Enterprise Logistics Management System

Help Reference Guide

Customer Requisition Management

Overview

The Materiel Management/Inventory Control Point (MM/ICP) module Customer Requisition pro-
cess provides the ability to add or review a Requisition request.

Navigation
MATERIEL MGMT > Customer Requisition > Customer Requisition page

Procedures

Search for a Customer Requisition

One or more of the Search Criteria fields can be entered to isolate the results. By default, all

=) Reset
results are displayed. Selecting at any point of this procedure returns all fields to the
default "All" setting.

1. In the Search Criteria box, narrow the results by entering one or more of the following
optional fields.

Search Criteria

4 Doc Nbr i Ordered By Priority Designator From v
o £ shipTo Priory DesignatorTo .
i Item Desc Reportable Commadity Type A v IRaceved DEF o B8
. Received Dt To &
3 LINTAMCN .
2. Select - The Search Results display.
Search Results v
ﬂ Open Customer Requisition £ Grid Options ¥+ Add
ReqStage  Doc Nbr Y suffixCd Y Stock Nor Y item Desc Y Projectcd Y ShipTo Y CICPIRSAName ID Y oeredBy  Yay Y RODD Y uol Y Priority Designator Y ReceivedDt Y
« >
@ nProgress Open-New | H9218051810001 100500000002¢ | TEST Ho2150 Ho2150 1 oTi2z025 |EA 0 R TIY
0 inauiy Requested Open-New | 12345661680200 01030101 BRAKEY THING ED1344 123456 1 wonms EA o1 el
@ovw Open-New | M6775261680201 001030101 BRAKEY THING 67752 w7752 1 061712026 |EA n Drane0 32023
Closed
Selected 03 « <« @ Page 1 ot > 50 < temsperpage

1-30f3tems
All Requisitions
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Add a New Customer Requisition

Navigation

+ Add
MATERIEL MGMT > Customer Requisition > > New Customer Requisition page

Procedures

Add a Customer Requisition

Selecting  © "~ at any point of this procedure removes all revisions and closes the page.

Selecting " | retains the information and returns to the previous page. Bold numbered
steps are required.

+ Add
1. Select . The New Customer Requisition page displays, open to the Requisition
Details step.

1. Requisition Details 2. Order Information 3. Loan Details 4. Requisition Codes 5. Contact Details

Requisition Details

A. Enter the Ordered By (DODAAC / RIC) in the field provided. This is a 6 alphanumeric
character field.

B. Enter the Ship To (DoDAAC / RIC) in the field provided. This is a 6 alphanumeric
character field.

C. Enterthe Owning ICP (DODAAC /RIC) in the field provided. This is a 6 alpha-
numeric character field.

D. Use ¥ or  toassist with the STock NBR entry. This is a 15 alphanumeric char-
acter field.
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Next >
2. Select - The Order Information step appears.

1. Requisition Details 2. Order Information 3. Loan Details 4R 5. Contact Deta
Order Information
Al flelds marked with an asterisk are required
Document Number Stock Number 1338011010002 “ Quantity
tem Description SHUTTLE Unit Of Issue.
Status 0-Open
* Condition Code + | Unit Price

* Priority Designator

Instructions
Optio

Help Reference Guide

v
4| *Required Delivery Date g

EA-Each * Date Received 21112026 g
$10,000,000.00 Deliver Not Before Date )
v

v
A. Use to select the Priority Designator.
k.
B. Use to select the Condition Code.
Y
L

C. Use to choose the Quantity.

D. Use @ to select the Required Delivery Date, or enter the date (MM/DD/YYYY) in

the field provided.

E. Use @ to select the Date Received, or enter the date (MM/DD/YYYY) in the field

provided.

3. Select m The Loan Details step appears.
1. Requisition Details 2. Order Information 4. Requisition Codes 5. Contact Details

Loan Details

Alfelds are optional.
Loan Code - Contract Number

Loan Estimated Return Date

T
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Next »
4, Select - The Requisition Codes step appears.

1. Requisition Details 2. Order Information 3. ltem Details 4. Requisition Codes 5. Contact Details

Requisition Codes

Al fields marked with an asterisk are required.

Advice Code v | Project Code * Demand Code R - Recurting Demand -
*Media & Status Code . | Purpose Code . *FundCode
* Signal Code M- No billing required (free. . | Distribution Code Reason Code

b J

A. Use to select the Media & Status Code.

k4

B. Use to select the Signal Code.

kA
C. Use to select the Demand Code.

