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STORES Catalog — Vendor User Guide Introduction

Introduction

Application
STORES Catalog is an application designed to allow qualified users to create catalogs for export to STORES.

User Guide

The STORES Catalog Vendor User Guide was designed to describe the functionality of the STORES Catalog to
vendors and guest vendors and to assist them in accessing this functionality.

STORES Catalog Basics
Prerequisites for accessing STORES Catalog:

e All STORES Catalog users must have a valid email address. Email notifications are the central form of
communication for account creation and maintenance throughout the system.

o All persons wishing to establish an account in the STORES Catalog system must submit a new account request
form online. The request form is available via a link on the STORES Web Log On screen (refer to Chapter 1).

e Each user must ensure that his or her account contact information is accurate and current when using the My
User Information screen available via a link on the STORES Catalog Main Menu screen.

e Passwords are valid for only sixty (60) days from their creation date, and must be changed prior to expiration. A
notification on the Main Menu screen informs users of an impending password expiration starting ten (10) days
prior to expiration. This does not apply to users who are not required to use a password.

e Accounts are automatically inactivated when a password expires (only applies to password-required accounts),
when the account has been inactive for thirty (30) days or when a user has three consecutive failed logon
attempts. To be reactivated, a user must submit a reactivation request.
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Roles

This guide is written for vendors. There are two vendor roles available in STORES Catalog. These roles along with
their privileges are:

1. Vendor who can:
e Modify an assigned active production catalog.
e View an assigned production catalog.
e Edit and view an assigned baseline catalog.
e Accept DLA Standards for an item where applicable.
e Change an assigned catalog’s status from Vendor Ready to Review Ready.
e Download an assigned baseline catalog.
e Download an assigned production catalog.
e Generate catalog reports for assigned contracts.
e View master stock numbers.
e Access Master Catalogs.
e Download the Vendor User Guide.

e Access and edit his/her contact information.

2. Guest Vendor who can:
e View an assigned production catalog.
e View assigned baseline catalogs.
e Generate catalog reports for assigned baseline contracts.
e View master stock numbers.
e Access Master Catalogs.
e Download the Vendor User Guide.

e Access and edit his/her contact information.

3. Manufacturer who can:
e Access Master Catalogs.

e Access and edit his/her contact information.

A user may be assigned the role of ‘Vendor’ for one or more catalogs and of ‘Guest Vendor’ for one or more different
catalogs. A user may have only one role per catalog.

General Considerations
Browsers: The recommended browser is Microsoft® Internet Explorer®.

Timing out: For both security and system streamlining, STORES Catalog has been set to “time out” after 30
minutes of non-use. It is important to save any changes you make (typically by clicking the Save button). This
ensures that your work is retained in the system for future use.
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Customer Assistance
If you need assistance with information contained in your catalogs, please contact your account manager.

If you need assistance with the STORES Web application, please contact the appropriate STORES Help Desk:

CONUS (Philadelphia) COM: 888-755-4756

Email dlacontactcenter@dla.mil

OCONUS Europe DSN: 324-206-9685 COM: +49-631-71069685 Cell: +49173-384-1835
Europe/Africa Email dlatsstorehelp@dla.mil

OCONUS Pacific DSN: 315-243-3874  COM: +81-46-8163874

Email

For a list of STORES POC's (CONUS) see the URL below:
http://www.dla.mil/TroopSupport/Subsistence/Foodservices/Regions/CONUS.aspx

For a list of STORES POC's (OCONUS) see the URL below:
http://www.dla.mil/TroopSupport/Subsistence/Foodservices/Reqions/OCONUS.aspx

Troubleshooting

1. Compatibility
Depending on your particular IE browser settings, some windows may not display correctly (text may overlap), as
shown below under Contract Information:

Contract Information

2 RERTT

 Hent@skiiasmbainber:
Effective Date:

This may indicate a possible compatibility view problem. To correct, click the Compatibility View icon at the top of
your |IE browser:

,
EE:

a

If the problem was due to a compatibility issue, this should have solved your problem. If the issue persists, contact
the STORES Help Desk.

2. Crystal Reports
In order to have a clean browser history for the reports returning results using Crystal Reports, users should delete

browsing history from Internet Explorer. The user selects Tools (Sprocket Icon ) followed by Internet Options
and on the General Tab select the Delete button under Browsing History. A Delete Browsing History pop up will be
presented with a 'Delete’ button to select. Once selected the pop up will close, select OK on the Internet Options pop
up, then close the browser. Once the user reopens the browser and returns to STORES they should be able to
export the report results. In the event problems persist, the user may also select the keyboard combination of
"Control + F5" the browser will refresh and the issue with exporting results will be resolved.
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Delete Browsing History X

Preserve Favorites website data
Keep cookies and temporary Internet files that enable your favorite
websites to retain preferences and display faster.

Temporary Internet files and website files
Copies of webpages, images, and media that are saved for
faster viewing.

Cookies and website data
Files or databases stored on your computer by websites to save
preferences or improve website performance.

History
List of websites you have visited.

Download History
List of files you have downloaded.

[] Form data
Saved information that you have typed into forms.

Passwords
Saved passwords that are automatically filled in when you sign
in to a website you've previously visited.

Tracking Protection, ActiveX Filtering and Do Not Track ¢
A list of websites excluded from filtering, data used by Tracking
Protection to detect where sites might automatically be sharing details
about your visit, and exceptions to Do Not Track requests.

@ some settings are managed by your system administrator.

About deleting browsing Delete

history
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Chapter 1. STORES Catalog Basics

The Log On screen for STORES Catalog is located at the following Internet address:
https://www.stores.dla.mil/stores web.

STORES Log On Screen (first page)

UNCLASSIFIED SENSITIVE

Fah DEFENSE LOGISTICS AGENGY ) QR

'waf*gtt"' ll‘
i ke

Troop Support

Terms of Use

You are accessing a U.S. Government (USG) information system (IS)
that is provided for USG-authorized use only.

By using this IS (which includes any device attached to this IS), you consent to the following conditions:

» The USG routinely intercepts and monitors communications on this IS for purposes including, but not limited to, penetration testing, COMSEC
monitering, network operations and defense, personnel misconduct (PM), law enforcement (LE), and counterintelligence (Cl) investigations.

