejected Total: | $1,375.27

Accepted Total: 5.00

Total: | $1,375.27

CAdd Order Line Comment X Return Order to Originator

4]

(p-125)

ImIET=



LESSON 7:
Processing Order

Status
(continued)

b3

@ nt?anDrder d=954728an5 elected=1%avCommentT ext=Test+Comment+£a5 ave. #=3%a5ave. y=3

& Authorize Order 5 7.2.2.2 Return to O.rlgma.tor | |
- 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

ST TS Tl Delivery OTder o 0ESDTES 000 Return to Originator feature on the Authorize Order page.
aadies ;jezle‘ifa;?k?t;;;g Creation Date: 07-30-2002
Order Status: Requisition awaiting . .
authorization When you return an order, you might decide that you want to attach
Order Submission . . .
Date: a comment to the Order Builder explaining your reasons for returning
Method of Payment: . . .
o o the order to him/her. To do this, you can enter an Order Comment in
. 5C020022110005 . .
Originting Dser: ANMATERCH the Order Comment field and then click the Save Order
Authorizating User: VANMATERCG Comment button to save the comment.
Ship To Address: DSCP DIR. OF MEDICAL MATERIAL Requisition Information:
PROCUREMENT AND PRODUCTION Routing Identifier Code: S9N . .
o  Medta st 5 Click the Return to Originator button at the bottom of the screen
EHLADELE S B O o < to return the order to the Order Builder who submitted it.
Mark for text: Priority: 06
Mark for Advice Code;
LADALEY Project Code:
Signal Code:
|OrderC it \|
Selected Quantity‘ Product Name ‘ ;:‘:1‘:::; ‘ D;;“:::;'t ‘ ;Jrilzte f}ie Status [LEN

T 10 GLOVESVINYLPF SMI0OPK 19278509  SCO20022110001  $137.53 S1375.7 Rejected

07/30/2002 (from Charles Van Mater): Test Comment

[= 10 |GLOVES, VINYLLPLGBX100 | 5762D42 | 5C020022110002 $4.38)  $43.76
O 10 g%i}f\s s b AR S0 2536-856 | 5C020022110003 $6.07|  $60.69
= 10  |[GLOVES, VINYL, Smil 5762R30 | $C020022110004 $7.18)  $71.81
[ Rejected Total:| $1375.27
[ Accepted Total: | $.00]

[ Total: | §1,375.27 |
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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.

%

] hitps:/ /medweb. dscp. dia mil/pls/prod/pa_status p_generate
=

f%-

3} Order Comments - Microsoft Internet Explorer provided by DSCP

Delivery Order Id: SPO200ESDTEST0004|

> Recalled to Cart

g Status oh ik
o Order Originating Authorizing Date
AT el Description User ID User ID Submitted ELaly e
r  |SP0200ESDTEST0003 RCATTest |,y N\MATERCB VANMATERCGE Schs -
Supplier A Order
T
SHOTOOESDTEST0004 ECATTest - ) \\MATERCE VANMATERCG BEmnedy e
Supplier A to Cart
r  |SP0200ESDTEST0001 BCATTES! | ) NMATERCB VANMATERCG [26-TUL-02 | eduisition| g
Supplier B authorized
[Remove XCopy to Car

LESSON 7:
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Status
(continued)

QJuantity Product IName Product Number Unit Price Document Number| Price
10 |GLOVES VINYL PF SM 100/PE 19278508 $134.83| 5C020022110001 |$1,375.27
07-30-2002 (from Charles Van Mater): Test Comment
10 |GLOVES, VINYL LP LG BX 100 5762042 $4.29| 5C020022110002 34376
10 |GLOVES VINYLINS SBX100 QUALA|  2536-856 $5.95| 3C020022110003 $60.65
10 |GLOVES, VINYL, Smil 5762R30 $7.04| 5C020022110004 $71.81
LClose

(p-127)
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(continued)

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 Y
Authorize Purchase page.

After choosing your method of payment, you should enter - 1 o i oo b o 6o

in the Bill to Dodaac box the Dodaac to which the order will gdmmﬂ'ﬁe Authorize Purchase

be billed.

When yOU are ﬁniShed, C"Ck the Smeit button tO Complete Select Payment Method: [Manual entry of MILSTRIP information =]

the transaction.
Please select the Bill To Dodaac:

(p-128)
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(continued)

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.

Y

o
¥

@ https:/ /medweb.dscp.dia. mil 8837 /plstest/admin_options. p_show_admin_options

dmmonine - Admin Options

i :

Order Receipt
Repert Manager o . 3

. Customer Order

(p-129)
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(continued)

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.

|21 hitps://medweb. dscp dia it 8891 /pls/test/order_ieceipt showDiders

O Enter the Delivery Order Number (DO) and press Find. —_ } Order Receipt

sl

OR

S
Please enter a Delivery Order Number: I:l

To view order receipt information, select a delivery order number from the list.

O Click the appropriate Delivery Order number in the —
. . > 1i Order Numb:
Delivery Order Number view box. T ®
SIoTES T

(p-130)
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(continued)

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.

Comment Fields

3 Order Receipt Comments - Microsoft Internet Explorer provided by DSCP

Received checkbox e 5 D 4} Qe i)

™

2

asd

dmmonline Order Rec

Deliveyy Order Number: SP02000 IDTEST0049
05-15-2002 (from Janet Mgfs): Partially filled [
C iz | // 14 J
el ‘Quantity / Product Name ;ﬂ;:::: l}'JI::te DNOEI“::::t Price
< ) un  |TEST TESTL $1.00[SC0O2002106 TSTA|  $21.78
=15 (from Janef Mays): received
Comment: [ \ / \

-

Receive all button

(p-131)



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.

3 Order Receipt Comments - Microsoft Internet Explorer provided by DSCP

~

S (24 4 |Er S5 =

@] rder+completed anReceived=1#anLineMumber=1#av0 L Comment=4a5 ave ¥=15kaS ave y=10 = | o |

)1 or ecathelp

Order Receipt Comments

a.mil

3
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(continued)

Delivery Order Number: SP020001DTEST 0049

05-15-2002 (from Tanet Mays): Partially filled

—3 07-30-2002 (from Janet Mays): Order completed.
Saved comments Comment: |
: . Product Unit Document -
Received | Quantity Product Name Number Price Number Price
21 TEST TEST1 $1.00|SC02002106 TSTA $21.78

S (05-15-2002 (from TYanet Mays): received

C

¢.| ‘

Save button

Done button

(p-132)



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.

Questions

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

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

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

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

(p-133)



Questions

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

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

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

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

(p-134)



9.

Questions

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

10.0nce 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 DoODAAC

d. Whether they have access to the Admin Options page

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
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