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Overview and Scope of CLM - Miscellaneous Obligations Training

Overview:

Users responsible for managing Miscellaneous Obligation activities utilize the Oracle
Contract Lifecycle Management (CLM) module. A Miscellaneous Obligation is not a
procurement action and does not require a contract. However, they need other supporting
documents to authorize the obligations of funds (i.e. 1164, SF-182, Training Request, SF-
1034, etc.). This Training Guide focuses on the entire contract life-cycle

management functional processes for Miscellaneous Obligations. This end-to-end
lifecycle for Procure to Pay (P2P) transactions in APPLICATION includes requesting,
tracking, procuring, receiving, and paying for goods or services in support of CLIENT's
mission. This Training Guide focuses on the use of Miscellaneous Obligations as a
procurement mechanism.

The CLM module is a fully integrated procurement system designed to meet the needs of
federal agencies. CLM allows the user to record procurement transactions from the
creation of an Acquisition Plan Summary (APS) through contract closeout. The integrated
solution streamlines the procurement process.

During this course, CLIENT CLM users will learn how to complete activities for
Miscellaneous Obligations associated with the following functions and functional areas:

e Demand Workbench
e Workload Assignments and Milestones
e Miscellaneous Obligations

Demand Work Bench:

The Demand Workbench tab of the Buyer Work Center identifies Purchase
Requisition/Amendment Lines and Post Award Requests (PARs) that have yet to be
sourced or awarded. The Demand Workbench serves as the starting point for contracting
personnel to fulfill the requests submitted by a Requester. From within the Demand
Workbench, contracting personnel can review the Requisition Lines to ensure the
Requisition package is complete and elect to return the Requisition to the requester in the
case where additional information is needed.

Once the Requisition package is determined complete, contracting personnel can create
Workload Assignments, initiate Awards, and add funding from Requisition Lines to existing
draft Awards/Modifications.
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CLM Awards:
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CLM provides the ability to create and manage Miscellaneous Obligation Awards as part of
the procurement process. The Awards are contractual vehicles putin place between the
government and a Supplier for the purpose of procuring goods or services. There are
multiple ways within the application to initiate an Award. Each Award contains:

e Header level information that pertains to the Award as a whole
e Line levelinformation to include specific information about the items/services

being procured

e Shipping and accounting data

Oracle Roles and Responsibilities:

This Training Guide addresses functions performed by users with the following CLIENT
Organization Roles and Oracle Responsibilities:

System Role

Role Description

System Responsibilities

P& C CLIENT Contracting
Specialist (KS)

Users with this role will be able to create
solicitations, solicitation amendments,
awards, and modifications, including
creating FPDS-NG records, and perform
close outs. Users with this role will not be
approving awards and modifications.

CLIENT Contracting Specialist
(KS)

CLIENT Miscellaneous
Obligation Preparer

The Miscellaneous Obligation Preparer Role
allows users with this responsibility to
perform all activities of the miscellaneous
obligation preparer. They cannot approve as
they do not have a system warrant. Users
with this responsibility enter obligations
(including miscellaneous obligations,
reimbursable interagency agreements, and
leases doc styles), but does not

approve. They cannot view/create
solicitations in CLM and cannot view/record
select offers in CLM.

CLIENT Miscellaneous
Obligation Preparer

CLIENT Miscellaneous
Obligation Approver

The Miscellaneous Obligation Approver Role
allows users to obtain funds on behalf of the
government. This responsibility authorizes
user to view, create, approve, and print
obligation documents (including
miscellaneous obligations, reimbursable
interagency agreements, and leases) in the
financial system. Users with this
responsibility have a system warrant and
approve the obligation document. They

CLIENT Miscellaneous
Obligation Approver
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System Role

Role Description

System Responsibilities

cannot view/create solicitations in CLM and
cannot view/record have selected offers in
CLM.

CLIENT BI Inquiry

Allows all users to run / view Oracle
Business Intelligence (OBIEE) reports

CLIENT BI Inquiry

Note: The data values utilized in the functional processes (scenarios) included in this
Training Guide are for illustration purposes only. Utilize actual data values when
performing these functions in the Production environment.

Lesson 1: Establishing User Preferences

1.1 Establishing User Preferences

This overview lesson will demonstrate the steps to view and manage your user preferences
via the Settings icon after navigating to the Demand Workbench.

Objective: In this lesson, the Miscellaneous Obligations user will learn the steps required
to define their user preferences.

Scenario: You are a Miscellaneous Obligations user within the Organization and want to
define your user preferences to minimize future data entry for data elements (Office and
Contact defaults) that are consistently the same.

ORACLE ' E Business Suite - EBSTRN2 *x 5 8% | odnasucemsconsrant @ (O N

Home

Navigator

» BB UCG Miscellaneous

» BB UCG Miscellaneous

Enterprise Search  Contract Documents [¥] Go Search Results Display Preference  Standard [¥/]

Worklist

ersonaiize Full List

Type Subject Sent Due

@TIP Vacation Rules - Redirect or auto-respond to notifications.
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Step | Action

1. This lesson begins at the APPLICATION Home Page.

Refer to the APPLICATION Navigation Course (Understanding the Oracle Home

Page and Accessing the Oracle Financial Applications topic 2.1) for detailed
steps on how to navigate to this page.

ORACLE' E-Business Suite - EBSITRN2

* .0 | Loggeamasucemscosstramor @ (D PN

Enterprise Search  Contract Documents [v]

Go Search Results Display Preference  Standard [v]
Home

Navigator Worklist

Personalize Full List
He o @m

From Type Subject Sent Due

There are no nofifications in this view.

» B UCG Wiscellaneous Obligation Approver

¥ Em UGG Miscellaneous Obligation Preparer

@TIP Vacation Rules - Redirect or auto-respond to nofifications.

Step | Action

After logging into the application, the Oracle Home Page displays and the user
must select the applicable responsibility.

For this scenario, utilize the CLIENT Miscellaneous Obligation Preparer link.

» BB UCG Miscellaneous Obligation Approver

» Bm uCG Miscellaneous Obligation Preparer
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ORACLE E-Business Suite - EBSITRN2

Enterprise Search  Contract Documents [%]

Home

Navigator
Personalize

» BB UCG Miscellaneous Obligation Approver
4@ UCG Miscellaneous Obigation Preparer

Noffications Summary

Ttem Search

Supplier Summary

Requests

Umbrella Programs:

Personal Profiles

Altachments

» B Buyer Work Center

» B Awards

b B Management

» B Accounting

» B3 Reports

*x & ‘@ | LoggedIn As UCGMISCOBSTRAINO1

Go Search Results Display Preference  Standard [v]

Worklist

Full List
HeS#-m

From Type Subject Sent Due
“There are no nefifications in this view.

@TIP Vacation Rules - Redirect or auto-respond to nofifications.

o o

Step | Action

& Attachments

Click the Buyer Work Center link.

» B Buyer Work Center

» Bm Awards

\CL_E " E-Business Suite - EBSITRN2

Enterprise Search  Contract Documents [V]

Home

Navigator

Personalize

» B UCG Miscellaneous Obligation Approver
4w UCG Wiscellaneous Obiigation Preparer
Notifications Summary
Item Search
Supplier Summary
Requests
Umbrella Programs
Personal Profiles
Attachments
4 B Buyer Work Center
Demand Workbench
Workioad Assignments
Awards
Suppliers
Contract File
Protests
» BN Awards
» Bm Management
¥ B3 Accounting
b B Reports

* i .0 | Logged In As UCGMISCOBSTRAINGT

Go Search Results Display Preference  Standard ]

Worklist

Full List
Hebavym
From Type Subject Sent Due
There are ne nofifications in this view.

@TIP Vacation Rules - Redirect or auto-respond to nofifications.

o o
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Step | Action

4, Clickthe Demand Workbench link.
4im Buyer Work Center

|J Demand Workbench
|_—| Workload Assignments

ORACLE Purchasing

Demand Workbench | Assignments Awards IDVs Deliverables Negofiations Suppliers ~ Contract Administration

Requisitions/MIPR Others | Summary | Amendments | PostAward Requests | MIPR Own

Demand Workbench

* Indicates required field

Saved Searches

Copyright (c) 1998, 2017, Oracle and/or ils affiiates. All rights reserved,

Saved Search My Requisitions [V] |Go | Personaiize
Select Requests: | Add | | Return  Workload Assignment [¥] [Go] | [Cancel Split | Save Spiit 1 5] &
[] OU~  Requisition ~ Info 2~ Item/Job 1DV Line Qty Price Currency - g;‘d' 2. Assignment Source Options = Actions
02-Nov-
. y smoke PR9-UCG- =
0] uce = PRISUCGO011.0001 [ $MO a 100 USD 219 oo 3
02-Nov-
0] UCe = PRISUCG0010.0001 [ Mok Q 100 USD 2019 Pr1suce: [E<] B
est Sogn0o 0009 o]
02-Nov-
smoke PRA9-UCG- o
0] uce = PRISUCG-0003,0001 [0 MO a 100 USD 219 oo 3
02-Nov-
[] UCG = PR-I-UCG-0001.0001 []  fest a 1 1tousD 2019 PRISUCE: [E<] ]
000000 %00 ¢

*x # 4°

| LoggedIn As UCGMISCOBSTRAINOT (1)

Document Builder
Type New Award v
*0U  UCG Organization , o

S Number of Lines 0

Privacy Statement

Step | Action

5. The Demand Workbench page displays.
Use the Settings icon to navigate to Preferences.

Click the Settings (Gear) icon.

A x # 2
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= ORACLE Purchasing

Demand Workbench | Assignments Awards IDVs Deliverables Negofiations ~Suppliers  Coniract Administration
Requisitions/MIPR Others | Summary | Amendmenis | Post Award Requests | MIPR Own
Demand Workbench
* Indicates required field
Saved Searches
Saved Search My Requisitions [¥] [Go | Personalize
Select Requests: |Add | Return  Workload Assignment [¥] 6o |
[] OU~  Requisiion ~ Info 2 ItemiJob IDV Line Qty Price Currency -
[] uce = PRI-UCG-0011.0001 [ f:i““k“ Q 100 USD
. y smoke
0 uce = PRISUCG0010.0001 [1 oot a 100 USD
[ uce = PR-19-UCG-0009,0001 [] f;g‘“k“ Q 100 USD
[] UCG = PR-I8-UCG-0001.0001 [  fest a1 10usD

Copyright (c)

Cancel Split

Need-
By

02-Nov-
2019
00:00:00
02-Nov-
2019
00:00:00
02-Nov-
2019
00:00:00
02-Nov-
2019
00:00:00

a
(]

*x & 4°

Preferences

| Logged In As UcGMISCOBSTRAINDT (1)

Document Builder
Type New Award
*0U  UCG Organization , o

Search Number of Lines 0

Save Spiit| | ] 2

PR19-UCG-
0009
PR-19-UCG-
0009
PR19-UCG-
0009

PR19-UCG-
0009

£ Assignment Source Options ~  Actions

<] ]

=]

[m
]

[m
¥

&2

&2

[m
¥

Step | Action

FPreferences

= ORACLE Purchasing

Demand Workbench ~ Assignments Awards IDVs Deliverables Negofiations Suppliers ~ Contract Adminisiration

General General Preferences

Display Preferences Languages
Current Session Language  American English| V|

Application Default Application Language American English [V

Catalog Preferences Acces:

Purchasing CLM Defaults Accessibility Features  None ]
Visual
Application
Home Page Style FrameworkTree — [V]
Catalog Preferences .
Page Header Display Style  Icons Only [+

Purchasing Defaults Top-level Menu Display Style  Links Only

Purchasing CLM Defautis ACCess Keys

[] Disable Access Keys
@TIP Select s check box to disable access keys in all accessibility modes

Regional

Territory  United States
Date Format  dd-MMM-yyyy (14-Dec-2019)[~]
Timezone (GMT -05:00 Eastern Time [v]

Number Format ~ 10,000.00[]

Currency v
Client Character Encoding  Western European (Windows) [V]

Change Password

Known As

1d Password

*x #°

Logged In As UCGMISCOBSTRAINO1 (@) (0}

Cancel || Reset to Default | Apply
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Step | Action

7. The General Preferences page displays.

Refer to the APPLICATION Navigation Course (Understanding Roles and

Responsibilities topic 7.3) for detailed steps on how to update General
Preferences on this page.

8. For this scenario, use the Purchasing CLM Defaults feature to update user
preferences.

Click the Purchasing CLM Defaults link.