» At any time, the USG may inspect and seize data stored on this IS.

» Communications using, or data stored on, this IS are not private, are subject to routine monitoring, interception, and search, and may be disciosed
or used for any USG-authorized purpose.

* This IS includes security measures (e.g., authentication and access controls) to protect USG interests —not for your personal benefit or privacy.

* Notwithstanding the above, using this IS does not constitute consent to PM, LE or Cl investigative searching or monitoring of the content of
privileged communications, or work preduct, related to personal representation or services by attorneys, psychotherapists, or clergy, and their
assistants. Such communications and work product are private and confidential. See User Agreement for details.

i 1Accept These Terms |

UNCLASSIFIED SENSITIVE

You must accept the DoD Terms of Use before you can log on to STORES.
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UNCLASSIFIED SENSITIVE

DEFENSE LOGISTICS AGENGY ) | ¢

Troop Slllllllllt
Séliﬁb sten

IMPORTANT NOTICE
Department of Defense (DoD) Public Key Infrastructure (PKI)
DoD has mandated that all personnel who access DoD systems must use PKI for all private web-enabled applications.
You are required to have a DoD-approved Common Access Card (CAC) or External Certificate Authority (ECA) certificate to access this site.
To learn who to contactto obtain a DoD -approved certificate go to

UserID: |

I Certificate Log On l \ Non-Certificate Log On

Need an account created for yourself? New Account Request Form

Need certificate info? Certificate FAQ (PDF)  Certificate FAQ (Word)
Need assistance? Contact the STORES Help Desk

or your area Regional Manager from either DLA Troop Support's CONUS or OCONUS sites.
Have comments about STORES? Let us know! Complete the ICE survey today.

UNCLASSIFIED SENSITIVE
Object Function
User ID A field for entering your STORES Catalog User ID (not case sensitive).
Certificate Log On A button that allows you to log on to STORES Catalog using a certificate.
Non-Certificate Log On A button for logging on if you are exempt from using a certificate.
New Account Request Form A link to start the process of creating a new STORES account if you do
not have one.
Certificate FAQ A link to information about obtaining, installing, and logging on to STORES
using a certificate.
STORES Help Desk A link to display numbers and the email address for getting help using
STORES.
CONUS A link to the Food Services section of the DLA Web site within the
continental United States.
OCONUS A link to the Food Services section of the DLA Web site outside the
continental United States.
ICE A link to an Interactive Customer Evaluation (ICE) form allowing you to
enter comments about STORES and respond to the online survey.
STORES Catalog 6 September 2019
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1.1: Log on to STORES Catalog

The process for logging on to STORES Catalog varies somewhat depending on one or more of the following
factors:

e You are activating an account.

e You are exempt from using a certificate.

e You are required to use a certificate.

e You are logging on for the first time with a certificate.

For information about obtaining a certificate and installing it on your computer, click the Certificate FAQ link on
the Log On screen.

1.1.1 Path 1: Non-Certificate Log On (Exempt from using a Certificate)

You may use the Non-Certificate Log On path and enter your STORES User ID and a Password to log on if a
STORES security administrator exempted your user account from certificate log on. Any attempt to log on using
this path will fail when a certificate is required. To log on without a certificate, follow the steps below.

STEP/ACTION EXAMPLE
1. Open your browser and type Log On Screen (first page)
https://www.stores.dla.mil/st

ores web UNCUASSIFIED SENSITIVE

DEFENSE LOGISTICS AGENCY  j [ )10
The DoD Terms of Use Troop Support N 4 ) '
display. I an ‘

2. Read the DoD Terms of Use
and click
[ IAccept These Terms |

3 S —

Terms of Use

You are ing a U.S. (USG) ion system (IS)
that is provided for USG-authorized use only.
Th e STO R ES L 0 g O n By using this IS (which includes any device attached to this IS), you consent to the following conditions:
screen d |Sp|ayS (neXt page) . + The USG routinely intercepts and monitors communications on this IS for purposes including, but not limited to, penetration testing, COMSEC

monitering, network operations and defense, personnel misconduct (PM), law enforcement (LE), and counterintelligence (Cl) investigations.

« Atany time, the USG may inspect and seize data stored on this IS

« Communications using, or data stored on, this IS are not private, are subject to routine monitoring, interception, and search, and may be disclosed

or used for any USG-authorized purpose.

+ This IS includes security measures (e.g., authentication and access controls) to protect USG interests —not for your personal benefit or privacy.
Notwithstanding the above, using this IS does not constitute consent to PM, LE or Cl investigative searching or monitoring of the content of

N OT E : YOU cannot p roceed to ;mvneged communications, or work product, related to personal representation or services by attomeys, psychotherapists, or clergy, and their
the LO g On screen un |ess you assistants. Such communications and work product are private and See User Agreement for details.
accept the DoD Terms of Use.

! Accept These Terms |

UNCLASSIFIED SENSITIVE
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STEP/ACTION

EXAMPLE

3. Enter your User ID on the
Log On screen and select

|  NonCertificate LogOn |

The Enter Password screen
displays.

STORES Web Log On Screen (with close-up)

UNCLASSIFIED SENSITIVE

DEFENSE LOGISTICS AGENGV )L
Troop Support. /

YIRS &
ol § 1)

,

*
ol & Babel

IMPORTANT NOTICE
Department of Defense (DoD) Public Key Infrastructure (PKI)
DoD has mandated that all personnel who access DoD systems must use PKI for all private web-enabled applications.
You are required to have a DoD-approved Common Access Card (CAC) or External Certificate Authority (ECA) certificate to access this site.
To learn who to contact to obtain a DoD-approved certificate go to
https: //www.tr: i i dla.mil /pki asp

User>:[ ]

| Certificate Log Or( | l Non-Certificate Log On ‘ ’

Need an account created for yourself? New Account Request Form

Need certificate info? Certificate FAQ (PDF)  Certificate FAQ (Word)
Need assistance? Contact the STORES Help Desk
or your area Regional Manager from either DLA Troop Support's CONUS or OCONUS sites.
Have comments about STORES? Let us know! Complete the ICE survey today.

UNCLASSIFIED SENSITIVE

4. Enter your password.

5. Click to

continue; the Welcome
screen displays (see section
1.1.4 for an explanation of
the information presented).