D. Enterthe Fund Code in the field provided. This is a 2 alphanumeric character field.

Next » .
5. Select - The Contact Details step appears.
1. Requisition Details 2. Order Information 3. Iltem Details 4. Requisition Codes

Information Point of Contact v Authorized Representative v

All fiefds are optional. Al fieids are optiona,

POC Name Phone Number POC Name Phone Number
Email Intemational Phone Email International Phone
DSN Fax Phone DSN Fax Number

»" Finigh
6. Select - to save the new Requisition record. The New Customer Requisition
page shows the Requisition Number and three options to proceed.
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v Requisition 10123456789102 has been added

Requisition Tasks

View all reguisitions
View all cusfomer requisifions

Review requisition 10123456789102
Review recently added customer reguisition

Add new customer reqguisition
Create a hew cusfomer reguisition
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Review a Customer Requisition

Navigation
N . ) Review
MATERIEL MGMT > Customer Requisition > (desired record) > > Cus-
tomer Requisition Review page
Procedures
Review the Customer Requisition Request
Selecting " at any point of this procedure removes all revisions and closes the page.
Selecting * " retains the information and returns to the previous page. Bold numbered

steps are required.

1.  Click to select the desired entry. The Customer Requisition request is highlighted, and

Review
© becomes available.

@ Review . . :
2. Select . The Customer Requisition Review page displays, open to the

Details tab.
A. Select the Order Information panel.

Details Destination Contact Info History Action ~

Order Information ~
Document Number JMN12345672299 Stock Number 0001000445808 Requested Quantity 1EA Required Delivery Date 0741072026
Date Received 071082026 Item Description COOL FANS INSTL/AF Priority Designator o1 Deliver Not Before

Status Open- New Condition Code A-Svedl(wio Qual) Unit Price 5100 Project Code

B. Select the Quantity Status panel.
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I. Andtheinventory comes from an MRO:

a. If the Req Stage is New:

Quantity Status (1 remaining)

R

New MRO
Select RSA Name RSA DoDAAC RSAID Owning DoDAAC Condition Code Project Code Purpose Code Contract Number Available Qty
O GRANITE B90999 NOD018 A 0
@] MIAMI WS1INTE NODO19 A i

* Select Quantity 1

4r

[ooe

Ak

i Use to choose the Select Quantity.
II. Andthe inventory comes from a Serialized MRO:

New Serialized MRO

Search Criteria
Serial Number RSA DoDAAC v
Condition Code v Project Code -
Purpose Code v Q, search | (%) Reset

Serial Numbers £ Grid Options v || + Select

Serial Number Y RSA DoDAAC Y RSAID Y Owning DoDAAC Y Cond Cd Y Pijcd Y Purpose Cd Y Contract Nbr Y

Selected 0/0 W) <)@ Page/0 |oro (» ) m 50 v | ftems perpage Noitems to display ()
Selected £ Grid Options ¥ | % Remove

Serial Number Y RSADoDAAC Y RSAID Y Owning DoDAAC Y Cond Cd Y Pricd Y Purpose Cd Y Contract Nbr Y|

Selected Mo ﬂ‘ Page 0 of 0 » I m 50 v  items per page Mo ftems to display ()

=

III.  Andthe inventory comes from a DVD:
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DVD Order Information
Stock Number: 1111222233334 tem Description: MEDICAL SHOES Quantity: 11 Unit of Issue: PR Unit Price: $50.00

Quantity " * Contract Number
Delivery Order Number Unit of ssue = Uritp
Contract Line ftem Acceptance . Inspection
Supplier Type CAGE Supplier Cage Required Delivery Date &
Shipper Type e . shipper Cage Est Shipment Date P
Overage % Underage % . Dollar Variance
Certicate Of Conformance "o . Certficate Of Qualty Conformance o

Y
i Use " tochoose the Quantity.
ii. Enter the Contract Number in the field provided. This is a 13 alphanumeric
character field.
ik

ii. Use v to choose the Unit Price.

IV. Andtheinventory comes from a Backorder:
Quantity Status (2 remaining)

New Backorder

*RSA DoDAAC =

*Owning DoDAAC =

*Condition Code 5
* Estimated Ship Date

i

* Select Quantity A

i

Purpose Code =

Project Code

Cancel Save
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i. Use to select the RSA DoDAAC.

h 4

ii. Use to select the Owning DoDAAC.

v
iii. Use to select the Condition Code.

iv. Use @ to select the Estimated Ship Date, or enter the date (MM/DD/YYYY) in
the field provided.

ry
V. Use ' tochoose the Select Quantity.

