Enterprise Logistics Management System

Help Reference Guide

Overview

The Warehouse Management module Contract process provides the ability to add, update,
delete, or view Contract information.

Contracts must be associated with a Contractor, and the Contractor information must be com-
plete before any Contracts can be added.

The Contract Record is stored at the Program Management level, along with the Contractor
Record. The one contract record is used throughout the Materiel Management and Warehouse
Management modules, therefore the records must be unique throughout ELMS.

Navigation
MASTER DATA MGMT > Contract > Contract page

Procedures

Search for a Contract

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 of the following optional
fields.

Instructions

Search Critenia

Contract Nbr Contractor All v
Divry Order Nbr

Contract Desc Contract Type Cd | All v
Start Dt i Expiration Dt T

Q, Search | | (*) Reset
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C, Search

2. Select to display the search results.

@

Contract £x Grid Options ¥ | + Add

4§ contractor Y Contract Type Cd Y ContractNor + Y Non-DeD Contract Nbr 'Y Divry Order Nor Y Contract Desc Y Start Dt Y Expiration Dt b {
> (] 1BPG1 - JEDI TEMPLE/MASTER KNIGHTS | N - Non DoD MB775012BENPG BELNPG123 BNPG BUYING AND SELLING | 05/04/2016 121302022
Selected 011 M <« 1 Y Page 1 of 1 > ¥ “ « > » 50 w | items per page 1-1o0f1items O
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Add a Contract

> Add Contract pop-up window

Navigation
MASTER DATA MGMT > Contract >
Procedures
Add a Contract
cance at any point of this procedure removes all revisions and closes the

Selecting
page. Bold numbered steps are required.
. The Add Contract pop-up window displays, with the Contract Info Tab

1. Select
available.
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Add Contract x

Instructions b

Confract Info POC Info

Contract
* Contract Type Cd * Conftractor
Select an ltem v Select an item v

* Contract Nbr

Contract Desc : Divry Order Nbr

Start Dt Expiration Dt
& r

[ Manage Stock Nbrs

Add ! Edit Remarks

® Cancel

k4

A. Use to select the Contract Type Cd.

B. Enter the CONTRACT NBR in the field provided. This is a 13 alphanumeric character
field.

C. Click LI to select Manage STOCK NBRS. The Stock Numbers tab appears, allowing
this Contract to only work with specific stock numbers.

Add Contract X

Instructions v

Contractinfo = POC Info | Stock Numbers

Associated Stock Numbers €2 Grid Options v |+ Add Stock Nbris)

Al Stock Nbr ltemn Desc i
Selected 0/0 <) 4 Page| 0 |0t (» )(m ) ) )(» )(m 50 v iftemsperpage  Noftemstodisplay ()
(© Cancel
v
D. Use to select the Contractor.
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. —
Select w The new Contract record is saved, and appears in the Contract results
grid.

OR
Select the POC Tab. The tab opens to the Contract POC Details section.

A. Enter the information in the Contract POC Details section.

Add Contract x
Instructions -

Contract Info | POC Info

Contract POC Details
Admin Contact Point Country
- * - NFA -
Issuing
Phone Nbr Address Line 1
Property Admin
DSN Nbr Address Line 2
Fax Nbr City
Email Address State
* - State Cd Mot Applicable w
Zip Cd
Add ! Edit Remarks

& Cancel

Select - The new Contract record is saved, and appears in the Contract res-
ults grid.
OR

Select the Admin POC Details section.
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' add Contract x
Instuctans -

Contract info ~ POCInfo  Stock Numbers

Contract HAudrmin
Adrin DoDaAC
Is5uing
Property Admin PFOC Detaits
Contact Paint Country
" NIA L
Phone HNbr Address Line 1
DSN Nbr Address Line 2
Fax Nbr City
Email Address State
" - Stake Cd Mot Applicable L
Zip Cd
Add § Edit Remarks
© caee

Select - The new Contract record is saved, and appears in the Contract res-
ults grid.
OR

Select the Issuing POC Details section.
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| Add Contract x-
Instructions -

Contract info =~ POC Info

Contract Issuing
Adrnin Do
Izsuing
Propesty Admin FOC Dataits
Contact Point Country
" e N w
Phone Mbr Address Line 1
DEN Hbr Address Line 2
Fax Nbr City
Email Address State
* - Slake Cd Mot Appicable w
Zip Cd
Add ! Edit Remarks
© cane