Catalog Preferences

Furchasing CLM Defaults

= ORACLE Purchasing

" * 5 .0 Logged In As UCGMISCOBSTRAINDT (@) (U]

Demand Workbench  Assignments  Awards IDVs Deliverables Negofiations  Suppliers  Contract Adminisiration

General Offices and Contact Defaults Cancal || Apply

Display Preferences Offices and Contact Defaults

Application He st m
Catalog Preferences (Office Type: Location Contact
COR Office <

Purchasing CLM Defauts | | oo e

Issuing Office
Application
Payment Office

Catalog Preferences Property Administration Office
Purchasing Defaults Requesting Office

SBA Office

Purchasing CLM Defaults
Administration Office

Contracting Officer

Contracting Officer

Copyright (c) 1998, 2017, Oracle andor its affiates. All ights reserved

Privacy Statement

Step | Action

9. The Offices and Contact Defaults page displays.

The Page consists of:

o Offices and Contract Defaults: Use this section to enter the commonly
used office locations and contact information when creating documents.

o Contracting Officer: Use this field to enter the commonly used Contracting
Officer when creating documents.
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Step

Action

10.

Click the COR Office: Location Search and Select icon.
COR Office

& nttps://proxydevD1.dc2.dhs.gov.d470/7_t=fredRC&enc= UTF-88_minWidth=7508&_minHeight=550&configNam -..  — [m x 3

Search and Select: Location Cancel || Select

Search
o find your item, select a fiter flem in the pulldowin list and enter a value in the text field, then select the "Go” button
Search By Location Code[~/] Go

Results

Quick Select Location Code Town/City Count
No search conducted.

~ T )

Cancel Apply

11:04 AM
e B

Step

Action

11.

The Search and Select: Location page displays in a new window.
Use the Search By field to search for the COR Office.

Click in the Search By field.

Search By Location Code| V| I | Go

12.

Enter the desired information into the Search By field.

Search By Location Code[v] | |

13.

Click the Go button to initiate the search.

USCG%
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@ hitps://proxydev01.dc2.dhs.gov4470/7_t=fredRCELenc=UTF-8&_minWidth=750&_minHeight=3508configNam -..  — (=) X

a~
A x I o O
Search and Select: Location Cancel || Select
Search

o find your item, select a fiter item in the pulldown ist and enter a value in the text ield, then select the "Go” button. Canca]) [Agoiy

Search By Location Code[] USCG% Go
Results

Quick Select Location Code TowniCity Country
B USCG Headquarters Washington us

0% -

Contracting Officer

Step

Action

14.

The search results display, and the user must select the applicable Location.

15.

Use the Quick Select icon for the CLIENT location to populate the Location
field.

O = USCG Headquarters

- (1]
\CLE€’ Purchasing *x & & Logged In As UCGMISCOBSTRAINOT (@)
Demand Workbench ~ Assignments Awards IDVs Deliverables  Negotiations  Suppliers ~ Contract Administration
eneral Offices and Contact Defaults Cancel || Aply
Display Preferences Offices and Contact Defaults
Application HeS#ym
Catalon Froferences Office Type Location Contact
ICO R Office USCG Headquarters Q Q
Purchasing CLM Defaults Invoice Office Q Q
Issuing Office: Q Q
Application
Payment Office Q Q
Catalog Preferences Property Adminisiration Office a a
Purchasing Defaults Requesting Office Q Q
SBA Office a a
Purchasing CLM Defaults
Administration Office Q Q
Contracting Officer
Contracting Officer Q
Copyright (c) 1998, 2017, Oracle and/or its affiliates. All rights reserved. Privacy Statement
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Step | Action

16. The Offices and Contact Defaults section redisplays with the selected value.

Users can also define a default Contracting Officer in the Contracting Officer
field.

17. Use the Apply button to save the changes, once all updates are complete.

Click the Apply button.
Cancel |Apply

= ORACLE Purchasing A Kk & 8% Lownsucomscorsran @ O

Demand Workbench  Assignments  Awards IDVs Deliverables Negofiations  Suppliers  Contract Adminisiration

= -
Genersl [, Confirmation
Office Preferences Values Appiied

Display Preferences

Offices and Contact Defaults Cancel || Apply
Application Offices and Contact Defaults
Catalog Preferences
He o @m
Purchasing CLMDefaults | 65 Type Location Contact
COR Office USCG Headauarters
Application Invoice Office
Catalog Preferences Issuing Office:

Purchasing Defauits Payment Office

Property Administration Office
Purchasing CLM Defaulls
Requesting Office

SBA Office

Administration Office

Contracting Officer

Contracting Officer Q

Copyright (c) 1998, 2017, Oracle andor its affiates. All ights reserved Privacy Statement

Step | Action

18. A Confirmation message displays indicating that the preferences have been
applied.

19. Click the Home icon to return to the Oracle Home Page.
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ORACLE’ E-Business Suite - EBSITRN2 % $F @ | LoggedinAs UCGMISCOBSTRAINOT
Enterprise Search Contract Documents [%] Go Search Results Display Preference  Standard [v]
Home
Navigator " Worklist
Personalize Full List
. HeS5dm
UCG Miscellaneous Obligation Approver From Type  Subject Sent Due
4 B3 uca Miscellaneous Obiigation Preparer There are no nolifications in his view.
[E Nofifications Summary
[C3 B 1
[@ ttem Search @ TIP Vacation Rules - Redirect or auto-respond to notifications.

[E suppiier summary

[& Requests

[E Umbrella Programs:

[& Personal Profiles

[@ Attachments

4 [Bm Buyer Work Center
[E Demand Workbench
5 workioad Assignments
[5 Awards
[ suppiiers
[E contract File
[ Protests

» B Awards

» B3 Management

b BE Accounting

» B Reports

o o

Step

Action

20.

The APPLICATION Home Page redisplays.

21.

End of Procedure.
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1.2 Creating Vacation Rules

Utilize vacation rules to delegate some or all notifications to another user for a specified

timeframe. Click on the Vacation Rules hyperlink to access the set-up wizard, which

walks the user through the process of establishing criteria to send a user’s notifications to
alternative users when they are out of the office.

In this lesson, the steps to create and manage a vacation rule are demonstrated.

Objective: In this lesson, the Miscellaneous Obligations user will learn the steps required
to establish vacation rules that will allow another user to act on their behalf for a

temporary period.

Scenario: You are a Miscellaneous Obligations user and are planning to take a vacation
that begins next Monday. Today is the Friday before your vacation and you will need to
establish a vacation rule prior to leaving the office.

ORACLE EBusiness Suite - EBSITRN2

Enterprise Search Contract Documents [v]

Home

Navigator
Personalize

¥ BB UCG Miscellaneous Obligation Approver

b Bm UCG Miscellaneous Obligation Preparer

* .0 | Logged In As UCGMISCOBSTRAIND1

Go Search Results Display Preference

Worklist

Full List
HeS#m
From Type Subject Sent Due

There are no nofifications in
this view.

@ TIP Vacation Rules - Redirect or auto-respond to nofifications

Standard [v]
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Step | Action

1. This lesson begins at the Oracle Home Page.

Refer to the APPLICATION Navigation Course (Understanding the Oracle Home
page and Accessing the Oracle Financial Applications topic 2.1) for detailed
steps on how to navigate to this page.

2. After logging into the application, the Oracle Home Page displays, use the
Vacation Rules link to access the Vacation Rules page.

Click the Vacation Rules link.

@ TIP Vacation Rules | Redirect or auto-respond to notifications.

5 (0}
= ORACLE EBusiness Suite - EBSITRN2 A * £ A | LoggedmasuccmscoBsTRant @ (0}

Home >
Vacation Rules

CreateRule | =] 2 "5 £ w [l
Rule Name Item Type Notification Update Delete Status
“You have not setup any notification routing rules. Please use the Create Rule bution to create a new nofification routing rule.

Return to Worklist

Copyright (c} 1998, 2017, Oracle andfor its affiliates. All rights reserved Privacy Statement

Step | Action

3. The Vacation Rules page displays.

Any previously created vacation rules will display. For this scenario, no rules
have been setup.
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Step | Action

4, Click the Create Rule button.

Create Rule| | 5] = (o £ « [l

—_— 5 (1]
= ORACLE E-Business Suite - EBSTRN A Kk £ W& | Loednasucemscosstramoi@ (D)

Item Type Notificafion Rule Response

Vacation Rule: Iltem Type

Select the type of nofification that will activate this rule.
Item Type —All— ]

IF " All" is selected, you will skip to Step 3

Return fo Vacation Rules Step 10f 3 Next

Copyright (c} 1998, 2017, Oracle andfor its affiliates. All rights reserved Privacy Statement

Step | Action

5. The Vacation Rule: Item Type page displays. This is step 1 of the set-up wizard.
Use this page to identify the type of Notifications to reassign.

The Item Type field defaults to "All". Based on the user's responsibilities, there
may be other options available for selection.

A selection of “All’ will reassign all Notifications. With this selection, the set-up
wizard will proceed to step 3 when the user clicks the Next button.

A selection of any other Item Type will reassign only that type of

Notification. With this selection, the set-up wizard will proceed to step 2 to
select the notification format that will activate the rule when the user clicks the
Next button.
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Step | Action

6. For this scenario, the default selection of "All" will be utilized.

Click the Next button.

Step 1 of 3

5 (1]
= ORACLE E-Business Suite - EBSTRN A Kk £ & | Logedmasucemscossramoi@ (D

O O LJ

Item Type Notification Rule Response
Vacation Rule: Response
* Indicates required field
Item Type All

Notification  All
* Start Date | 13-Dec-2019 11:14:34
{example: 14-Dec-2010 11:14:34)
* End Date
Message

Gomments will display with esch routed natification

@ Transfer  aj Employees and Users [v]

Cancel Back Step3of2 Apply

Copyright (c) 1998, 2017, Oracle andfor its affiliates. All rights reserved. Privacy Statement

Step | Action

7. The Vacation Rule: Response page displays. This is step 3 of the set-up wizard.
Use this page to:

o Define the start and end date for the vacation rule period
o Identify the user to whom the Notifications will be transferred to
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= ORACLE E-Business Suite - EBSITRN

O

Item Type MNotification
Vacation Rule: Response
* Indicates required field

Item Type

All
All

ification
|* Start Date

13-Dec-2019 11:14:34

* End Date
Message

Teampie T2 Tee 20T 111909

Gomments will display with each routed notification

@ Transfer  ajl Employees and Users [+]

Copyright (c) 1998, 2017, Oracle andfor its affiliates. All rights reserved

| Logged In As UCGMISCOBSTRAINO1 ) (U}

Rule Response

Cancel Back Step3of3 Apply

Privacy Statement

Step | Action

8. The Start Date field defaults to the current system date.

This date can be updated as needed.

9. Click the End Date Calendar icon.

* End Date
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& https://proxydev0l.de2.dhs.gov:4470/7_t=fred8re..

< December [v]| 2019 >
SUN MON TUE WED THU FRI SAT Rule Response
1 3 [
LE 14|
0 21
7 28

3

hitps://proxydevd].dc2.dhs.gov:A470/0A_ HTML/cabo/jspsfajsp. #,100%

Cancel Back Step3of3 Apply

11:16 AM

~ BB D) om0

Step | Action

10. The Calendar page displays in a new window and the user must select the end
date by clicking on the corresponding date link.
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= ORACLE E-Business Suite - EBSITRN Logged In As UCGMISCOBSTRAINOT () (U}

O ®
Item Type MNotification Rule Response
Vacation Rule: Response
* Indicates required field
Item Type All
Notification  All
* Start Date  13-Dec-2019 11:14:34
{example: 14-Dec-2019 11:14:34)
* End Date  19-Dec-2019 11:17:17
Message

Comments wil Gispiay with e=ch routed noliicabion

@ Transfer  ajl Employees and Users [+]

Cancel Back Step3of3 Apply

Copyright (c) 1998, 2017, Oracle andfor its affiliates. All rights reserved Privacy Statement

Step | Action

11. The Vacation Rule: Response page redisplays with the selected end date.

Optionally, use the Message field to enter comments pertaining to why the
Notifications are being reassigned. Any comments entered are forwarded along
and viewable with all of the reassigned Notifications.

12. Enter the appropriate information into the Message field.

Message
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= ORACLE E-Business Suite - EBSITRN Logged In As UCGMISCOBSTRAING1 @ (0]

O ®
Item Type MNotification Rule Response
Vacation Rule: Response
* Indicates required field
Item Type All
Notification  All

* StartDate  13-Dec-2019 11:14:34 [Ty
{example: 14-Dec-2010 11:14:34)
* End Date  19-Dec-2019 11:17:17 fig

Message During my vacation, please approve all my nofifications

Commente will display with esch routed noification

I- Transfer  Aj Employees and Users [~]

Cancel Back Step3of3 Apply

Copyright (c) 1998, 2017, Oracle andfor its affiliates. All rights reserved Privacy Statement

Step | Action

13. The Transfer field defaults to All Employees and Users.
This selection gives the selected user complete ownership of specified
notifications while the vacation rule is active.