Save
vi.  Select - The Backorder saves, and the panel changes to show the inform-
ation.

b. If the Req Stage is In Progress:
I. And the requisition comes from an MRO:

Quantity Status (0 remaining)

MRO - HP000200871201-B 7

RSA DoDAAC Estimated Ship Date Owning DoDAAC Contract Number
E00990 3/30/2020 NO0D19

Condition Code Project Code Purpose Code Stock Number

A 1005000032251
Trans Account Code

Selected Quantity Planned Quantity Denied Quantity Shipped Quantity Canceled Quantity

3EA 3EA 0EA 0EA 0EA

II. And the requisition comes from a Backorder:
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Quantity Status (0 remaining)

Backorder - H9216522645MF3 -
RSA DoDAAC Stock Number

CENOO1 1005000032251

Owning DoDAAC Estimated Ship Date

NE8S69 9/27/2023

Condition Code Backordered Quantity

A 1EA

Purpose Code Project Code

null null

C. If the Req Stage is Closed:
I.  Andthe requisition comes from an MRO:

Quantity Status (0 remaining)

MRO - HP000210701202 ot
RSA DoDAAC Estimated Ship Date Owning DoDAAC Contract Number

WI1INTE 342021 NO0D19

Condition Code Project Code Purpose Code Stock Number

A VAS50096ISOXLG

Trans Account Code

Selected Quantity Planned Quantity Denied Quantity Shipped Quantity Canceled Quantity
30 BX. 0BX 0BX 30BX 0BX

TCN Shipped Date

44444444444444444 3mrzo21

II. And the requisition comes from a Backorder:

10
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Quantity Status (0 remaining)

Backorder - H9216522645MF3

RSA DoDAAC
CENOO1

Owning DoDAAC

NGB269

Condition Code

A

Purpose Code

null

d.

Loan Details

Contract Number
Delivery Order Number
Loan Start Date

Loan Estimated Return Date

Requirements

Advice Code Program

Media & Status Code 0-No Sts to RONR or SUPADD O/T

Mand Ship Sts to Ship To by DMS

Purpose Code

Demand Code

Signal Code A- Requisitioner (p 30-35)

PSDID

C. Select the Destination tab.
Details Destination Contact Info History
Shipping Information
Ship To DeDAAC WH14FX0  Ship To
Address

L |

=

Ll
ik

T

-

Stock Number

1005000032251

Estimated Ship Date

9/27/2023

Backordered Quantity
1EA

Project Code

null

Select the Loan Details panel.

Loan Code

Loan Reason

Select the Requirements panel.

Fund Code o
Reason Code
,\ Special Rquirements
v Billing Information
W78T 54TH TRP CMD Bill To DoDAAC Bill To RIC
/i
722 RIVERWOOD DR WA4EXD

PEMBROKE NH 03275-0000
PEMBROKE US 03275-0000
UsA

11
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Order Instructions
Distribution Code

PMR Sent To

Bill To
Address

W8T 54TH TRP CMD

722 RIVERWOOD DR
PEMEROKE NH 03275-0000
FEMBROKE US

USA
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D. Select the Contact Info tab.

a. Select the Ordered By Information panel.

Details Destination | Contact Info History Action ~

Ordered By Information v

Ordered By DoDAAC W14FX0  Ordered By RIC Ordered By Address W8T 54TH TRF CMD
722 RIVERWOOD DR
PEMBROKE NH 03275-0000
PEMBEROKE US

USA
b. Select the Information Point of Contact panel.
Information Point of Contact v
POC Name Phone
Number
Email
International
Phone
DEN
Fax
Number

C. Select the Authorized Representative panel.

12
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Authorized Representative g
POC Name Phone
Number
Email
International
Phone
DSN
Fax
Number

d. Select the Named Entities panel.

Named Entities v
DoDAACIRIC |dentifierCode Receiving Status
WA4FXD ST
VWA4FX0 CE

E. Select the History tab.

Y ProcesseapuTm Y| Process Status ¥ DocNor Y Documentld Desc. Yisumics  YiRepotTpecd  YSwckNe Yoy  Yconscd  Y|Doumentid Y MessageFrom Y CopyAddess Y Message ® Y

nnnnnnnnnnnn

nnnnnnn

.
selectedos < @) Pese 1 ot > m o W < > w50 v temsperpage 1-3013tems G

a. Review the DLMS Transactions grid.

F. Select the All Customer Requisitions hyperlink. The Review Customer Requisition
page closes and returns to the Customer Requisition page.

|
3. Select . The Action dropdown appears.

13
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A. Choose Refer Requisition. The Refer Requisition pop-up appears.

Refer Requisition X
Enter RIC of the Referrad ICP

Entera RIC..

-+ Refer
B. Choose Reject Requisition. The Reject Requisition pop-up appears.
Reject Requisition S i

Reject Requisition
Reject Code

(9 Reject

C. Choose Cancel Requisition. The Cancel Requisition pop-up appears.

Cancel Requisition X

* Quantity to Cancel 10

+ Confirm Cancel

a. Use to choose the Quantity to Cancel.

b.  Select . The requisition is changed to "Closed - Canceled".

4 b

4p

14
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