-OR-

Click to return to

the STORES Log On
screen.

NOTE: You can modify the User
ID before entering the
corresponding password.

Enter Password Screen

UNCUASSIFIED SENSITIVE
— I
CRRR \

) | Pl e

‘@@’
el

DEFENSE LOGISTICS AEENGY
Troon Support - *’

& * vA

Philadelphia DatelTlmé. 6/5/2012 12:39:02 PM
DLA HOME
Enter Password

User ID: iCATALOGUSER

Password: ‘ ‘

Forgot your password? Click Here

DLA HOME

UNCLASSIFIED SENSITIVE

STORES Catalog
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STEP/ACTION EXAMPLE
6. Click Welcome Screen
The Main Menu screen displays WE|CDme

(see Chapter 2).
Last successful log on: 10/25/2011 12:00:00 AM

NOTE: I ihe Flectronic User Last failed log on attempt: 3/22/2011 5:-14:04 PM
greement has not been
accepted or the user was Your password expires: 12/24/2011

reactivated, the user is required
to accept the Electronic User
Agreement again. Your Digital ID exemption expires: 12/31/2011
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1.1.2 Path 2: Certificate Log On the First-time (Digital ID Association Required)

You are required to create an association between a certificate and your User ID the first time you log on to
STORES using the Certificate Log On path. Create an association by following the steps provided below.

When you create an association, the distinguished name on the selected certificate is stored with your account
information as the “Digital ID.” Thereafter, you must use the same certificate/User ID combination to log on. This
association lasts until a STORES account manager or security administrator disassociates the Digital ID from
your account—an action that ordinarily occurs at your request or when your certificate is expired or revoked.
Dissociation requires you to create a new association the next time you use the Certificate Log On path.

IMPORTANT: Always close the browser session after logging off if you want to log on to STORES with a User ID
associated with a different certificate. Otherwise, the last certificate you selected is retained in your browser
session and you will receive a Digital ID Mismatch error when you attempt to log on.

STEP/ACTION EXAMPLE
1. Open your browser and type Log On Screen (first page)
https://www.stores.dla.mil/store
s Web o UNCLASSIFIED SENSITIVE
B DEFENSE LOGISTICS AGENCY  J [ <) 10:)
The DoD Terms of Use R Troop Support " i 7 o
display. SubsistencejTotal Oril ‘ﬁu*
ReceiptElectronic System [STORES]
2. Read the DoD Terms of Use E .
and click Terms of Use
[ 1Accept These Terms |
. You are au.s. (USG) i ion system (IS)
that is provided for USG-authorized use only.
The STO RES LO g Ol’l SCI'een By using this IS (which includes any device attached to this IS), you consent to the following conditions:
d |Sp|ayS (neXt pag e) . + The USG routinely intercepts and monitors communications on this IS for purposes including, but not limited to, penetrat\on testing, COMSEC
monitoring, network operations and defense, personnel misconduct (PM), law it (LE), and counteri (Cl) investigations.

« Atany time, the USG may inspect and seize data stored on this IS.

+ Communications using, or data stored on, this IS are not private, are subject to routine monitoring, interception, and search, and may be disclosed
or used for any USG-authorized purpose.

= This IS includes security measures (e.g., authentication and access controls) to protect USG interests —-not for your personal benefit or privacy.

* Notwithstanding the above, using this IS does not constitute consent to PM, LE or Cl investigative searching or monitoring of the content of

NOT E . YOU cannot proceed to the privileged communications, or work product, related to personal representation or services by attomeys, psychotherapists, or clergy, and their
assistants. Such communications and work product are private and confidential. See User Agreement for details.
Log On screen unless you accept

the DoD Terms of Use.

| Accept These Terms _

UNCLASSIFIED SENSITIVE
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STEP/ACTION EXAMPLE

3. Enter your User ID on the Log On Screen (with close-up)

STORES Log On screen and -
UNCLASSIFIED SENSITIVE

1

select
A7 DEFENSE LOGISTICS AGENGY H 1l & 218 by
Irnnn s_unnnnq o 0 p—s @@‘
R g 5 -

Certificate Log On

a

The Choose a Di gl tal Certificate IMPORTANT NOTICE
. Department of Defense (DoD) Public Key Infrastructure (PKI)
screen d |Sp IayS (n ext pag e) . DoD has mandated that all personnel who access DoD systems must use PKI for all private web-enabled applications
You are required to have a DoD-approved Common Access Card (CAC) or External Certificate Authority (ECA) certificate to access this site.
To learn who to contact to obtain a DoD-approved certificate go to
https: / /www.transacti i dla.mil/d. h /pki_contacts.asp

user>: [ ]

< Certificate Log On j{on-Ceniﬁcate Log On

Need an account created for yourself? New Account Request Form

Need certificate info? Certificate FAQ (PDF)  Certificate FAQ (Word)
Need assistance? Contact the STORES Help Desk
or your area Regional Manager from either DLA Troop Support's CONUS or OCONUS sites.
Have comments about STORES? Let us know! Complete the ICE survey today.

UNCLASSIFIED SENSITIVE
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STEP/ACTION

EXAMPLE

4, Select a valid certificate for
logging on to STORES and

click OK

The Enter Password screen
displays.

not a valid DOD CAC, FBCA, or a
DOD-approved ECA certificate, you
will not be able to log on to
STORES.

NOTE: Depending on your
certificate and the level of security
associated with the certificate, you
may get a pop-up window (not

code, or PIN information. Enter the
requested information and click the
appropriate button to continue.

OTHER AVAILABLE ACTIONS:

dplays genera

help files.

[ View Certificate. .. ] displays specific

information about your certificate.

cancels certificate log

on, which displays the Certificate
Problem screen (not pictured).

NOTE: If the certificate you select is

pictured) requesting password, pass

Choose a Digital Certificate Dialog Box

Choose a digital certificate

Identification

Mame
COMTRACTOR-OME, CO,
Thawte Freemail Member
COMTRACTOR, CARMEN. ...

' The website you want to wiew requesks identification.
U Please choose a certificate.