14. Next, identify the individual to whom the notifications will be transferred to.

Click the Transfer Search and Select (magnifying glass) icon.
@ Transfer  a) Employees and Users 2
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= ORACLE EBusiness Suite - EBSITRN
@ https://proxydev0l.dc2.dhs.gov:4d70/7_t=FfredRCBenc=UTF-8&_minWidth=7508&_minHeight=3508&configNam -.. — O X

Search and Select: User or Role Cancel || Select

Esponse
Search
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By Name Go

Results

Quick Select User Name
No search conducted.

fel Back Step3of3 Apply

11:20 AM

~ BB D) om0

B

Step

Action

15.

The Search and Select: User or Role page displays in a new window.

Click in the Search By field.

Search By Name | | Go

16.

Enter the appropriate information into the Search By field.

Search By Name | | Go

17.

Click the Go button to initiate the search.

Search By Name USCG%
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= ORACLE E-Business Suite - EBSITRN

@ https://proxydev0l.dc2.dhs.gov:4d70/7_t=FfredRCBenc=UTF-8&_minWidth=7508&_minHeight=3508&configNam -.. — O X

Search and Select: User or Role

Search

Search By Name USCG%
Results
Quick Select Name
= USCGGLTRAINO1

B USCGGLTRAINO2

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go™ button.

Cancel Select
sponse

Go

User Name

USCGGLTRAINO1

USCGGLTRAINO2

fel Back Step3of3 Apply

11:21 AM

~ BB D) oraa0m

B

Step

Action

18.

The search results display.

Use the Quick Selecticon
transferred to.

Guick Select

=.

to select the user that the notifications will be

Name

USCGGLTRAING1
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= ORACLE E-Business Suite - EBSITRN

O

Item Type MNotification
Vacation Rule: Response
* Indicates required field

Item Type
Notification
* Start Date

* End Date
Message

@ Transfer  ajl Employees and Users

All

All

13-Dec-2019 11:14:34 e
{example: 14-Dec-2018 11:14:34)
19-Dec-2019 11:17:17 e

During my vacation, please approve all my nofifications_

Gomments will display with eech routed nolification

[v] USCGGLTRAINOT

Copyright (c) 1998, 2017, Oracle andfor its affiliates. All rights reserved

Logged In As UCGMISCOBSTRAIND1 )

Rule Response

Cancel Back Step3of3 Apply

Privacy Statement

Step | Action

19. The Vacation Rule: Response page redisplays with the user.

20. Click the Apply button to and apply the vacation rule.

Cancel

Back Step3of3
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d (1]
= ORACLE' E-Business Suite - EBSITRN A K £ A ‘Logednasucemscosstramot @ (D)

Home =
Vacation Rules

CreateRule | ] & 75 £ w [

Rule Name Item Type Notification Update Delete
Transfer: USCGGLTRAINO1 <Al <All> 7 @

Retumn to Workdist

Copyright (c)} 1998, 2017, Oracle andor its affiliates. All rights reserved. Privacy Statement

Step | Action

21. The Vacation Rules page redisplays with the newly created vacation rule. This
vacation rule was set up to begin immediately (current system date as the start
date). Therefore, the status is "Active".

22, Clickthe Home icon to return to the Oracle Home Page.
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ORACLE E-Business Suite - EBSITRN2 * ‘0

|  Logged In As UCGMISCOBSTRAINO1

Enterprise Search Contract Documents  [V]

Go Search Results Display Preference Standard ﬂ
Home
Navigator Worklist
Personalize Full List
- - Hes5é.m
UCG Miscellaneous Obligation Approver e Type Subject Sent Due
» B9 UCG Miscellaneous Obligation Preparer There are no nofifications in
this view.

@ TIP Vacalion Rules - Redirect or auto-respond to nolifications

Step | Action

23. The Oracle Home Page redisplays.

24. End of Procedure.
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1.3 Deleting Vacation Rules

Utilize vacation rules to delegate some or all notifications to another user for a specified
timeframe. Vacation rules can be deleted when they are no longer needed.

In this lesson, the steps to delete a vacation rule are demonstrated.

Objective: In this lesson, the Miscellaneous Obligations user will learn the steps required
to delete vacation rules to remove the ability for another user to act on their behalf after the
vacation rule was created.

Scenario: You are a Miscellaneous Obligations user and you need to delete a vacation rule
that is no longer needed.

ORACLE E-Business Suite - EBSITRN2 * ‘0 | Logged In As UCGMISCOBSTRAINGT (@)
Enterprise Search  Contract Documents [V Go Search Results Display Preference Standard [v]
Home
Navigator Worklist
Personalize Full List
HeH &
¥ BB UCG Miscellaneous Obligation Approver e Type Subject Sent Due
» B8 UCG Miscellaneous Obiigation Preparer There are no nofifications in
this view.
@ TIP Vacation Rules - Redirect or auto-respond to nofifications
W
< >
.
Step | Action
1. This lesson begins at the Oracle Home Page.

Refer to the APPLICATION Navigation Course (Understanding the Oracle Home
page and Accessing the Oracle Financial Applications Topic 2.1) for detailed
steps on how to navigate to this page.
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Step | Action

2. After logging into the application, the Oracle Home Page displays, use the
Vacation Rules link to access the Vacation Rules page.

Click the Vacation Rules link.
#TIP Redirect or auto-respond to notifications.

= ORACLE E-Business Suite - EBSITRN A x #n 2°

Logged In As UCGMISCOBSTRAINO1 o

Home =
Vacation Rules

CreateRule | =] & 75 £ » [

Rule Name Item Type Notification Update Delete Status
Transfer: USCGGLTRAINO1 <Al <All> 7 ] Active

Retumn to Workdist

Copyright (c) 1998, 2017, Oracle andfor its affiliates. All rights reserved. Privacy Statement
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Step | Action

3. The Vacation Rules page displays with the vacation rule which currently has a
status of "Active".

The following actions can be performed on existing vacation rules in either an
"Active" or "Inactive" status:

o Update: Click the corresponding Update (pencil) icon. This will open the
Vacation Rule: Response page and the user can update the vacation
rule as needed

o Delete: Click the corresponding Delete (trashcan) icon. This will delete
the vacation rule. If the vacation rule is currently "Inactive", it will never
begin. If currently "Active", the effective period for Notification
reassignment will be terminated immediately.

4. Click the Delete icon.
Delete

]

= ORACLE EBusiness Suite - EBSITRN A X ‘0 | Logged In As ucGmIscoBsTRAINO1 (1)

/i, Warning

Delete Vacation Rule: Transfer: USCGGLTRAINO1

Copyright (c) 1998, 2017, Oracle and/or its affiliates. All righis reserved Privacy Statement
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Step | Action

5. A Warning message displays indicating the vacation rule has been selected for
deletion.

Click the Yes button.

No

= ORACLE E Business Suite - EBSITRN A K*x # #° tocnsucomscossramor @ ()

Home =

Vacation Rules
CreateRule | I = "o £ v [0l

Rule Name Item Type Notification Update Delete Status
‘ou have not setup any notification routing rules. Please use the Create Rule bution to create a new nofification routing rule.

Retumn to Workdist

Copyright (c)} 1998, 2017, Oracle andor its affiliates. All rights reserved. Privacy Statement

Step | Action

6. The Vacation Rules page redisplays, and the vacation rule is removed.

7. Click the Home icon to return to the Oracle Home Page.
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ORACLE E-Business Suite - EBSITRN2 * ‘0

|  Logged In As UCGMISCOBSTRAINO1

Enterprise Search Contract Documents  [V]

Go Search Results Display Preference Standard ﬂ
Home
Navigator Worklist
Personalize Full List
- - Hes5é.m
UCG Miscellaneous Obligation Approver e Type Subject Sent Due
» B9 UCG Miscellaneous Obligation Preparer There are no nofifications in
this view.

@ TIP Vacalion Rules - Redirect or auto-respond to nolifications

Step | Action

8. The Oracle Home Page redisplays.

9. End of Procedure.
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Lesson 2: Demand Workbench

2.1 Demand Workbench Overview

The Demand Workbench page (tab) of the Buyer Work Center is used to identify and
manage approved Purchase Requisition Lines, Amendment Lines, and PARs. The Demand
Workbench is the centralized point from which key acquisition functions, such as initiating
workload assignments, searching for Requisition Lines, and generating Miscellaneous
Obligations are performed.

Users with either the CLIENT Miscellaneous Obligations Preparer or CLIENT Miscellaneous
Obligations Approver responsibility have access to the Demand Workbench.

2.2 Using Saved Searches on the Demand Workbench Page

This lesson demonstrates the steps for using the Saved Searches functionality on the
Demand Workbench page to locate Requisition Lines based on predefined search criteria.

Users with either the CLIENT Miscellaneous Obligations Preparer or CLIENT Miscellaneous
Obligations Approver responsibility can perform this process.

Objective: In this lesson, the Miscellaneous Obligations user will learn the steps required
to locate Requisition Lines on the Demand Workbench page using the Saved Searches
functionality.

Scenario: You are the Miscellaneous Obligations user responsible for assigning
Requisition Lines to Buyers to initiate procurement activities. Using the CLIENT
Miscellaneous Obligation Preparer responsibility, you will identify the unassigned
Requisition Lines using a saved search.
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ORACLE’ EBusiness Suite - EBSITRN2 * & ‘0

| Logged In As UCGCLMTRAINO1

Enterprise Search Contract Documents  [V] Go Search Results Display Preference  Standard [V]

Home

Navigator Worklist

Personalize Full List
HeH &I

From Type Subject Sent Due
There are no notifications in this view.

b Bm UCG Miscellaneous Obligation Approver
» BB UCG Miscellaneous Obligation Preparer

@ TIP Vacation Rules - Redirect or auto-respond to notifications.

Step | Action

1. After logging into the application, the Oracle Home page displays all the
responsibilities assigned to the user within the Navigator section.

Click the CLIENT Miscellaneous Obligation Preparer responsibility to
complete this process.

Navigator

Personalize

b B3 UCG Miscellaneous Obligation Approver

| b BB UCG Miscellaneous Obligation Preparer
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ORACLE E-Business Suite - EBSITRN2

Enterprise Search Contract Documents  [V]

Home

Navigator

Personalize

b Bm UCG Miscellaneous Obligation Approver
4 B9 UCG Miscellaneous Obligation Preparer

Notifications Summary

[& rtem Search

Supplier Summary

=) Requesis

Umbrella Programs

[& Personal Profiles

[ Attachments

» Em Buyer Work Center

» Em Awards

¥ Em Management

» Em Accounting

» Em Reports

* 'E} ‘0 | Logged In As UCGCLMTRAIND1

Go Search Results Display Preference Standard ﬂ

Worklist

Full List
HeH &
From Type Subject Sent Due
There are no notifications in this view.

@ TIP Vacation Rules - Redirect or auto-respond to notifications.

Action

[@ attachments

The functions display.

» Bm Buyer Work Center

» Bl Awards

Click the Buyer Work Center link.
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ORACLE E-Business Suite - EBSITRN2

Enterprise Search Contract Documents  [V]

Home

Navigator

Personalize

b Bm UCG Miscellaneous Obligation Approver
4 B9 UCG Miscellaneous Obligation Preparer
Notifications Summary
[& rtem Search
Supplier Summary
=) Requesis
Umbrella Programs
[& Personal Profiles
[ Attachments
4 Em Buyer Work Center
Demand Workbench
Workload Assignments
Awards
Suppliers
Contract File
Protests
» Em Awards
¥ B3 Management
» Em Accounting
¥ B3 Reports

Worklist

HeH &

From

* & 4%

Go Search Results Display Preference Standard ﬂ

Full List

Type Subject Sent Due

There are no notifications in this view.

@ TIP Vacation Rules - Redirect or auto-respond to notifications.

Logged In As UCGCLMTRAINO1

Step

Action

The Buyer Work Center functions display.

Click the Demand Workbench link.