Select - The new Contract record is saved, and appears in the Contract res-
ults grid.
OR

Select the Property Admin POC Details section.
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Add Contract x
Instructions L 4

Confract info | POC Info

Contract POC Details
Admin Contact Point Country
. - MNiA -
Issuing
Phone Nbr Address Line 1
Proparty Admin
DSHN Nbr Address Line 2
Fax Nbr City
Email Address State
- State Cd Nol Applicable v
Zip Cd
Add ! Edit Remark
B2 oo
+ Add . .
E. Select . The new Contract record is saved, and appears in the Contract res-
ults grid.
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Update a Contract

> Update Contract pop-

Navigation
MASTER DATA MGMT > Contract > [ (desired record) >

up window

Update a Contract
Cancel
Selecting ®
page. Bold numbered steps are required.
. . L /' Edit
1. Click I to select the desired entry. The Contract is highlighted, and
Attachments L) Hist
é ,and CRET become available.

i@ Copy
. The Update Contract pop-up window displays, with the Contract Info

4

Procedures
at any point of this procedure removes all revisions and closes the
¥ Delete

/

Edit
2. Select s
Tab available.
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Update Contract ¥
Instructions -

Contract Infe  POC Info  Stock Mumbers

Contract
* Contract Type Cd * Contractor
0 - DaD - 09876 - ACME -
* Contract Nbr
W24ICM12GAK22
Contract Desc Divry Order Nbr

;r-mse CLICKER

Start Dt Expiration Dt

£ &
Manage Stock Nbrs
Attachments
No attachments found i Attach..

Add ! Edit Remark

S Cancel

v

A. Update the Contract Type Cd, using to select the desired code.

B. Update the CONTRACT NBR, entering the revised number in the field provided. This is
a 13 alphanumeric character field.

C.  Verify the Manage STock NBRS contains the appropriate *1 or L1, The Stock Num-
bers tab appears, allowing this Contract to only work with specific stock numbers.

10
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Update Contract X
Instructions

v

Contract Info POC Info Stock Numbers

Associated Stock Numbers £ Grid Options * | 4 Add Stock Nbr(s)

0 A Stock Nbr ltem Desc Y|
O 041618JOP001 | MOON RING
Selected 0/1 )4 rm Page 1 of 1 T L e o L [ 50 v | items per page 1-1oftitems

=

v
D. Update the Contractor, using to select the desired name.

Select . The revised Contract record is saved, and in the Contract results grid.

OR

Select the POC Tab. The tab opens to the Contract POC Details section.

11
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A.  Verify the information in the Contract POC Details section.

II|"""----..__“_

Update Contract x
Instructions -

Contract info = POCInfo = Slock Numbers

Contract POC Details
Admin Contact Point Country
: o 1 -
Issuing
Phone M Address Line 1
Property Admin
DSN Nbr Address Line 2
Fax Nbr City
Email Address State
* - Slate Cd Mot Applicable L
Zip Cd

Add ! Ramark

" Update oL

Select . The revised Contract record is saved, and in the Contract results

grid.
OR

Verify the information in the Admin POC Details section.

12
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FuPdm_ﬂnnﬂ'&nt x’
Insbructicons ¥

Contract info ~ POC Info Stock Numbers

Contract

Admin
Admin DoDasc
I55uing
Praperty Admin POC Details
Contact Point Country
" = el v
Phone Mbr Address Line 1
DSN Nbr Address Line 2
Fax Mbr City
Email Address State
* - Stabe Cd Not Applicable -
Zip Cd

Select . The revised Contract record is saved, and in the Contract results

grid.
OR

Verify the information in the Issuing POC Details section.

13
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FuPdm_ﬂnnﬂ'&nt x’
Instructicons w

Contract info ~ POC Info Stock Numbers

Contract v
Adrmin DoDasc
Is5uing
Fraperty Admin POC Detaits
Contact Point Country
" = el v
Phone Mbr Address Line 1
DSN Nbr Address Line 2
Fax Mbr City
Email Address State
* - Stabe Cd Not Applicable -
Zip Cd
! Bemark

Select . The revised Contract record is saved, and in the Contract results

grid.
OR

Verify the information in the Property Admin POC Details section.