Gary's Mew Cert on 22 Swskem Test Rook A
Pl R T R e T W [0 JITC CA-17
Hennen,Gary.w . ORCL0,,, ORCECAZ
w
£ >
[ More Info. .. ] [ ‘Wiew Certificate. .. ]
[ Ik ] [ Cancel ]

Issuer L
LoD JITC CA-15

Thawte Personal Freemai
LoD JITC EMAIL Ca-17

5. Enter your password.

6. Click to continue;

the Create Digital ID
Association screen displays
(next page).

-OR-

Click to return to

the Log On screen.

* *
e I **

Enter Password Screen

UNCLASSIFIED SENSITIVE

DEFENSE LOGISTICS AGENCY /) | () 2:)
Troop Support & : A ;
S * “ et

(3] .} -

Enter Password
User ID: | SUBSISTUSER

Password:

Forgot your password? Click Here

DLA HOME

STORES Catalog
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STEP/ACTION EXAMPLE

Make sure the Digital ID chosen is Create Digital ID Association Screen
the correct one before proceeding.

7. Click ; the digital

association Confirmation The ID displayed below is on the Digital Certificate you chose to log on to STORES.
screen displays. Do you wish to permanently associate it with User ID: SUBSISTUSER?

Create Digital ID Association

-OR- CMN=Army-Man.Ace. Aaron.|1.9000001123,
Digital ID on chosen Certificate: | OU=USA, OU=FKI, OU=DoD, 0=1.5.

. Government, C=US
Click to cancel the

association process and return HOTE: You must have a valid Digital ID association to use STORES.
to the Log On screen.
NOTE: Email notifications are sent

to you and to the STORES
Administrator confirming that a
Digital ID was associated with your
User ID.

NOTE: You are required to use the
same Digital ID to log on with this
User ID in the future.

8. Click Confirmation Screen

The Welcome screen displays (see Confirmation
section 1.1.4 for an explanation of
the information presented).

A Digital ID association for User ID SUBSISTUSER has been created.

You will receive an email notification of this change.
The notification will be sent to the email address for this User ID.

: Welcome Screen

The Main Menu screen displays welcome
(see Chapter 2).

Last successful log on: 7/8/2019 8:03:42 AM

NOTE: If the Electronic User
Agreement has not been accepted Last failed log on attempt: 1/2/2018 9:25:52 AM
or the user was reactivated, the
user is required to accept the
Electronic User Agreement again.

Continue
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1.1.3 Path 3: Certificate Log On

If a Digital ID from a Common Access Card (CAC), External Certificate Authority (ECA) (ORC, VeriSign, and
IdenTrust), or Federal Bridge Certificate Authority (FBCA) certificate is associated with your account, you can log
on to STORES using the Certificate Log On path without entering a password by following the steps below.

NOTE: If your certificate was dissociated, you are exempted from using Certificate Log On for up to 365 days.
During this exemption period, you are required to log on with a User ID and password. However, you may choose
to log on with your certificate at any time by following the instructions in section 1.1.2: Path 2: Certificate Log On
the First Time (Digital ID Association Required).

IMPORTANT: Always close the browser session after logging off if you want to log on to STORES with a User ID
associated with a different certificate. Otherwise, the last certificate you selected is retained in your browser
session and you will receive a Digital ID Mismatch error when you attempt to log on.

STEP/ACTION EXAMPLE
1. Open your browser and type Log On Screen (first page)
https://www.stores.dla.mil/store
S Web UNCLASSIFIED SENSITIVE!
The DoD Terms of Use A7 DEFENSE LOGISTICS AGENCY ) | )12 )
. - Troop Support = 3 ] -
display. "””I" SubsistenceiTotal O, A‘!z(mﬁ"‘ O@“@
eiptElectronic System [STORES] > £
2. Read the DoD Terms of Use feseintbiestiontc .
and click Terms of Use

[ 1Accept These Terms |

You are accessing a U.S. Government (USG) information system (IS)
that is provided for USG-authorized use only.

Th e STO R ES L 0 g O n SCI’een By using this IS (which includes any device attached to this IS), you consent to the following conditions:
d |Sp|ays (neXt pag e) . « The USG routinely intercepts and monitors communications on this IS for purposes including, but not limited to, penetration testing, COMSEC
monitoring, network operations and defense, personnel misconduct (PM), law enforcement (LE), and counterintelligence (Cl) investigations.

« At any time, the USG may inspect and seize data stored on this IS.

+ Communications using, or data stored on, this IS are not private, are subject to routine monitoring, interception, and search, and may be disclosed
or used for any USG-authorized purpose.

+ This IS includes security measures (e.g., authentication and access controls) to protect USG interests —not for your personal benefit or privacy.

« Notwithstanding the above, using this IS does not constitute consent to PM, LE or Cl investigative searching or monitoring of the content of

NOT E . YOU Can I"IOt proceed tO the privileged communications, or work product, related to personal representation or services by attorneys, psychotherapists, or clergy, and their
assistants. Such communications and work product are private and confidential. See User Agreement for details.
Log On screen unless you accept

the DoD Terms of Use.

I Accept These Terms

UNCLASSIFIED SENSITIVE
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STEP/ACTION EXAMPLE

3. Enter your User ID on the Log Log On Screen (with close-up)
On screen and select

UNCLASSIFIED SENSITIVE

DEFENSE LOGISTICS AGENCY /)2 )

WEn

ceil

Troop Support . = 3

The Choose a Digital Certificate
Dialog Box displays.

IMPORTANT NOTICE
Department of Defense (DoD) Public Key Infrastructure (PKI)
DoD has mandated that all personnel who access DoD systems must use PKI for all private web-enabled applications
You are required to have a DoD-approved Common Access Card (CAC) or External Certificate Authority (ECA) certificate to access this site.
To learn who to contact to obtain a DoD-approved certificate go to
https://www.transactionservices.dla.mil/daashome/pki contacts.as]

User:[ ]

< Certificate Log On S Non-Certificate Log On

Need an account created for yourself? New Account Request Form

Need certificate info? Certificate FAQ (PDF)  Certificate FAQ (Word)
Need assistance? Contact the STORES Help Desk
or your area Regional Manager from either DLA Troop Support's CONUS or OCONUS sites.
Have comments about STORES? Let us know! Complete the ICE survey today.