4 W Buyer Work Center

D Demand Workbench

[= workload Assignments
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— 5 (0]
= ORACLE Purchasing A *x T 8 | Logged In As UCGCLMTRAINO1
Demand Workbench = Assignments Awards  Suppliers
Requisitions/MIPR Others Summary = Amendments | Post Award Requests = MIPR Own
Demand Workbench Document Builder
T New Award
* Indicates required field *ype L oeel ﬂ
QU UCG Organization., @
Saved Searches Search Number of Lines 0
Saved Search My Requisitions V] Go Personalize
Select Requests: Add Return = Workload Assignment ﬂ Go | Export |{_‘,‘.'_,“
] ou .~ Requisition -~ Info -~ Item/Job 1DV Line Qty Unit Pric
217- Boat
craw
[] ucG = 11410C0C210000008, 0001 [] survival Q 3 Each 1124
vest -
Large
458-
Whitwater
[] ucG = 11410CC210000008, 0002 [] Boat crew Qa 3 Each 776
helmet -
Large
610 -
Raintec
O] uce = 11410CC210000008,0003 [ ~ JEarwi Q3 Each 1698
marking -
Large
Installation
of Hull
Stern
Door for
[] ucG = 11410CC210000005, 0003 [] (CVT{:;"SS)L qQ 950
See
Reference
A-A-A425
checklist
[J uce = 11503CC210000019, 0001 [] test test @ 15 Each v

Step | Action

4., The Demand Workbench page displays with the Requisitions/MIPR Others tab
displayed by default.

Use the Saved Searches section of the Demand Workbench page to view
Requisition Lines based on a saved search.

Note: The Saved Search field defaults to the "My Requisitions" saved search
unless the user has personalized the default view. Refer to "Personalizing Saved
Searches on the Demand Workbench Page" for more information on
personalizing saved searches.

5. Click the Saved Search dropdown button.
Saved Search My Requisitions
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CLE’ Purchasing

Demand Workbench = Assignments  Awards

Requisitions/MIPR Others

Suppliers

Summary = Amendments

Demand Workbench

* Indicates required field

Saved Searc|

Saved Search

Select Requests

[1 ou -~

Issuing Office CG-9124 (70Z023)
Issuing Office 707045

Issuing Office of CG-9124 (T0Z023)
My Late Requisitions

My Requisitions

My Requisitions for Goods

My Requisitions for Services

My Requisitions Requiring a Solicitation
My Requisitions with a New Supplier b
My Requisitions with a Suggesied Supplier
My Urgent Requisitions

Unassigned Requisitions

[]uce =

[] uce =

[] uce =

O uvce =

] uce =

T T ST

458-
Whitwater
Boat crew
helmet -
Large

610 -
Raintec
gear with
CG
marking -
Large

11410CC210000008, 0002 [

11410CC210000008, 0003 ]

Installation

of Hull
Stern
Door for
(WMSL-
o Class)
See
Reference
A-A-A425
checklist

11410CC210000005, 0003

11503CC210000019, 0001 [ test test

Post Award Requests

*x & 2°

MIPR Own

Search

Personalize

Go

Qty Unit Pric

Q 3 Each 112.4

Q 3 Each 77.6

Q 3 Each 169.8

Q 15 Each

Logged In As UCGCLMTRAINO1

Document Builder
Type New Award
*0U  UCG Organization ., &
Number of Lines 0

Cancel Split Save Split

(U)
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6. The available saved searches display. Use these saved searches to search for
Requisition Lines that meet the following criteria:
o My Late Requisitions: Requisition Lines where the need by date is
prior to current system date
o My Requisitions: Requisition Lines assigned to the user (Buyer)
o My Requisitions for Goods: Requisition Lines for goods assigned to
the user
o My Requisitions for Services: Requisition Lines for services assigned
to the user
o My Requisitions Requiring Solicitation: Requisition Lines that
require a Solicitation
o My Requisitions with a New Supplier: Requisition Lines that suggest
a Supplier that has not yet been defined in the system
o My Requisitions with a Suggested Supplier: Requisition Lines that
are sourced to a suggested Supplier
o My Urgent Requests: Requisition Lines that the Requester marked as
urgent
o Unassigned Requisitions: Requisition Lines that have not been
assigned to a Buyer
Note: Any personalized saved searches that have been created by the user will
also display.
7. To view Requisition Lines eligible for assignment, click the Unassigned

Requisitions list item.

My Requisitions with a Suggested Supplier
Iy Urgent Requisitions

Unassigned Requisitions |
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= ORACLE Purchasing

Demand Workbench = Assignments  Awards

Requisitions/MIPR Others Summary

Demand Workbench

* Indicates required field

Saved Searches

Saved Search Unassigned Requisifions

Select Requests:

[1 ou -~

] uce

Suppliers

Amendments = Post Award Requests

MIPR Own

[¥] | Go | Personalize

Add Return = Workload Assignment

Requisition -~

11410CC210000008, 0001

11410CC210000008, 0002

11410CC210000008, 0003

11410CC210000005, 0003

11503CC210000019, 0001

Info -~ Item/Job IDV Line

]

217- Boat

458-
Whitwater
Boat crew
helmet -
Large

610 -
Raintec
gear with
CG
marking -
Large
Installation
of Hull
Stern
Door for
(WMSL-
Class)
See
Reference
A-A-A425
checklist

test test

* fo _‘0 | Loggedin AsucGeLmrramot (1)

Search

[v] Ge
Qty Unit Pric

3 Each 112.4

3 Each 77.6

3 Each 169.8

950

15 Each

Document Builder
Type New Award [v]
*0U  UCG Organization ., &
Number of Lines 0

Cancel Split Save Spit  Export | ﬁ -

Action

Click the Go button to initiate the search.

Saved Search Unassigned Requisiiions

Personalize
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= ORACLE Purchasing * fo _._0 | Loggedin AsucGeLmrramot (1)

Demand Workbench = Assignments Awards  Suppliers

Requisitions/MIPR Others Summary = Amendments | Post Award Requests = MIPR Own

Demand Workbench Document Builder
T New Award v
* Indicates required field *ype L oeel J
QU UCG Organization ,
Saved Searches Search Number of Lines 0
Saved Search Unassigned Requisifions ﬂ Go Personalize
Select Requests:  Add Return = Workload Assignment ﬂ Go | Cancel Split Save Split Export | E = R¢
[0 ou .= Requisition =~ Info <. ltem/Job 1DV Line Qty Unit
~
[] uce = 11503PR210000001, 0001 [] Test 12 Q50 Each
[J ucG = 11503PR210000001, 0002 [] Test 12 Q 50 Each
[] uce = 11503CC210000041, 0001 [J test test Q16 Each
Boat Crew
Survival Vest
(Orange)
Contains five
(5) pockets
sized to fit
the
equipment
requirements
[1 ucG = 11503CCZ10000039, 0001 [J specified in 9 30 Each
the USCG
Step | Action

The search results are displayed within the Requisitions table. Repeat these
steps as needed to view Requisition Lines based on a different saved search.

End of Procedure.
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2.3 Personalizing Saved Searches on the Demand Workbench Page

This lesson demonstrates the steps for creating a personalized saved search for use on the
Demand Workbench page.

Users with either the CLIENT Miscellaneous Obligations
Preparer or CLIENT Miscellaneous Obligations Approver responsibility can perform this
process.

Objective: In this lesson, the Miscellaneous Obligations user will learn the steps required
to create a personalized saved search.

Scenario: You have determined that the existing saved searches do notyield your desired
search results. Using the CLIENT Miscellaneous Obligation Preparer responsibility, you will
create a personalized saved search to display Requisition Lines that yield search results
based on your personal preference/need. Specifically, you will create a personalized
saved search that will display all unassigned Requisition Lines for goods.

—_— 5 (0}
= ORACLE Purchasing A X £ & | Logednasucecimtramor (D)
Demand Workbench = Assignments Awards  Suppliers
Others S Al Post Award Requests | MIPR Own
Demand Workbench Document Builder
T New Award
* Indicates required field *ype e Awar ﬂ
OU UCG Organization., ©
Saved Searches Search Number of Lines 0
Saved Search My Requisitions [v] Go Personalize
Select Requests: Add Return  Workload Assignment ﬂ Go | Export |F¥.‘,'_,“
[ ouU .~ Requisition -~ Info -~ Item/Job 1DV Line Qty Unit Pric
217- Boat
crew
[] uce = 11410CC210000008, 0001 [] survival Q 3 Each 1124
vest -
Large
458-
Whitwater
[] ucG = 11410CC210000008, 0002 [] Boat crew Q 3 Each 776
helmet -
Large
610 -
Raintec
[0 ucG = 11410CC210000008, 0003 [] %Eg'"”‘" @ 3 Each 1698
marking -
Large
Installation
of Hull
Stern
Door for
[] uce = 11410CC210000005, 0003 [] E\%‘;"SS)L a 950
See
Reference
A-A-A425
checkist
[] ucG = 11503CC210000019, 0001 ] test test Q 15 Each v
Step | Action
1. This lesson begins at the Demand Workbench page.

Refer to the "Using Saved Searches on the Demand Workbench Page" for the
detailed steps on how to navigate to this page.
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Step

Action

2.

Click the Personalize button to modify an existing saved search or create a new

personalized saved search.

Saved Search My Reqguisitions ﬂ

Go Personalize

= ORACLE Purchasing

Demand Workbench = Assignments Awards  Suppliers

Requisitions/MIPR Others

Summary = Amendments | Post Award Requests = MIPR Own

Personalize Saved Searches

Select Saved Search:

Duplicate | Create Saved Search

Select Saved Search Name

Issuing Office of CG-9124

! [702023)

Issuing Office CG-9124
)

' (7oz023

7y Issuing Office 707045

7) My Late Requisitions

7) My Requisitions for Goods

) My Requisitions for Services

. My Requisitions with a New

Supplier

~ My Requisitions with a
Suggested Supplier

7 Unassigned Requisitions

7) My Urgent Requisitions

Select Saved Search:

Copyright (c)} 1998, 2017, Oracle and/or its affiliates. All rights reserved.

Duplicate

Description
Issuing Office of CG-9124 (702023) requisitions
Displays the requisitions that are not assigned to any buyer.

Displays Issuing Office 707045 requisitions that are not assigned to any buyer.
Displays the requisitions for the current buyer with default calegory, that are past the
need by date.

Displays the requisitions for the current buyer with default category, default ship-to
location and 'Goods' as purchase basis

Displays the requisitions for the current buyer with default calegory, default ship-io
location and "Services' or Temp Labor' as purchase basis

Displays the requisitions for the current buyer with default category, that have a new
supplier.

Displays the requisitions for the current buyer with default category, that have a
suggested supplier.

Displays the requisitions that are not assigned to any buyer.

Displays the requisitions for the current buyer with default category, that are marked as
Urgent

Create Saved Search

Logged In As UCGCLMTRAING () (0]

Display Saved

Search
Yes[V]
Yes|v|
Yes|v|

Yes

Yes

Yes

Cancel Apply

Pravious 1-10 6712 [¥] Next2 b

Default Update Delete
P
s B

oo Setby
User -/ m

Previous 1-10 of 12 [%] Next2 b

Privacy Statement

Step

Action

The Personalize Saved Searches page displays.

Personalized saved searches are created by either:

o Copying an existing saved search and then modifying it as needed

(Duplicate button)

o Creating a new saved search from scratch (Create Saved Search

button)

This lesson outlines the steps for copying an existing saved search and modifying

it to create a new personalized saved search.
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Step

Action

4.

First, select the saved search that will be copied by clicking the corresponding

Select radio button.

Unassigned Requisitions

Demand Workbench = Assignments Awards

Requisitions/MIPR Others

ORACLE’ Purchasing

Summary

Suppliers

Amendments Post Award Requests MIPR Own

Personalize Saved Searches

Select Saved Search:

Duplicate

Select Saved Search Name

Select Saved Search:

Issuing Office of CG-9124
(702023)

Issuing Office CG-9124
(702023)

Issuing Office 70Z045

My Late Requisitions

My Requisitions for Goods
My Requisitions for Services
My Requisitions with a New
Supplier

My Requisitions with a
Suggested Supplier
Unassigned Requisiions
My Urgent Requisitions

Duplicate

| Create Saved Search
Description
Issuing Office of CG-9124 (702023) requisitions
Displays the requisitions that are not assigned to any buyer.

Displays Issuing Office 70Z045 requisitions that are not assigned to any buyer.
Displays the requisitions for the current buyer with default category, that are past the
need by date

Displays the requisitions for the current buyer with default category, default ship-to
location and ‘Goods' as purchase basis

Displays the requisitions for the current buyer with default category, default ship-to
location and 'Services' or Temp Labor' as purchase basis

Displays the requisitions for the current buyer with default category, that have a new
supplier.

Displays the requisitions for the current buyer with default category, that have a
suggested supplier.

Displays the requisitions that are not assigned to any buyer.

Displays the requisitions for the current buyer with default category, that are marked as
Urgent.