14
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Update Contract *
Instructions "

Contract info | POC Info = Stock Numbers

Contract FOC Details
Admin Contact Point Country
: * - NIA -
Issuing
Phome N Address Line 1
Property Admin
DSN Nbr Address Line 2
Fax Nbr City
Email Address State
* - Slate Cd Mot Applicabde L
Zip Cd

" Update Jlo el 0l

E. Select
grid.

. The revised Contract record is saved, and in the Contract results

15
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Add Attachments to a Contract

Navigation

) & Attachments
MASTER DATA MGMT > Contract > [ (desired record) > > Attachments

for CONTRACT NBR pop-up window

Procedures

Attach a Document to a Contract

Cancel
Selecting © at any point of this procedure removes all revisions and closes the

page. Bold numbered steps are required.

. . o # Edit % Delete
1. Click L] to select the desired entry. The Contract is highlighted, and , ,

(B Copy @ & Attachments (© History
and

/ 7/

become available.

& Attachments )
2.  Select . The Attachments for CONTRACT NBR pop-up window appears.
Attachments for Contract Nbr: M6700413D0002 x
Instructions v
Mo attachments found @ Aftach._
fl Attach

3. Select . The Attach Files pop-up window appears.

16
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Attach Files *®
Instruchons -
* Attachment
@ Browie
Desc
B Primary
=
r— Allachments
Harme Dersc
X Close Window
@ Browse. ] i ]
4, Select . The Windows Choose File to Upload pop-up window appears.
Open ) ] )
5.  Select . The Choose File to Upload pop-up window closes, and the file
name appears in the top file list.
{=] Attach... ) ) o
6. Select . The file name appears in the bottom file list.

7. Repeat Steps 4 - 8 to attach multiple documents.

8. Select the desired © in the Primary column. The designated attachment, © s the Primary
Attachment.

¥ Close Window

9. Select . The Attach Files pop-up window closes, and the file appears in
the Attachments for CONTRACT NBR pop-up window.

10. Select ** . The Attachments for CONTRACT NBR pop-up window closes.

17
® Defense Logistics Agency (DLA) ELMS Helpdesk

'l l_;' Logistics Catalog and Data Solutions (LCDS) . 1-844-843-3727
”"[” Unclassified




ﬂlﬁﬁh""-u..l'___‘_____ﬂ
Help Reference Guide

Copy a Contract
> Add Contract pop-up

@ Copy

Navigation
MASTER DATA MGMT > Contract > [ (desired record) >

window
Procedures
Copy a Contract
| @ Cancel . | .
Selecting at any point of this procedure removes all revisions and closes the
page. Bold numbered steps are required.
) ) o # Edit X Delete
1. Click L] to select the desired entry. The Contract is highlighted, and , ,
(B Copy @ & Attachments (© History ,
, ,and become available.
(B Copy . . .
Select . The Add Contract pop-up window displays, with the Contract Info Tab

2.
available.
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Add Contract 4

Instructions v

Contract Info POC Info Stock Mumbers

Contract
* Contract Type Cd * Contractor

D-DoD v 09876 - ACME x
* Contract Nbr

W24JCM12GAKZ22
Contract Desc Divry Order Nbr

MOUSE CLICKER
Start Dt Expiration Dt

£ B

Manage Stock Nbrs

Add / Remark

& Cancel

A. Update the Contract Type Cd, using to select the desired code.

B. Update the CONTRACT NBR, entering the revised number in the field provided. This is
a 13 alphanumeric character field.

C.  Verify the Manage STock NBRS contains the appropriate *1 or L1, The Stock Num-
bers tab appears, allowing this Contract to only work with specific stock numbers.

Add Contract x

Instructions

Contract Info POC Info Stock Numbers

Associated Stock Numbers £ Grid Options * | 4 Add Stock Nbr(s)

O Al Stock Nor Iltem Desc o
O & 041618J0P001 | MOON RING
Selected 0/1 ‘- * Page 1 of 1 ST T T ST 50 v  items per page 1-1of1items &

(® cancel
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+ Add Stock Nbr(s)

a. Select . The Stock Nbr Browse pop-up window appears.

W Select .
b. Choose next to the desired Stock Number. The Stock Number

appears in the Associated Stock Numbers grid, and itis a 15 alphanumeric char-
acter field.

v

D. Update the Contractor, using to select the desired name.

Select - The copied Contract record is saved, and appears in the Contract results
grid.

OR
Select the POC Tab. The tab opens to the Contract POC Details section.
A.  Verify the information in the Contract POC Details section.