UNCLASSIFIED SENSITIVE

4. Select the certificate Choose a Digital Certificate Dialog Box
associated with the Digital ID of

our account and click Choose a digital certificate
_

Identification

il

The Welcome screen displays (see The website you wark to view requests identification.
section 1.1.4 for an explanation of - Porodiens o malTEd.
the information presented).

Marme I=suer

Conktractor. Carmern. .. [Relmiyiagetyir
CONTRACTOR-OME,... DOD JITC CA-15
OTHER AVAILABLE ACTIONS: Thawte Freemai Me... Thawte Personal Freemail Iss, .,

CONTRACTOR.CAR... DoOD JITC EMAIL CA-17

displays general Gary's Mew Cert on 22 Syskem Tesk Rook CA

helo fil army-Man,Ace, daro,,,. DOD JITC CA-17
elp nies. Hernen Gary.W.OR.,. ORC ECA 2

[ Wiew Certificate,

d ] displays specific
information about your certificate.

cancels certificate log [

on, which displays the Certificate
Problem screen (not pictured).

l Mare Infa... ] ['u'iew CertiFicate...]

(o] H Cancel ]
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STEP/ACTION

EXAMPLE

The Main Menu screen displays
(see Chapter 2).

NOTE: If the Electronic User
Agreement has not been accepted
or the user was reactivated, the
user is required to accept the
Electronic User Agreement again.

STORES Catalog

Welcome Screen

Welcome

Lastsuccessful log on: 7/8/2019 8:03:42 AM
Last failed log on attempt: 1/2/2018 9:25:52 AM

Continue
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1.1.4 The Welcome Screen

The Welcome screen lists up to four important pieces of security information for your account. The screen
depicted below shows all the possible information on one screen. A particular user never sees all this information

at once.

What you see after successful log on depends on:

e Your last successful log on (if any)

e Your last failed log on attempt (if any)

e The date your password expires (if a password is required to log on)

e The date you Digital ID exemption expires (if you are exempted from Certificate Log On)

STORES Catalog

Welcome Screen (close-up)

Welcome

Last successful log on: 10/25/2011 12:00:00 AM
Last failed log on attempt: 3/22/2011 5:14.04 PM

Your password expires: 12/24/2011

Your Digital ID exemption expires: 12/31/2011

17
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1.2: STORES Service Desk Request Form

The STORES Service Desk Form allows you to submit a request for Help Desk support 24/7 instead of only
during normal business hours. The form helps you provide enough information to resolve your issue faster.

STEP/ACTION

EXAMPLE

1. Atthe STORES Admin logon
screen, click the STORES Help
Desk link.

2. Atthe STORES Help Desk
popup window, click the emalil
link dlacontactcenter@dla.mil.

The STORE Service Desk Request
Form window displays (next page).

User Administration Screen

UNCLASSIFIED SENSITIVE

DEFENSE LOGISTICS AGENGY | <) 2 )
. . -

; q‘lli A

Troop Sunmm

IMPORTANT NOTICE
Department of Defense (DoD) Public Key Infrastructure (PKI)
DoD has mandated that all personnel who access DoD systems must use PKI for all private web-enabled applications.
You are required to have a DoD-approved Common Access Card (CAC) or External Certificate Authority (ECA) certificate to access this site.
To learn who to contact to obtain a DoD-approved certificate go to
https:/ /www.tr: i i dla.mil/d: h /pki_contacts.asp

Usero:[ ]

| Certificate Log On I ‘ Non-Certificate Log On

Need an account created for yourself? New Account Request Form

Need certificate info? Certificate FAQ (S

Need assistance? Contaqihe STORES Helg Desk
or your area Regional Manager from either DLA aYatad Or OCONUS sites
Have comments about STORES? Let us know! Complete the ICE survey today.

UNCLASSIFIED SENSITIVE

STORES Help Desk Screen

W v Peer Sy oo @ B

STORES Help Desk

CONUS (Philadelphia): COM: 888-755-4756, Email: dlacontactcenter@dla.mil
OCONUS Europe: DSN: 324-206-9685; COM: +49-631-71069685; Cell: +49173-384.- 1835
DLA Troop Support Europe and Africa STORES Helpdesk: Ernall
OCONUS Pacific: DSN: 315-243-3874; COM: +81-46

Fora listof STORES POC's (CONUS) see the URL below:
http:/iwww.dla.miliTroopSupport/Subsiste IFoodservices/Regions/CONUS.aspx

For alist of STORES POC's (OCONUS) see the URL below:
http:/mww.dla.millTroopSupport'Subsistence/Foodservices/Regions/OCONUS.aspx

Close Window

STORES Catalog
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STEP/ACTION EXAMPLE

3. Enter all required information STORES Service Desk Request Form Screen
(fields marked with an asterisk) —
and optional fields (f DEFENSE LOGISTICS AGENCY /| )1 |
applicable), and check the Troop Support S -y -
appropriate box(es) for Type of i < — i
User. \ '

4. To discard information you
entered and enter new or STORES Service Desk Request Form
revised information, click
=

5. Click L_Submit | e

[ sToRES Admin [[]=TORES Catalag

The system will create a new email T Csrones cserss Flsmsnenren

message from your default email

program list, addressed to the P—

STORES Service Desk. The body

of the email will be populated with all creeergran]

of the information you entered in SHPTo BE0RAC)

step 3. The subject line of the email ——

will default to Service Desk ———

Request. (See next page.) e N

STORES Catalog 19 September 2019

FOR OFFICIAL USE ONLY



STORES Catalog — Vendor User Guide

Chapter 1: STORES Catalog Basics

STEP/ACTION EXAMPLE
Service Desk Request Email
d From = | jane doe@dla mil
Send o) Ten [ docontastcenteradimi
6 ) C“Ck T jane. doe@dla.mil
. . Subject Service Desk Request
7. The email is received by the B S T —
STORES Help Desk. . ‘ ‘ B ‘ A '
First Name: Jane
Last Marne: Dos
Email: jane . dee@dla.mil
Talephene: 2151234567
State: Pennsylvania
Country: UNITED STATINedos@dia.mi
Type of user: , STORES Customer
Description: Cannot connect to STORES Web,
Ordering Point:
ShipTo DoDAAC:
CAGE Code:
Centract Number:
Purchase Order:
Invoice Mumber:
STORES Catalog 20 September 2019
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1.3: Request a New Account

Before using STORES Catalog, prospective users must complete a New Account Request Form by following the
steps indicated below.