Create Saved Search

Copyright (c) 1998, 2017, Oracle and/or its affiliates. All righis reserved

Logged In As UCGCLMTRAINO1

Display Saved

Search
es[v|
Yes|wv|
Yes|wv|

e o

Cancel Apply
Previous [1-100f12 [V] Next2 b

Default

Update Delete
s W
Pl |

% Set by
o
User s @

Previous 1-10 0f 12 [v] Next2

Privacy Statement

Action

Click the Duplicate button to create a copy of the saved search and modify its

attributes.

Personalize Saved Searches

Select Saved Search: | Create Saved Search
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= ORACLE Purchasing

ﬁ ) ¢ {E} _‘0 |  Logged In As UCGCLMTRAIND1 o (l)

Demand Workbench = Assignments Awards  Suppliers

Requisitions/MIPR Others Summary

Duplicate Saved Search
* Indicates required field

Amendments = Post Award Requests = MIPR Own

Cancel Revert Apply and View Results Apply

* Name Duplicate of [Unassigned Requisitions]

Row Count 10
Enter a value between 1 and 100

[[] Set as Default

Description  Displays the requisilions that are not assigned to any buyer.

Search Criteria

Specify parameters and values to filter the data that is displayed in your table.

Match @ Al O Any
Unassigned i [v] ves[v]
Add Another  Assignment Number [v] | Add
Attribute Properties
Rename Columns or Totaling

Columns Shown and Column Order

Available Columns Columns Displayed

Approval Date ou

Assembly Qty ~ ResultsTable.ClinSlinlconRN

Attachments Requisition

Award Line Info

Award Line Num ltem/Job

Bid IDV Line

Bid Line > ay

Buyer Unit

Buyer {Mirror) »  Price

Catalog Currency

Catenony Neoad-By

Step | Action

The Duplicate Saved Search page displays with the cursor in the Name field.

The Name field defaults as "Duplicate of ....".

Enter a unique name for the saved search in the Name field.

* Mame | Duplicate of [Unassigned Requisitions]
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= ORACLE Purchasing ﬁ

Demand Workbench = Assignments Awards  Suppliers

Requisitions/MIPR Others Summary = Amendments | Post Award Requests = MIPR Own
Duplicate Saved Search Cancel | Revert Apply and View Results  Apply

* Indicates required field

* Name Unassigned Requisitions by Category (Goods)
Row Count 10
Enter & value between 1 and 100
|| Set as Default
Description  Displays the requisilions that are not assigned to any buyer.

Search Criteria

Specify parameters and values to filter the data that is displayed in your table.

* o _‘0 |  Loggedin As uCGCLMTRAINDT (@) (U}

Match @ Al O Any
Unassigned i [v] ves[v]
Add Another  Assignment Number [v] | Add
Attribute Properties
Rename Columns or Totaling

Columns Shown and Column Order

Available Columns Columns Displayed

Approval Date ou

Assembly Qty ~ ResultsTable.ClinSlinlconRN

Attachments Requisition

Award Line Info

Award Line Num ltem/Job

Bid IDV Line

Bid Line > ay

Buyer Unit

Buyer {Mirror) »  Price

Catalog Currency

Catenony Neoad-By

Step | Action

Users can optionally set this saved search as their default by selecting the Set as

Default checkbox option.

The Description field defaults with the description of the saved search
duplicated. Users can optionally update the description for the personalized

saved search.

Click in the Description field.

Description | Displays the requisitions that are not assigned to any buyer.

Enter the applicable information into the Description field.

Description | Displays the requisitions that are not assigned to any buyer.
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= ORACLE Purchasing > o _‘0 |  Loggedin As uCGCLMTRAINDT (@) (U}

Demand Workbench = Assignments Awards  Suppliers

Requisitions/MIPR Others Summary = Amendments | Post Award Requests = MIPR Own

Duplicate Saved Search Cancel | Revert Apply and View Results  Apply
* Indicates required field

* Name Unassigned Requisitions by Category (Goods)
Row Count 10
Enter a value between 1 and 100
[[] Set as Default
Description  Displays Unassigned Requisitions for Goods

Search Criteria

Specify parameters and values to filter the data that is displayed in your table.

Match @ Al O Any
Unassigned i [ ves[v]
Category is [+] Q
Add Another  Category [v] | Add

Attribute Properties

Rename Columns or Totaling

Columns Shown and Column Order

Available Columns Columns Displayed

Approval Date ou

Assembly Qty ~ ResultsTable ClinSlinlconRN

Attachments Requisition

Award Line Info

Award Line Num tem/Job

Bid IDV Line

Bid Line ?

Buyer Unit v
Buyer (Miror) »  Price

Step | Action

10. Use the Search Criteria section to add any additional filters to the saved search.

This lesson demonstrates the steps for adding a new filter to the saved search in
order to limit the search to those unassigned Requisition Lines for goods.

11. Click the Category Search and Select icon (magnifying glass).
Category is |
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& https://proxydevdcl.dc2.dhs.gov:447177_t=fredRCaenc=UTF-8&_minWidth=7508_minHeight=3508configha - ..

Search and Select: Category

Search
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go” button
Search By Category Go

Results

Select Quick Select

No search conducted.

Category Description

j ’ X

Cance] Select

fpply and View Results  Apply

100% ~

Columns Shown and Column Order

Available Columns Columns Displayed

Its

Bid Line ?
Buyer

<

Rename Columns or Totaling

Step | Action

12.

Click in the Search By field.

The Search and Select: Category page displays in a new window.

Search By Category |

| Go

13.

Search By Category |

Enter the applicable information into the Search By field.

Go

14. Click the Go button to initiate the search.

Search By Category Goods

x [Go]
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@ https://proxydevdcl.dc2.dhs.gowd471/7 t=fredRCAtenc= UTF-88_minWidth=7508_minHeight=350&confighla - ..  — O PO - GoL MTRAINDT ° A
Search and Select: Category Cancel | Select
Search
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go” button
Search By Category Goods Go fpply and View Results  Apply
Results
Select Quick Select Category = Description =
O B GOODS Goods
®100% v
Rename Columns or Totaling
Columns Shown and Column Order
Available Columns Columns Displayed
Approval Date ou
Assembly Qty ~ ResultsTable ClinSlinlconRN
Attachments Requisition
Award Line Info
Award Line Num tem/Job
Bid IDV Line
Bid Line > ay v
Buver Unit
< >

Step | Action

15. The search results display.

Click the Quick Select icon for the applicable Category.
Select Quick Select Category -~

'®) 3 GOODS
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= ORACLE Purchasing * o _‘0 |  Loggedin As uCGCLMTRAINDT (@) (U}

Demand Workbench = Assignments Awards  Suppliers

Requisitions/MIPR Others Summary = Amendments | Post Award Requests = MIPR Own

Duplicate Saved Search Cancel | Revert Apply and View Results  Apply
* Indicates required field

* Name Unassigned Requisitions by Category (Goods)
Row Count 10
Enter a value between 1 and 100
[[] Set as Default
Description  Displays Unassigned Requisitions for Goods

Search Criteria

Specify parameters and values to filter the data that is displayed in your table.

Match @ Al O Any
Unassigned i [ ves[v]
Category is [v] oobs Q
Add Another  Category [v] | Add

Attribute Properties

Rename Columns or Totaling

Columns Shown and Column Order

Available Columns Columns Displayed

Approval Date ou

Assembly Qty ~ ResultsTable ClinSlinlconRN

Attachments Requisition

Award Line Info

Award Line Num tem/Job

Bid IDV Line

Bid Line ?

Buyer Unit v
Buyer (Miror) »  Price

Step | Action

16. The Duplicate Saved Search page redisplays. Repeat these steps to add
additional filters as needed.

Click the vertical scrollbar to scroll down on the page.
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Unassigned s [v] Yes|v|
Category is [¥]  eooDs
Add Another Category [v]
Attribute Properties
Columns Shown and Column Order
Available Columns Columns Displayed
Approval Date ou
Assembly Qty ResultsTable.ClinSlinlconRN
Attachments Requisition
Award Line Info
Award Line Num ltem/Job
Bid IDV Line
Bid Line > Qty
Buyer Unit
Buyer (Mirror) »  Price
Catalog Currency
Category Need-By
Changed Amount < Assignment
Changed Funded Amount Source
Changed Quantity & Options
Comments Actions

Contractor End Date
Contractor First Name
Contractor Last Name
Contractor Start Date
Creation Date

@TIP Columns with totaling capabilities shown can only display as the end column of the table.

Sort Settings

Column Name
First Sort Crealion Dale
Second Sort
Third Sort

Sort Order
[~] descending [~]
[*] nosort order[v]
[™] nosortorder| v |

Copyright (c) 1998, 2017, Oracle andfor its affiliates. All rights reserved

Rename Columns or Totaling

Revert  Apply and View Results  Apply

Privacy Statement

Step

Action

17.

Use the Columns Shown and Column Order section to define the data
elements that you want displayed in the search results when using this saved

search as needed.
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Unassigned  is [v]  Yes|v| A
Category is [¥]  eooDs Q
Add Another  Category [v] | Add

Attribute Properties

Rename Columns or Totaling

Columns Shown and Column Crder

Available Columns Columns Displayed
Approval Date ou

Assembly Qty ~ ResultsTable.ClinSlinlconRN
Attachments Requisition

Award Line Info

Award Line Num ltem/Job

Bid IDV Line

Bid Line > Qty

Buyer Unit

Buyer (Mirror) » | Price

Catalog Currency

Category Need-By

Changed Amount < Assignment
Changed Funded Amount Source

Changed Quantity & Options

Comments Actions
Contractor End Date

Contractor First Name

Contractor Last Name

Contractor Start Date v

Creation Date

@TIP Columns with totaling capabilities shown can only display as the end column of the table.

Sort Settings
Column Name Sort Order
First Sort Crealion Dale [~] descending [~]
Second Sort [*] nosort order[v]
Third Sort [™] nosortorder| v |

Cancel Revert Apply and View Results  Apply

Copyright (c) 1998, 2017, Oracle andfor its affiliates. All rights reserved Privacy Statement

Step

Action

18.

Within the Columns Displayed section, there are data elements that will be
displayed by default for the search results. These can be updated as needed.

Additional data elements that can be added are listed within the Available
Columns section.

Use the move buttons provided to add/remove data elements to or from the
Columns Displayed section as needed.
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Unassigned s [v] Yes|v|
Category is [¥]  ®ooDs Q
Add Another  Category [v] | Add

Attribute Properties

Columns Shown and Column Crder

Available Columns
Approval Date
Assembly Qty
Attachments
Award Line
Award Line Num
Bid
Bid Line
Buyer
Buyer (Mirror)
Catalog
Category
Changed Amount
Changed Funded Amount
Changed Quantity
Comments
Contractor End Date
Contractor First Name
Contractor Last Name
Contractor Start Date
Creation Date

@TIP Columns with totaling capabilities shown can only display as the end column of the table.

»

«

Columns Displayed

ou

ResultsTable. ClinSlinlconRN
Requisition

Info

ltem/Job

IDV Line

Qty
Unit

Price
Currency
Need-By
Assignment
Source
Options
Actions

Sort Settings

Column Name
First Sort Crealion Dale
Second Sort

Third Sort

[d [ [«

Sort Order
descending [v]
no sort order[ v |
no sort order | v |

Copyright (c) 1998, 2017, Oracle andfor its affiliates. All rights reserved

Cancel

Rename Columns or Totaling

Revert  Apply and View Results  Apply

Privacy Statement

Step

Action

19.

Use the Sort Settings section to define any default sort settings that you want to
apply to this saved search. This will determine how individual Requisition Lines
will be sorted and displayed within the search results.

20.

Click the vertical scrollbar to return to the top of the page.
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= ORACLE Purchasing * o _‘0 |  Loggedin As uCGCLMTRAINDT (@) (U}

Demand Workbench = Assignments Awards  Suppliers

Requisitions/MIPR Others Summary = Amendments | Post Award Requests = MIPR Own

Duplicate Saved Search Cancel | Revert Apply and View Results  Apply
* Indicates required field
* Name Unassigned Requisitions by Category (Goods)
Row Count 10
Enter a value between 1 and 100
[[] Set as Default
Description  Displays Unassigned Requisitions for Goods

Search Criteria

Specify parameters and values to filter the data that is displayed in your table.

Match @ Al O Any
Unassigned i [ ves[v]
Category is [v] oobs Q
Add Another  Category [v] | Add

Attribute Properties

Rename Columns or Totaling

Columns Shown and Column Order

Available Columns Columns Displayed

Approval Date ou

Assembly Qty ~ ResultsTable ClinSlinlconRN

Attachments Requisition

Award Line Info

Award Line Num tem/Job

Bid IDV Line

Bid Line ?