Add Contract x
Instructions -

Contract info = POCInfe | Slock Numbers

Contract POC Details
Admin Contact Point Country
: o 1 -
Issuing
Phome M Address Line 1
Property Admin
DSN Nbr Address Line 2
Fax Nbr City
Email Address State
* - State Cd Mot Applicabde L
Zip Cd

Add ! Edit Remark

(& Cancel
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Select w The copied Contract record is saved, and appears in the Contract

results grid.

Verify the information in the Admin POC Details section.

Country

" s A L4
Address Line 1
Address Line 2
City
State

. Babn O Mot Arolicab
- obdbe Cd Mol Applicaiie L

Zipca

Select - The copied Contract record is saved, and appears in the Contract

OR
B.
Add Contract
Instructions
Contract info ~ POCInfo | Stock Numbers
Contract Admin
Admin DoDAAC
|55Uing
mm Admin FC'C Dﬂa#
Contact Point
Phone Mbr
DSM Hbr
Fax Nbr
Email Address
! Femark:
©cma
results grid.
OR
C.

Verify the information in the Issuing POC Details section.

T
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Fn&ﬁ Contract :-:-
Ingtnactions -

Contract info ~ POCInfo | Stock Numbers

Contract fesuing
Admin DoDAAC
Issuing
Froperty Admin POC Detaits
Contact Point Country
"= NIA, ™
Phone Mbr Address Line 1
D&N Nbr Address Line 2
Fax Mbr City
Email Address State
" - State Cd Mot Applicabie -
Zip Cd
1 Edil Ramadk:

Ocms

Select - The copied Contract record is saved, and appears in the Contract

results grid.
OR

Verify the information in the Property Admin POC Details section.

22
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Instructions

Contract info ~ POC Info

Contract
Admin
Issuing

Proparty Admin

© cance

FOC Details
Contact Point

Phome N

DSH Nbr

Fax Nbr

Email Address

Stock Numbers

Help Reference Guide

*

-

Country
* - WA -

Address Line 1

Address Line 2

City

State

* - State Cd Mot Applicable b

Zip Cd

E. Select . The copied Contract record is saved, and appears in the Contract

results grid.

T

Unclassified




[~

2X-1IMS

Enterprise Logistics Management System

Help Reference Guide

Delete a Contract

Navigation
¥ Delete
MASTER DATA MGMT > Contract > [ (desired record) > > Delete Contract pop-
up window
Procedures
Delete a Contract
, ® Cancel ) , o
Selecting at any point of this procedure removes all revisions and closes the
page. Bold numbered steps are required.
) ) o # Edit X Delete
1. Click L] to select the desired entry. The Contract is highlighted, and , ,
(B Copy @ & Attachments (© History ,
, ,and become available.
X Delete .
2. Select . The Delete Contract pop-up window appears.
Delete Contract x
Instructions v
— Delete Contract

Are you sure you want to delete this Contract and any associations?
History Remarks

X Delete  ( Cancel

» Delete
3. Select . The Contract record is removed from the Results grid.

24
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View the Contract History

Navigation
. @ History )
MASTER DATA MGMT > Contract > [ (desired record) > > History for
CONTRACT NBR pop-up window
Procedures
View the Contract History
, ® Cancel ) , o
Selecting at any point of this procedure removes all revisions and closes the
page. Bold numbered steps are required.
) ) o # Edit X Delete
1. Click [ to select the desired entry. The Contract is highlighted, and , ,
C Attachments L) Hist
& Copy , ¢ ,and TGS become available.

@ History . i ]
2. Select next to the desired entry. The History for CONTRACT NBR pop-up win-
dow appears.

History for Contract Nbr: W24JCM12GAK22
Instructions

Contract History ¢ Grid Options v
Operation Y Last Transaction DvTm | Y LastUpdated By Y Contractor Y Contract Type Cd Y ContractNbr Y Non-DoD Contract Nbr Y Divry Order Nbr Y Contract Desc Y StartDt Y ExpirationDt Y

4 »
Updated 11114/2022 1:46:11 PM STURNER24 09876 - ACME |D-D-DoD W24JCM126AK22 D-DoD

Created 07/06/2022 2:00:38 FM KLINEG 09876 - ACME | D-D - DoD W24JCM126AK22 D-DoD

4 L
Selected 0/2 W)l 4 @ Page| of 1 STV T T T T W 50 w  ilems per page 1-20f2items ()

A. The information regarding the contract record automatically populates and is not
editable.

B. Select ** to close the pop-up window.

25
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