STEP/ACTION EXAMPLE

1. Open your browser and enter Log On Screen (first page)
https://www.stores.dla.mil/stores

4 UNCLASSIFIED SENSITIVE!
web.

DEFENSE LOGISTICS AGENGY 1k u\‘:f )

oy, \

The DoD Terms of Use displays.

2. Read the DoD Terms of Use and
click [ 1Accept These Terms |

Tronn Sllllllﬂl’l

Terms of Use

The STORES Log On screen ' o
displays (bottom right). Ot ls providoa for USG suthariad wsc oty

By using this IS (which includes any device attached to this IS), you consent to the following conditions:

+ The USG routinely and monitors ions on this IS for purposes including, but not limited to, penetration testing, COMSEC
monitoring, network operations and defense, personnel misconduct (PM), law (LE), and cot (Cly

N OT E . You cann Ot p roceed to the + At any time, the USG may inspect and seize data stored on this IS.
. + Communications using, or data stored on, this IS are not private, are subject to routine monitoring, interception, and search, and may be disclosed
LO On Screen unless OU acce t the or used for any USG-authorized purpose.
g y p « This IS includes security measures (e.g., authentication and access controls) to protect USG interests --not for your personal benefit or privacy.
« Notwithstanding the above, using this IS does not constitute consent to PM, LE or Cl investigative searching or monitoring of the content of
DOD TermS Of Use privileged communications, or work preduct, related to personal representation or services by attorneys, psychotherapists, or clergy, and their
assistants. Such communications and work product are private and confidential. See User Agreement for details.

9

UNCLASSIFIED SENSITIVE

3. Click the New Account Request STORES Customer Log On Screen (with close-up)
Form link.

";’?‘?f UNCLASSIFIED SENSITIVE
&

€
7.27%  DEFENSELOGISTICS AGENGY /[ 0.\

*x QUD ** =)
B

jmon Support ' ' ‘ «E‘

The Account Requirements screen
displays (next page).

IMPORTANT NOTICE
Department of Defense (DoD) Public Key Infrastructure (PKI)
DoD has mandated that all personnel who access DoD systems must use PKI for all private web-enabled applications.
You are required to have a DoD-approved Common Access Card (CAC) or External Certificate Authority (ECA) certificate to access this site.
To learn who to contact to obtain a DoD-; approved certificate go to
https://www.transacti Vi dla.mil/d /pki asp

user:[ ]

I Certificate Log On | ‘ Non-Certificate Log On ‘

Need an account created for yoursel@ New Account Request Form

Need certificate info? Certificate FAQ (PDF)  Certificate FAQ (Word)
Need assistance? Contact the STORES Help Desk
or your area Regional Manager from either DLA Troop Support's CONUS or OCONUS sites.
Have comments about STORES? Let us know! Complete the ICE survey today.

UNCLASSIFIED SENSITIVE

STORES Catalog 21 September 2019

FOR OFFICIAL USE ONLY


https://www.stores.dla.mil/stores_web
https://www.stores.dla.mil/stores_web

STORES Catalog — Vendor User Guide

Chapter 1: STORES Catalog Basics

STEP/ACTION

EXAMPLE

This screen contains links to two
actions that are required before an
account request can be approved,
plus two boxes that must be checked
before you can proceed with the New
Account Request.

1. Click the AMPS Instructions link
and complete the process (go to

pg. 22).

2. Click the Electronic User
Agreement link and read the
document.

3. Click the checkbox to indicate
that you have acknowledged the
AMPS requirement and accept
the Electronic User Agreement.

NOTE: You must access the
Electronic User Agreement before
clicking the checkbox; otherwise, the
checkbox is not clickable.

4, Select the checkbox at the bottom
of the window.

5. Click

Account Requirements Screen

Account Requirements
New Account Request

IMPORTANT: To establish a STORES account these steps must be followed:

1) You must create a DLA Account Management Provisioning System (AMPS) account and apply for an AMPS role specific to
STORES.

2) You must read and accept the Electronic User Agreement.
3) You must apply for a STORES Account.
4) You must have a PKI Certificate to access your STORES account within 60 days.

Requirements:
« Click the link to access AMPS Instructions screen. Your STORES account will not be approved until you receive AMPS Role
Approval.

* AMPS Instructions

» Click the link to access the Electronic User Agreement. You will not be able to request a STORES account until the Electronic
User Agreement is read and accepted.

* Electronic User Agreement

| acknowledge that | must receive AMPS Role approval, and must read and accept the Electronic User Agreement to be
granted access to STORES.

» Read and accept the following requirements that you currently possess or will obtain PKI certificate and then click the
Continue button to create your STORES account.

PKI Certificate: The Department of Defense (DoD) has mandated that all users of DoD information systems must use an
approved Public Key Infrastructure (PKI) authentication mechanism. Therefore, a DoD-approved Common Access Card (CAC)
or External Certificate Authority (ECA) certificate is required to access STORES. Such a certificate must be obtained within 60
days after the approval of a new STORES account.

An ECA Certificate is issued to DoD industry partners and other external entities and organizations. To learn about how to

obtain an ECA certificate, go to External Certification Authority Program (ECA). STORES can accept all ECA types
(Medium Assurance, Medium Token Assurance, and Medium Hardware Assurance).

A Common Access Card is typically issued to active military, DoD personnel, and DoD contractors. To learn about obtaining a
Common Access Card, you may contact your base personnel security office.

For external certificate information, refer to Certificate FAQ (PDF) Certificate FAQ (Word)
The Certificate FAQ document is in Portable Document Format (PDF) To access this document, click on the
appropriate link above. This I hes Adobe Acrobat and displays the selected
item. Follow the Reader® application's instructions to print the ltem If you do not have Adobe Reader® installed,
please visit Adobe's website to download the software.
— | acknowledge that | either currently possess a DoD approved PKI certificate (CAC or ECA) or will obtain a DoD
approved PKI certificate within 60 days of being granted access to STORES.