Buyer Unit v
Buyer (Miror) »  Price

Step | Action

21. Click the Apply button to save these changes and close the Duplicate Saved
Search page.

Cancel Revert Apply and View Results | Apply
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= ORACLE Purchasing Logged In As UCGCLMIRAINDT (@) (U}

Demand Workbench = Assignments Awards  Suppliers

Requisitions/MIPR Others Summary = Amendments | Post Award Requests = MIPR Own

Personalize Saved Searches Cancel | Apply

Select Saved Search: Duplicate | Create Saved Search Previous 1-10 0f 13 ﬂ Next 3 b

Display Saved

Select Saved Search Name Description
Search

Default Update Delete

Issuing Office of CG-8124 - .
(702023} Issuing Office of CG-8124 (70Z023) requisitions Yes ﬂ _/’ m

Issuing Office CG-9124 - .
(702023) Displays the requisitions that are not assigned to any buyer. Yes ﬂ _/

Issuing Office 702045 Displays Issuing Office 702045 requisitions that are not assigned to any buyer. Yes ﬂ E"SDEISE‘ by _/

ggisgségrﬁggoed%l;'sn'ons Y Displays Unassigned Requisitions for Goods Yes[¥] &

Displays the requisitions for the current buyer with default category, that are past the
need by date.

Displays the requisitions for the current buyer with default category, default ship-to
location and 'Goods’ as purchase basis.

My Late Requisitions

My Requisitions for Goods
Displays the requisitions for the current buyer with default category, default ship-to
location and 'Services' or Temp Labor' as purchase basis.

My Requisitions with a New Displays the requisitions for the current buyer with default category, that have a new
Supplier supplier.

My Requisitions with a Displays the requisitions for the current buyer with default category, that have a
Suggested Supplier suggested supplier

My Requisitions for Services

Unassigned Requisitions Displays the requisitions that are not assigned to any buyer.

Select Saved Search: = Duplicate = Create Saved Search Previous 1-10 of 13 [v] Next3 b

Copyright (c) 1998, 2017, Oracle andfor its affiliates. All rights reserved Privacy Statement

Step

Action

22.

The Personalize Saved Searches page redisplays. Note that the new saved
search displays.

Note: The system allows users to update or delete any personalized saved
searches. The system does not allow users to update or delete the pre-
configured saved searches.

23.

End of Procedure.

Page 55



C]|§‘7 Carr Instructional Design

2.4 Performing Searches on the Demand Workbench Page

This lesson demonstrates the steps for performing searches with specific search criteria
on the Demand Workbench page.

Users with either the CLIENT Miscellaneous Obligations
Preparer or CLIENT Miscellaneous Obligations Approver responsibility can perform this
process.

Objective: In this lesson, the Miscellaneous Obligations user will learn the steps required
to perform searches using the Search functionality on the Demand Workbench page.

Scenario: Upon review of the existing saved searches, you have determined that the
existing saved searches do notyield your desired search results. Usingthe CLIENT
Miscellaneous Obligation Preparer responsibility, you will perform a search for Requisition
Lines using specific search criteria.

—_— 5 (0}
= ORACLE Purchasing A X £ & | Logednasucecimtramor (D)
Demand Workbench = Assignments Awards  Suppliers
Others S Al Post Award Requests | MIPR Own
Demand Workbench Document Builder
T New Award
* Indicates required field *ype e Awar ﬂ
OU UCG Organization . ¢
Saved Searches Search Number of Lines 0
Saved Search My Requisitions [v] Go Personalize
Select Requests: Add Return  Workload Assignment ﬂ Go | Export |F¥.‘,'_,“
[ ouU .~ Requisition -~ Info -~ Item/Job 1DV Line Qty Unit Pric
217- Boat
crew
[] uce = 11410CC210000008, 0001 [] survival Q 3 Each 1124
vest -
Large
458-
Whitwater
[] ucG = 11410CC210000008, 0002 [] Boat crew Q 3 Each 776
helmet -
Large
610 -
Raintec
[0 ucG = 11410CC210000008, 0003 [] %Eg'"”‘" @ 3 Each 1698
marking -
Large
Installation
of Hull
Stern
Door for
[] uce = 11410CC210000005, 0003 [] E\%‘;"SS)L a 950
See
Reference
A-A-A425
checkist
[] ucG = 11503CC210000019, 0001 ] test test Q 15 Each v
Step | Action
1. This lesson begins on the Demand Workbench page.

Refer to the "Using Saved Searches on the Demand Workbench Page" lesson for
the detailed steps on how to navigate to this page.
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Step | Action

2. Click the Search button to use the Search functionality.

= ORACLE Purchasing A X ‘0 | Logged In As UCGCLMTRAINO1

Demand Workbench = Assignments Awards  Suppliers

Requisitions/MIPR Others Summary = Amendments | Posi Award Requests = MIPR Own

Demand Workbench: Requisitions/MIPR Others =

Demand Workbench Save Search | Document Builder
v
* Indicates required field Type [New/iward J
*ou uce Organization., @
Search Saved Searches Number of Lines 0
Match @ Al (O Any
Buyer s v Q
Requisition is [~ Q
Category is [v] qQ
Supplier is [v] Q
Go  Clear Add Another  Assignment Number [v] Add
Select Requests:  Add Return  Workload Assignment ﬂ Go | | Cancel Split Save Split | Export | E =
[J ou -~ Requisition = Requisition Type == Info - Item/Job Qty Unit Price Curre
217- Boat
crew
[] ucCG = 11410CC210000008, 0001 a survival 3 Each 112.48 USD
vest -
Large
458-
Whitwater
[] ucG = 11410CC210000008, 0002 a Boat crew 3 Each 7768 USD
helmet -
Large
610 -
Raintec
[] UGG = 11410CC210000008, 0003 ] g‘g" Wi 3 Each 160.88 USD
marking -
Large
Installation
of Hull

Step | Action

3. The Search section displays and enables users to search for Requisition Lines

based on specific search criteria.

selecting the applicable radio button.

When performing searches, users can choose to require the results to match
"All" of the search values or allow them to match "Any" of the search values by
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— 5 (0]
= ORACLE Purchasing A K £ & | Logedmasucceimrramonr (1)
Demand Workbench = Assignments Awards  Suppliers
Requisitions/MIPR Others Summary = Amendments | Post Award Requests = MIPR Own
Demand Workbench: Requisitions/MIPR Others =
Demand Workbench Save Search | Document Builder
* Indicates required field Type [Newrwerd ﬂ
*ou UCG Organization . @
Search saved Searches Number of Lines 0
Match @® Al O Any
Buyer | Q
. is not
Recuisiton 2
Category is v Q
Supplier is B4 Q
Go Clear Add Another Assignment Number [v]  Add
Select Requests: Add Return = Workload Assignment ﬂ Go | Export | 7 -
[0 ou = Requisition -~ Requisition Type - Info 2. ltem/Job Qty Unit Price Curre
217- Boat
crew
[] uce = 11410CC210000008, 0001 ] survival 3 Each 112.48 USD
vest -
Large
458-
Whitwater
[] uce = 11410CC210000008, 0002 ] Boat crew 3 Each 77.68 USD
helmet -
Large
610 -
Raintec
] ucG = 11410CC210000008, 0003 o X Wi 3 Each 162.88 USD
marking -
Large
Installation
of Hull v
.
Step | Action
4. For each search criteria attribute, there is a condition dropdown button. The

conditions that appear in the dropdown vary based on the selected attribute. The
primary conditions are:

o Is: Records that have an attribute value equal to the value specified in
the criteria

o Is Not: Records that have an attribute value that is not equal to the
value specified in the criteria

o Is Not (include blanks): Records that have an attribute value that is
not equal to the value specified and accepts blanks as valid values

After specifying your search criteria, click the Go button to display the results.
Optionally, you can click the Clear button to reset the search fields.

5. The following steps demonstrate the procedure for adding a search parameter
and conducting a search.

Click the Add Another dropdown button to select and add another search
criteria field.

Add Another Assignment Number Add
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— n (0]
= ORACLE Purchasing * fo 2 | Logged In As UCGCLMTRAINO1
Demand Workbench = Assignments Awards  Suppliers
Requisitions/MIPR Others Summary = Amendments | Post Award Requests = MIPR Own
Demand Workbench: Requisitions/MIPR Others =
Demand Workbench Save Search | Document Builder
T New Award v
* Indicates required field ype L oeel J
*ou UCG Organization . @
Search saved Searches Number of Lines 0
Match @ Al (O Any
Buyer is [~ Q
Requisition is [v] Q
Global
Category is ¥ Import Source A
Supplier is ﬂ Issuing Office
Item
Go  Clear Add Another |Item Description Add
Item Revision
Select Requests: Add | Return | Workload Assignment] \[:zz ?:;I)OEUI'\I [¥] [Go] |  Cancel Spiit | Save Spiit |Export|| ¥ &
MIPR Reference Number
[0 ou = Requisition -~ Requisition T|My Requests ice Curre
My Requests For Goods
My Requests For Services
Need By Days From Today
New Supplier
[] uce = 11410CC210000008, 0001 On RFQ p.48 USD
Operating Unit
PR Line Status
Preparer
Priority
[] uce = 11410CC210000008, 0002 Priority Code y.68 USD
Project
Rate Type
Requester
Requesting Office Address
Requesting Office Contact Name
[] ucG = 11410CC210000008, 0003 Requisition p.88 USD
Requisition Type
Ship To Location
Ship To Organization v
Solicitation Required
Step | Action

Rate Type
Reauester |

Requesting Office Address

the corresponding list item.
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ORACLE’ Purchasing

Demand Workbench = Assignments Awards  Suppliers

Requisitions/MIPR Others Summary = Amendments

Demand Workbench: Requisitions/MIPR Others =
Demand Workbench

* Indicates required field

Search
Match @ Al (O Any
Buyer s [~
Requisition is [v]
Category is ™
Supplier is v]
Go  Clear Add Another

Select Requests: Add Return = Workload Assignment

[] OU-  Requisition -

[] uce = 11410CC210000008, 0001
[ uce

= 11410CC210000008, 0002

[] ucG = 11410CC210000008, 0003

Post Award Requests

Requester

o
(1]

R R \R|R

Requisition Type - Info 2 Item/Job

217- Boat
crew
survival
vest -
Large
458-
Whitwater
Boat crew
helmet -
Large

610 -
Raintec
gear with
CG
marking -
Large
Installation
of Hull

MIPR Own

Save Search

Saved Searches

K2

Add
[v] Ge

Qty Unit Price Curre

3 Each 112.48 USD

3 Each 77.68 USD

3 Each 169.88 USD

*x & 2°

Logged In As UCGCLMTRAINO1

(U)

Document Builder
Type New Award [v]
*0U UGG Organization . @
Number of Lines 0

Cancel Split Save Spit  Export | ﬁ -

Action

Add Another Requester

Click the Add button to add this field as a search criteria field.
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= ORACLE Purchasing A * fo _._0 | Logged In As UCGCLMTRAING1

Demand Workbench = Assignments Awards  Suppliers
Requisitions/MIPR Others Summary = Amendments | Post Award Requests = MIPR Own

Demand Workbench: Requisitions/MIPR Others =

(U)

Demand Workbench Save Search | Document Builder
T New Award v
* Indicates required field ype L oeel J
*0U UGG Organization . @
Search Saved Searches Number of Lines 0
Match @ Al (O Any
Buyer is [~ Q
Requisition is [v] Q
Category is ¥ Q
Supplier is v] Q
Requester g V] Q
Go  Clear Add Another Requester [v] Add
Select Requests: = Add Return = Workload Assignment [*¥] [Go| | | Cancel Split Save Split | Export IEZ
[0 ou -~ Requisition < Requisition Type < Info -~ Item/Job Qty Unit Price Curre
217- Boat
crew
[] ucG = 11410CC210000008, 0001 a survival 3 Each 112.49 USD
vest-
Large
458-
Whitwater
[J uce = 11410CC210000008, 0002 O Boat crew 3 Each 77.68 USD
helmet -
Large
610 -
Raintec
[] uce = 11410CC210000008, 0003 ] %‘g" Wl 3 Each 160.88 USD
marking -
Large
Step | Action

The field displays as a search criteria field.

Click in the Requester field to enter the appropriate value.
Reguester s v | | o

Enter the appropriate value in the Requester field.
Requester is ~] | a

10.

Click the Go button to initiate the search.