STORES Catalog
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Page display of AMPS iy
Instruction Link

Page display of Electronic User
Agreement Link

—

Account Management Provisioning System (AMPS) Instructions Screen

DLA HOME

Account Management Provisioning System (AMPS) Instructions
IMPORTANT NOTICE:
If AMPS approval is not received, your account request may be rejected.
If you are in a deployed zone (i.e. Afghanistan, Irag, Saudi Arabia, Qatar, Bahrain, etc.}, you must contact
your logistics command to complete the account request process. Your logistics command will provide

the guidance and forms necessary for account approval.

Link to AMPS Site
Link to AMPS Job Aid (Customers and Vendors) - PDF Document
Link to AMPS Job Aid (Customers and Vendors) - Word Document
Link to AMPS Job Aid (DLA Representatives) - PDF Document

Link to AMPS Job Aid {DLA Representatives) - Word Document

1. Click on the link above to access the AMPS Access Instructions document.
2. Click on the link to access the AMPS Website.

Any issues or questions? Please email STORESAccountRequest@dla.mil or call the STORES Help Desk:

CONUS (Philadelphia): COM: 888-755-4756, Email: dlacontactcenter@dla.mil
‘OCONUS Europe: DSN: 324-206-9685; COM: +43-631-71069685; Cell: +49173§584 1835
DLA Troop Support Europe and Africa STORES Helpdesk: Email: mil
‘OCONUS Pacific: DSN: 315-243-3874; COM: +81-46-8163874

For a list of STORES FOC s (CONUS} see the LIRL helaw
pe .dla.mil/TroopSupp ICONUS.aspx

For a list of STORES POC's (OCONUS) see the URL below:
http:/fwww.dla.mil/Troop Support/ Subsistence/Foodservices/Regions/OCONUS.aspx

Return

STORES USER AGREEMENT Screen

STORES USER AGREEMENT

TEM USER.
when you
sysiem] sk i gcwade o U 5. Goverrmeniauthonied use orly
B Vwmmnlwm«:mwmgwmm
3 Govrrment 1 W 0 [COMSEC) sorkeng, o desone, i eetorcemnl
m o wmq!m!(n,w‘ﬂgm
o alany tme. the
i or data sored on e {atercegfon, and search, and may be dscosed of e or vy .3, Governiment adhoried purposs.
o Tris formalon syser ichades seculy e ssures (&3 aulvebcaK e 3cces COrAE) 1 prolec .5, Gavestimehifaresls—nol 1 o pevscoal benst of pvacy.
AP 1he DO L4 A YRR 5y G0 P CONRLNE CCRn! 1 pETSCANel MEEONBIE, 1 ENECEnelt oraw
D!'yml epresErgacn ur servees by atieneys, ppCnnierspet +asishaes
ot e orin any anyus pueposes opeain grocion,cr e L
o 00 e sy e3Ahes Oy Sy s Db 0 Iy
e Cnatets et ot 3 SOt AL

s 30 836 Tor 3y SUNOFIS PATpas (33N personnel sConact aw entcemen

[emmp—

= Whefie any partuar commuricalion o caia alfies (o i prolecin of  priviege, o & coveres by 3 Sy of confidentlalty, & celpined
e o hemion sy e e s o 1 on e poecius of 2 pivkegs o coitst

s prntecie by Hoserer, or
emn e it S 303 Ay
protnc ar XD pokcy. Howewor,n such cases tho U, Gavernment
- ot g e s i e S o 1 i3 bl i o g o canoenlal, o e e
= T Cancesons reserve 1 conIMenaEy cf I CEMMLFSE o o GAIA. 404 720 WS (#0RCB0% TESAAN e L5 A1 D e O I Iomaaces 3 s e CORUNCHIEAS A0 Fumar, 1 S Gowsmment
comert proecss
2 Incases ahen o enforceme e pivteged
e b et imw!ulﬂmulumb{l\\wms St o e, b vl U3 feirapt e o i o the U5
o mace maten s : (Eanner) ynen 3 bernes b s @ s e Agreemess,
o Sumary of sch condiins
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Warning Message Screen
(Displays if both boxes not checked)
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NOTE: If you click [ Centince | ithout

checking the checkboxes a message
displays (bottom right).

The New Account Request Form
Screen Request Type displays.

6. Inthe Request Type drop-down,
select STORES Catalog User.

The New Account Request Form
Screen refreshes, displaying the
request type selected and data entry
fields.

7. Enter your user information in the
appropriate form fields. NOTE:
All fields marked with an
asterisk (*) are required.

Some fields, such as User ID,
Password, and Email Address,
have rules that your entries must
follow in order to be valid. To
view the rules for a particular
field, click the question mark icon

beside that field. This
displays the Data Entry Help
screen in a separate window with
the focus on information
pertaining to the selected field
help (see the User ID example,
next page).

8. When your entries are complete,
. Continue
ek l_centinue_]

The New Account Request
Verification screen displays
(next page).

-OR-

Click to return to

Request Type selection.
-OR-

. Cancel
Click to return to the

Log On screen.

You must acknowledge before you can proceed.

Continue Cancel

New Account Request Form Screen Close-up

New Account Request Form

* Request Type:
(Choose One)

None ~| (@

None

STORES Customer (Web) User
STORES Catalog User k
STORES Reconciliation Tool

New Account Request Form Screen

New Account Request Form

* Request Type:
(Choose One)

* User ID:

* Password:

* Confirm Password:
Title/Rank:

* First Name:

Middle Initial/Name:
~ Last Name:

Suffix:

* Facility/Base Name:
* Street Address 1:
Street Address 2:

* City:

State:

* Country:

* Zip/Postal Code:

* Phone Number:
DSN:

* Email Address:

* Confirm Email Address:

STORES Catalog User > @

®

oS

IS

UNITED STATES v
@

Extension:

I

S

STORES Catalog
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STEP/ACTION EXAMPLE

9. Verify the accuracy of the Data Entry Help Screen (Close-up of User ID Help)

information you have entered.

hodif
e [fitis incorrect, click

and return to the New
Account Req uest Form + Must be unique; that is, it cannot match any other User

ID in the system (The uniqueness of your entered User ID
screen to make the is automatically confirmed by the system)
necessary changes.

Must be at least 7 characters
. . submit
e Ifitis correct, click .

UserID
A required field for all STORES accounts.

A valid User ID:

Must not exceed 25 characters

May contain alpha-numeric characters ( 0-9, a-z. A-Z)
Must not contain special characters

Must not contain spaces

MOTE: User ID is not case sensitive.