Clear Add Another Requester v|  Add

Page 61



.0
IXZ Carr Instructional Design

= ORACLE Purchasing * fo _._0 | Loggedin AsucGeLmrramot (1)

Demand Workbench = Assignments Awards  Suppliers

Requisitions/MIPR Others Summary = Amendments | Post Award Requests = MIPR Own

Demand Workbench: Requisitions/MIPR Others =

Demand Workbench Save Search  Document Builder
v
* Indicates required field Type [Newrwerd J
*0U UGG Organization . @
Search Saved Searches Number of Lines 0
Match @ Al (O Any
Buyer is [~ Q
Requisition  is [v] Q
Category is ¥ Q
Supplier is v] Q
Requester is [v] uce, IPRO Q
Go  Clear Add Another Requester [v] Add
Select Requests: = Add Return = Workload Assignment [*¥] [Go| | | Cancel Split Save Split | Export | E =
[0 ou -~ Requisition < Requisition Type < Info -~ ltem/Job  Qty Unit Price Curr
Boat Crew
Survival Vest
(Orange)
Contains five
(5} pockets
sized to fit
the
equipment
requirements
[J uce = 11503CC210000039, 0001 m] specified in 30 Each 100 USD
the USCG
Rescue &
Survival
Systems
Manual. See
“Note to
Supplier” for W
complete

Step | Action

11. The search results display in the bottom portion of the page.

12. End of Procedure.
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2.5 Returning Requisition Lines to the Requester

This lesson demonstrates the steps for returning a Requisition Line to the Requester when
additional information is needed. This process can also be used to return multiple
Requisition Lines to their corresponding Requesters simultaneously.

Preparer or CLIENT Miscellaneous Obligations Approver responsibility can perform this
process.

Objective: In this lesson, the Miscellaneous Obligations user will learn the steps required
to return a Requisition Line to the Requester.

Scenario: You are a Miscellaneous Obligations user reviewing and assigning Unassigned
Requisition Lines to begin procurement activities. Upon review, you determine that
additional documentation is required for a Requisition Line. Using the CLIENT
Miscellaneous Obligation Preparer responsibility, you will return the applicable Requisition
Line to the Requester and indicate the reason for the return.

—_ - 0
= ORACLE Purchasing A X & A | Loggedin As uccCLmTRAINGT (1)
Demand Workbench = Assignments Awards  Suppliers
Requisitions/MIPR Others Summary Amendments Post Award Requests MIPR Own
Demand Workbench: Requisitions/IPR Others =
Demand Workbench Document Builder
T New Award
* Indicates required field ype e Avia ﬂ
* OU UCG Organization . @
Saved Searches Search Number of Lines 0
Saved Search Unassigned Requisitions ﬂ Go Personalize
Select Requests: Add Return  Workload Assignment ﬂ Go | Export | 5] - Re
] ouU .~ Requisition - Info #- ltem/Job  IDV Line Qty Unit
Boat Crew
Survival Vest ~
(Orange)
Contains five
(5) pockets
sized lo fit
the
equipment
requirements
[] uce = 11503CC210000039, 0001 [] specilied in Q30 Each
the USCGG
Rescue &
Survival
Systems
Manual. See
“Note to
Supplier” for
complete
details
[1 vuce = 11503CC210000038, 0001 O test test Q 3 Each
[] uce = 11503CC210000037, 0001 [J test test Q 5 Each
Clean and
Inspect Hull
Transducer v
_for USCGC
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Step

Action

1.

This lesson begins on the Demand Workbench page.

Refer to the "Using Saved Searches on the Demand Workbench Page" lesson for

the detailed steps on how to navigate to this page.

To return Requisition Lines to a Requester, select the appropriate Requisition

Line(s) by clicking the corresponding Select checkbox(es).

Note: Select all lines for a given Requisition if the entire Requisition needs to be

returned.

El UCG = 11503CC210000039, 0001

= ORACLE Purchasing

Demand Workbench = Assignments Awards  Suppliers

Others S Al

Demand Workbench: Requisitions/MIPR Others =
Demand Workbench

* Indicates required field

Saved Searches

Saved Search Unassigned Requisitions ﬂ

Select Requests: Add Return = Workload Assignment

[=] OU =~ Requisition =~ Info 2 ltem/Job
Boat Crew
Survival Vest
(Orange)
Coniains five
(5) pockets
sized fo fit
the
equipment
requirements
specified in
the USCG
Rescue &
Survival
Systems
Manual. See
"Note to
Supplier” for
complete
details.

ucG = 11503CC210000039, 0001 [

[J ucG = 11503CC210000038, 0001 ] test test

[J uce = 11503CC210000037, 0001 [J test test

Clean and

Inspect Hull
Transducer
for USCGC

Post Award Requests

=
(1]

Go | Personalize

IDV Line

* & 4°

MIPR Own

Q

Document Builder
Type New Award
*0u UGG Organization ., @

Search Number of Lines 0

[v] Go | Export | I

Qty Unit

30 Each

3 Each

5 Each

| Logged In As UCGCLMTRAING1

(U]

Step

Action

Click the Return button.

Select Requests: | Add Workload Assignment
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= ORACLE Purchasing ﬁ * 'E} .‘0 |

Demand Workbench = Assignments Awards  Suppliers
Requisitions/MIPR Others Summary = Amendments | Post Award Requests = MIPR Own

Demand Workbench: Requisitions/MIPR Others = Demand Workbench =
/i, Warning
All lines on the selected requisitions will be retumed except for those lines that are already placed on a purchase order.
Return Requisition Lines
* Indicates required field

* Reason

He=

-

Need-

Boat Crew

Survival Vest

(Orange)

Contains five

(5) pockets

sized to fit

the

equipment

requirements 18-Feb-
UcG = 11503CC210000039, 0001 O specified in 30 Each 100 USD 2021

the USCG 00:00:00

Rescue &

Survival

Systems

Manual. See

"Note to

Supplier” for

complete

details.

Copyright (c) 1998, y?, ‘Oracle and/or its affiliates. All rights reserved.

Logged In As UCGCLMIRAINDT (@) (U}

Cancel Apply

ou Requisition Requisition Type Info Item/Job  Qty Unit Price Currency By Assignment Source Remove Options

LIFESAVING
SYSTEMS
CORPORATION,
050845460

Privacy Statement

Step

Action

The Return Requisition Lines page displays and a warning message displays at

the top of the page.

Click in the Reason field.
Return Requisition Lines

* Indicates required field

&
Reason

Enter the reason for the return in the Reason field.

Return Requisition Lines

* Indicates required field

* Reason

Click the Apply button.
Cancel
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= ORACLE Purchasing

Demand Workbench = Assignments Awards  Suppliers

Requisitions/MIPR Others Summary = Amendments

[ Confirmation

Requisition lines have been returned.
Demand Workbench

* Indicates required field

Saved Searches

Saved Search Unassigned Requisitions ﬂ
Select Requests: Add Return = Workload Assignment

[ OU.=  Requisition 2 Info 2 ltem/Job

[] uce = 11503PR210000001, 0001 ] Test 12

[] uce = 11503PR210000001, 0002 [] Test 12

[ uce = 11503CC210000041, 0001 [J test test

[0 vee = 11503CC210000038, 0001 [J test test

[] uce = 11503CC210000037, 0001 [] test test

Clean and

Post Award Requests

o
(1]

Personalize

*x & 4

Logged In As UCGCLMTRAINO1

MIPR Own
Document Builder
Type Mew Award
* QU UCG Organization.. Q
Search Number of Lines 0
¥ Go | Export | [
Qty Unit
~

@ 50 Each
Q| 50 Each
o 16 Each
Q 3 Each
Q 5 Each

(U)

Step

Action

The Demand Workbench page redisplays with a Confirmation message at the

top of the page.

Note: The Requester receives a Workflow Notification indicating that the
Requisition Line has been returned. The status of the Requisition Line is updated
to "Returned" but the Requisition is still considered approved (funding is still
committed). Any changes made by the Requester will need to be made with an

Amendment.

End of Procedure.
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Lesson 3: Workload Assignments

Requisitions are created within the CLM iProcurement application. Once a Requisition is
approved, the associated Requisition Lines can then be assighed to a Buyer for use with a
Miscellaneous Obligation action. Requisition Lines are assigned to Buyers through the
Workload Assignment capability, which is accessed through the Buyer Work Center. Users
with the CLIENT CLM Purchasing Contracting Professional responsibility create Workload
Assignments for pre-Award activities, post-Award activities, and Award administration
activities. They then assigh the Workload Assignment(s) to other users to track the
completion of procurement action tasks.

3.1 Searching for Workload Assignments

This lesson demonstrates the steps for performing a search for Workload Assighnments
based on specific search criteria.

Workload Managers with the CLIENT CLM Purchasing Contracting Professional
responsibility perform this process. Users with the CLIENT Miscellaneous Obligation
Preparer or CLIENT Miscellaneous Approver responsibilities can also perform this process.

Objective: In this lesson, the CLM user will learn the steps required to search for a
Workload Assignment.

Scenario: You are a CLM user responsible for managing Workload Assignments. For this
scenario, perform a search for Workload Assignments assigned to a specific Buyer.
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= ORACLE Purchasing

Demand Workbench =~ Assignments

Buyer Workload Assignment Summary

Workload Assignment

Saved Searches

Awards  Suppliers

‘0

Logged In As UCGMISCOBSTRAINDT (@) (U}

Search
Saved Search All Active Assignments v| | Go | | Personalize
Select Assignments: Re-Assign  Export | E el Rows 1o 18
Assignment [ESCTTED) A Assignment Assignment Award
[] Assignment No T g Status Completion Completion Buyer 9 9 Award Number Actic
ype Date Total Currency Status
Date Date
19-
Purchase THANNISCH,
[ 460 Requisition Assigned ?ﬁg 17-Feb-2020 TIMOTHY G SN
27-
Post Award POWELL,
[] 482 Request Assigned ?31% 30-Dec-2019 JAVOIL M _/’
27-
Post Award POWELL,
[ 16289 Request Assigned 5)&:9 30-Dec-2019 JAVOIL M P
Purchase 19- IGWEBUEZE,
[] RWRC-20-0010 o Assigned Feb- 07-May-2020 JONATHAN s
Requisition
2020 c
12-
Post Award POWELL,
] 780 Request Assigned g’l‘:'azr0 19-Mar-2020 JAVOIL M s
17-
Post Award SIMMONS,
[ 1653 Request Assigned ?gzg 01-Sep-2020 BENJAMIN 4
Purchase g
[ 11503CC210000003 Requisition Assigned ?g;n 17-Jan-2021 CLM2, UCG  1,500.00 usp P
20-
[ 11503CC210000002 ;urd!aﬂ Assigned Dec- 18-Jan-2021 CLM2, UCG  1,500.00 usD 70Z02321C10000013 Approved
equisition 2020
20-
Purchase
[ 1960 Requisition Assigned ?DEZC[] 04-May-2021 CLM1,UCG  17.500.00 uso 4
[ _s1epacc01nnnansz  Purchase W ol P, i uce snnn en v

Action

This lesson begins at the Workload Assignment page.

Refer to the "Viewing Workload Assignments from the Buyer Work Center" lesson
for the detailed steps on how to navigate to this page.

Click the Search button.
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— 5 (0]
= ORACLE Purchasing A K £ & | Logedmasucemscosirano @ (U}
Demand Workbench =~ Assignments = Awards  Suppliers
Buyer Workload Assignment Summary
Assignments: Assignment Summary >
Workload Assignment Save Search
Search Saved Searches.
Match @ Al (O Any
Assignment Number  is [v] Q
Status  is [~] [~]
Buyer s >~ Q
Assignment Start Date s ﬂ Y
Go Clear Add Another Assignment Actual Completion Date ﬂ Add
Select Assignments: Re-Assign | Export | 5] & 76 £ v - Rows 110 18
q Estimated Actual A 3
[] Assignment No ?sslgnment Status 3 Completion Completion Buyer CEE T S CI Award Number e Act
ype Date Total Currency Status
Date Date
Purchase 5 g THANNISCH,
[] 460 Redquisition Assigned ?gfé 17-Feb-2020 TIMOTHY G _/A
27-
Post Award POWELL,
[ 482 Request Assigned Dec- 30-Dec-2019 JAVOIL M _/
PostAward 2 POWELL
[] 16289 Redquest Assigned Dec- 30-Dec-2019 JAVOIL M 4
Purchase 19- IGWEBUEZE,
[ RWRC-20-0010 Requisition Assigned Feb- 07-May-2020 JONATHAN 7
2020 c
12-
Post Award POWELL,
[ 7so0 Request Assigned gnnazra 19-Mar-2020 JAVOIL M Py
17-
Post Award . SIMMONS,
[ 1653 Request Assigned Aug- 01-Sep-2020 BENJAMIN _/’
2020 W
18-
.
Step | Action
3. The Search section displays. Users can perform searches using any of the

search criteria provided or add another search criteria field as needed. Enter or
select at least one search criteria.

This lesson demonstrates the steps used to perform a search for all Workload
Assignments assigned to a specific Buyer.

4. Click in the Buyer field.
Buyer s Ein |

5. Enter the applicable information into the Buyer field or use the Search and
Selecticon to search for and select the applicable Buyer.

Buyer is v |a
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= ORACLE Purchasing A X & _‘0 | Logged In As UCGMISCOBSTRAIND1

Demand Workbench =~ Assignments = Awards  Suppliers
Buyer Workload Assignment Summary

Assignments: Assignment Summary >
Workload Assignment

e O

Save Search

Search Saved Searches.
Match @ Al (O Any
Assignment Number  is [v] Q
Status  is [~] [~]
Buyer s ﬂ MISCOBS, UCG Q
Assignment Start Date s ﬂ Y
Go Clear Add Another Assignment Actual Completion Date ﬂ Add
Select Assignments: Re-Assign | Export | 5] & 76 £ v - Rows 110 18
q Estimated Actual A 3
[] Assignment No fSslaament Status ar Completion Completion Buyer CEE T TITETH ST I Award Number e Act
Date Total Currency Status
Date Date
19-
[ 460 ::gﬂ‘izﬁzn Assigned Dec- 17-Feb-2020 T ok Pl
2019
27-
O 482 ;:ﬁug"s"tam Assigned Dec- 30-Dec-2019 fg‘%ﬁh Wy
2019
27-
[ 16289 :gﬁug‘;‘f"’ Assigned Dec- 30-Dec-2019 e V.
2019
19- IGWEBUEZE
Purchase :
[ RWRC-20-0010 Requisition Assigned ;ggb 07-May-2020 .éONATHAN _/
12-
Post Award POWELL,
[ 7so0 Request Assigned gnnazra 19-Mar-2020 JAVOIL M Py
Post Award 5 - SIMMONS,
[ 1653 Request Assigned ?gzgn 01-Sep-2020 BENJAMIN _/’
18-
.
Step | Action
6. Click the Go button to initiate the search.
Clear Add Another Assignment Actual Complstion Date  [v| | Add
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= ORACLE Purchasing A X & ‘(D | Logged In As UCGMISCOBSTRAINDT ) (U}

Demand Workbench =~ Assignments = Awards  Suppliers
Buyer Workload Assignment Summary

Assignments: Assignment Summary >

Workload Assignment Save Search

Search Saved Searches.

Match @ Al (O Any
Assignment Number i Q
Status ﬂ

Buyer MISCOBS, UCG Q
Assignment Start Date | [y

Go Clear Add Another Assignment Actual Completion Date ﬂ Add

Select Assignments: Re-Assign = Export | ﬁ = g 'ﬁ v v
Estimated Actual
Completion Completion  Buyer

Assignment Start
Type s Date Date

Status Assignment Assignment Award  Award

[ Assignment No Total Currency Number Status

Acti

22-
Assigned Apr- 12-May-2021 HESGCOBS’ 3,600.00 usD _/
2021

< >

Purchase

[] 11503PR210000009 Requisition

Privacy Statement

Step | Action

7. The search results display.

Users can access the Workload Assignment two different ways depending on the
status of the Assignment:

- Click on the Assignment Number link to view the Workload Assighment
details in read-only mode

- Click the Update icon (pencilicon in the Actions column) to access the
Workload Assignment details directly in edit mode.

8. End of Procedure.
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3.2 Completing Workload Assignments

This lesson demonstrates the steps for manually completing a Workload
Assignment. Information pertaining to how Workload Assignments are

automatically completed by the system is also provided. Once completed, Workload
Assignments cannot be re-opened.

Buyers with the CLIENT Miscellaneous Obligation Preparer responsibility perform this
process.

Objective: In this lesson, the Miscellaneous Obligations user will learn the steps required
to complete a Workload Assignment.

Scenario: You are a Miscellaneous Obligations user responsible for processing
procurement requests in response to Workload Assignments. The procurement actions
associated with your Workload Assignment are not complete, but you wish to close the
Workload Assignment. For this scenario, you will manually complete the Workload
Assignment.
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= ORACLE Purchasing A X & ‘(D | Logged In As UCGMISCOBSTRAINDT ) (U}

Demand Workbench =~ Assignments = Awards  Suppliers
Buyer Workload Assignment Summary

Assignments: Assignment Summary >
Workload Assignment

Saved Searches

Saved Search My Active Assignmemsﬂ Go Personalize
Select Assignments: Re-Assign | Export | =] 2

o=

q Estimated Actual - -
. Assignment Start A ' Assignment Assignment Award  Award
[ Assignment No Typs Status Date Completion Completion Buyer Total

Actions
Date Date Currency Number Status
22-

[] 11503PR210000000 DM pocioned Apr  12-May-2021 MISCOBS,

- 3,600.00 usD
Requisition 2021

22-

Purchase MISCOBS,
[0 11503PR210000006 Requisition Assigned S\g; 15-Jun-2021 ucG

Copyright (c) 1998, 2017, Oracle andfor its affiliates. All rights reserved Privacy Statement

Step | Action

This lesson begins at the Workload Assignment page with the "My Active
Assignments" saved search displayed.

Refer to the "Viewing Workload Assignments from the Buyer Work Center" lesson
for the detailed steps on how to navigate to this page.
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Step | Action

2. Completing Workload Assignments:
Manually Complete a Workload Assignment:

Once a Workload Assignment is complete, it can be completed
manually. Manual completion of the Workload Assighnment can take place
regardless if all of the Milestones (system or user-defined) are complete.

Automatically Complete Workload Assignments:

Workload Assignments can be completed automatically by the system once all
Milestones within the Workload Assignment are complete. When each
Milestone has an actual completion, date defined and the "Compute Milestones
Completion Date for Assighnment" request is run, the system will automatically
update the status of the Workload Assignment to "Completed". Users do not run
this process. This concurrent requestis scheduled to run automatically at a
frequency defined in the Agency's operating procedures. Once the Workload
Assignment is automatically completed, it cannot be reopened.

This lesson demonstrates the steps for manually completing a Workload
Assignment.

3. Click the Update (pencilicon in the Actions column) icon for the applicable
Workload Assignment.

Actions
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= ORACLE Purchasing

Demand Workbench =~ Assignments = Awards  Suppliers
Buyer Workload Assignment Summary

Assignments: Assignment Summary > Workload Assignment =
Update Workload Assignment View Buyer Workload | Cancel
Workload Assignment Number 11503PR210000009

Buyer MISCOBS, UCG
* Estimated Duration (Days)
Assignment Type Purchase Requisition
Assignment Milestone Template USCG_MicroPurchase LessThan 10K

* Start Date  22-Apr-2021 15:17:53 e
Status  Assigned
Estimated Completion Date  12-May-2021 15:17:53 fe
Actual Completion Date

4 Action
Action > * Reason
4 Milestones
Add Milestones | | 3] 2 5 £F w -
1 5 Estimated Actual
Sq No = Ilesons PN IS tons 2~ Description -~ Start Date . Estii d Days - C letion 2| Co leti
Type Name v -
Date Date
eceptos " hecopte s ] e B 25
10 User Accepted Accepted 22-Apr-2021 [ 23-Apr-2021 G  25-Apr-2021
Quotes Quotes
20| User Received Received 22-Apr-2021 o 20-Apr-2021 fo
30 System R‘f’f‘:";"e Approve Award | 22-Apr2021 (@ 25-Apr2021 G
Complete
40 User FPDS-NG Planned Date  22-Apr-2021 [ 02-May-2021 (&
Reporting

<
4 Requisition Lines

He sy m

Requisition Line 8::;”’""9 Item/Job Quantity Unit Amount Currency gsed- 2~ POP From POP To

Logged In As UCGMISCOBSTRAINDT (@) (U}

Apply

fe

fe

fe

D
Ni

Step | Action

4., The Update Workload Assighment page displays.

Click the Action dropdown button.
Action
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= ORACLE Purchasing

Demand Workbench =~ Assignments = Awards  Suppliers
Buyer Workload Assignment Summary

Assignments: Assignment Summary > Workload Assignment =

Update Workload Assignment View Buyer Workload | Cancel Apply

Workload Assignment Number 11503PR210000009 * Start Date 22-Apr-2021 15:17:53 [y
Buyer MISCOBS, UCG Status  Assigned

* Estimated Duration (Days) Estimated Completion Date  12-May-202115:17:53 g

Assignment Type Purchase Requisition

Actual Completion Date
Assignment Milestone Template USCG_MicroPurchase LessThan 10K

4 Action
Action * Reason
Cancel
Manually Complete
4 Milestones Resaesion
Suspend
Add Milestones | | 3] 2 5 £F w -
1 5 Estimated Actual
Sq No = _Ilflllestone PN IS tons 2~ Description -~ Start Date . Estii d Days - C letion 2| Co leti ey e}
ype Name W - NI
Date Date
eceptos " hecopte s ] e B 25 ‘
10 User Accepted Accepted 22-Apr-2021 [ 23-Apr-2021 G  25-Apr-2021 e
Quotes Quotes
20) | User Received Received 22-Apr2021 fo 29-Apr-2021 fo ]
30 System R‘f’f‘:";"e Approve Award | 22-Apr2021 (@ 25-Apr2021 G
Complete
40 User FPDS-NG Planned Date  22-Apr-2021 [ 02-May-2021 (& [
Reporting
< >
4 Requisition Lines
He sy m
Requisition Line 8::;”’""9 Item/Job Quantity Unit Amount Currency gsed- 2~ POP From POP To

Logged In As UCGMISCOBSTRAINDT (@) (U}

Step | Action

5. The Action list of values display.

Click the Manually Complete list item.
|Cancel

Wanually Complete]
Fe-assign
Suspend

6. When an Action is performed, the Reason field is required.

Click in the Reason field.

*
Reason

7. Enter the appropriate information into the Reason field.

* Reason []
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CL €’ Purchasing /H\

Demand Workbench =~ Assignments = Awards  Suppliers
Buyer Workload Assignment Summary

Assignments: Assignment Summary > Workload Assignment =

Update Workload Assignment

* o _‘0 | LoggedIn As UCGMISCOBSTRAINDT (@) (U}

View Buyer Workload Cancel Apply
Workload Assignment Number 11503PR210000009 * Start Date 22-Apr-2021 15:17:53 e
Buyer MISCOBS, UCG Status  Assigned
* Estimated Duration (Days) Estimated Completion Date  12-May-202115:17:53 g
Assignment Type Purchase Requisilion Actual Completion Date
Assignment Milestone Template USCG_MicroPurchase LessThan 10K
4 Action
Action Manually Completeﬂ * Reason Complete
4 Milestones
Add Milestones | | 3] 2 5 £F w v
1 5 Estimated Actual
Sq No = _Il_ﬂllestone PN n;l:zone 2~ Description -~ Start Date . E: Days = Completi 2~ Compl ey B:
ype Date Date
10 User Accepted Accepted 22-Apr-2021 fis 23-Apr-2021 s 25-Apr-2021 [
Quotes Quotes
20) | User Received Received 22-Apr2021 fo 29-Apr-2021 %o fo
30 System R‘f’f‘:";"e Approve Award | 22-Apr2021 (@ 25-Apr2021 G
Complete
40 User FPDS-NG Planned Date  22-Apr-2021 [ 02-May-2021 (& [
Reporting
< >
4 Requisition Lines
He sy m ®
Requisition Line gﬁm““g Item/Job Quantity Unit Amount Currency g:Ed' 2~ POP From POP To
Step | Action

8. Click the Apply button to save and apply this change.

View Buyer Workload = Cancel IE
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= ORACLE Purchasing A X & ‘(D | Logged In As UCGMISCOBSTRAINDT ) (U}
Demand Workbench =~ Assignments = Awards  Suppliers
Buyer Workload Assignment Summary

Assignments: Assignment Summary >
Workload Assignment

Saved Searches

Saved Search My Active Assignmemsﬂ Go Personalize

Select Assignments: Re-Assign  Export |ﬁ -

q Estimated Actual . r
[] Assignment No ?::;Qnmem Status IS):: Completion Completion Buyer =Sl azent RA S ke R Awarrl GyTEnd) Actions

Date Date Total Currency Number Status

2
[] 11503PR210000006 Eurehase Assigned Apr-  15-Jun-2021 MISCOBS,
2021

Requisition

ucG 4

Copyright (c)} 1998, 2017, Oracle andor its affiliates. All rights reserved. Privacy Statement

Step | Action

9. The Workload Assighment page redisplays.

The completed Workload Assignment is no longer displayed in the Workload
Assignments table as an active Assignment.

10. End of Procedure.
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