A Confirmation screen displays (next
page).

New Account Request Verification Screen

New Account Request Verification

Verify that the information entered below is accurate before submitting.

Request Type:

User 1D:

Title/Rank:

First Name:

Middle Initial/Name:
Last Name:

Suffix:

Facility/Base Name:
Street Address 1:
Street Address 2:
City:

State:

Country:

Zip/Postal Code:
Phone Number:
DSN:

Email Address:

STORES Catalog User
CATALOGUSER

Catlin

Logue

Central Warehouse
158 Eriwn 5t

Albugquergue
New Mexico
UNITED STATES
88130
3168903458 Extension:

CLogue@Warehouse.com

Submit | [ Modify |

TOP OF PAGE

DLA HOME

STORES Catalog
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STEP/ACTION EXAMPLE
This screen confirms that your new Confirmation Screen
account request was submitted for
approval. Confirmation

A confirmation email is also sent to
the email address you submitted. New Account Request submitted for User ID: CATALOGUSER.
Another email is sent when your
account request is approved or

’ You will receive an email notification of the acceptance or rejection of your request.
rejected.

Motification will be sent to the email address you submitted in your request form.

Exit
10. Click Exit to close the A

Confirmation and return to the TOP OF PAGE

STORES Web Log On screen.
DLA HOME
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1.4: Reset Password

If you are required to log on to STORES with a User ID and password but have forgotten your password, you may
request temporary access to STORES by following the steps illustrated below.

NOTE: if your account has been reactivated or your Digital ID Association has been removed, the steps to complete
those processes are the same as those for Reset Password, starting at Step 6.

NOTE: Account activation instructions are valid for seven (7) days and will allow you to log on to STORES with
limited access.

STEP/ACTION EXAMPLE
1. Onthe STORES Log On Close-up of STORES Log On Screen
screen, enter your User ID.
2. Select User ID: |
| Non-Certificate Log On |
The Enter Password screen Certificate Log On ] [ Non-Certificate Log On
displays.
3. Onthe STORES Web Enter Close-up of STORES Enter Password Screen
Password screen, select the
Click Here link. Enter Password

The Reset Password Request
screen displays. User ID: | MESTER12

Password:

[ Submit ] [ Cancel l

Forgot your password?
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STEP/ACTION

EXAMPLE

4. Enter your User ID and Last
Name in the fields provided;
both are required.

5. Cliok LS4t | 5

Confirmation screen
displays.

NOTE: If a match is not found for
the entered User ID and Last
Name, the “User ID or Last Name
Invalid. Please try again”
message displays (Example A).

NOTE: If your account is inactive,
you will be redirected to the
Deactivated user Account
screen (see section 1.4 Request
Reactivation).

Reset Password Screen (with close-ups)

UNCLASSIFIED SENSITIVE

DEFENSE LOGISTICS AGENI}Y
Troon Sunnort

7

DLA HOME

eset Password Reques
User ID:

Last Name: |

DLA HOME

UNCLASSIFIED

Reset Password Request

User ID: | Shoemaker

Last Name: |shoemaker

User ID or Last Hame Invalid. Please try again.

DLA HOME

This screen confirms that your
request to reset your password
has been received and that an
email has been sent to your
registered email address with
further instructions.

6. Open the email and follow the
instructions for completing the
Reset Password process.

7. Click .to close the

screen.

If you have followed the email
instructions correctly, the Terms
of Use screen displays.

Confirmation (of Password Reset) Screen

Confirmation

Your request to reset the password for User ID: MESTER12 has been received.
Instructions on how to complete this process will be sent to your registered email address.

STORES Catalog
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STEP/ACTION

EXAMPLE

8. Read the DoD Terms of Use
and click
[ 1Accept These Terms ]

The STORES Account
Activation screen displays.

NOTE: You cannot proceed to the
Log On screen unless you accept
the DoD Terms of Use.

Log On Screen (first page)

UNCLASSIFIED SENSITIVE

DEFENSE LOGISTICS AGENGY { QIR

<

Trnon Sllllllllll

Terms of Use

You are ing a U.S. (USG) system (IS)
that is provided for USG-authorized use only.

By using this IS (which includes any device attached to this IS), you consent to the following conditions:

= The USG routinely intercepts and monitors communications on this IS for purposes including, but not limited to, penetration testing, COMSEC
monitering, network operations and defense, personnel misconduct (PM), law enforcement (LE), and counterintelligence (Cl) investigations.

« Atany time, the USG may inspect and seize data stored on this IS.

+ Communications using, or data stored on, this IS are not private, are subject to routine monitoring, interception, and search, and may be disclosed
or used for any USG-authorized purpose.

+ This IS includes security measures (e.g., authentication and access controls) to protect USG interests —not for your personal benefit or privacy.

« Notwithstanding the above, using this IS does not constitute consent to PM, LE or Cl investigative searching or monitoring of the content of
privileged communications, or work product, related to personal representation or services by attorneys, psychotherapists, or clergy, and their
assistants. Such communications and work product are private and confidential. See User Agreement for details.

| Accept These Terms

UNCLASSIFIED SENSITIVE

9. Enter the User ID and Last
Name associated with the
account.

10. click [ Submit ]

The Reset Password screen
displays.

Close-up of Account Activation Screen

Account Activation

User ID: | |
Last Name: | |

11. Enter a new password and
confirm it.

NOTE: Passwords must be at
least 8 characters in length.

12. Ciick

A Confirmation screen displays.

NOTE: closes the

browser session and terminates
the password reset process.

Reset Password Screen

Reset Password
(* Indicates a Required Field)

UserID: MESTER12

* New Password:

®

* Confirm Password:

Continue | |Reset | | Cancel

STORES Catalog
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STEP/ACTION

EXAMPLE

You have successfully reset your
password.

13. Click .

The STORES Log On screen
displays. You can now log on
with the new password.

STORES Catalog

Confirmation Screen

Confirmation

The password for User ID: MESTER12 has been reset.
A confirmation email has been sent to your registered email address.

30
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1.5: Request Reactivation

If your STORES Admin account is inactive and you have not already submitted a reactivation request, you may
request reactivation electronically by following the steps illustrated below.

NOTE: You will be notified via email 14 days in advance of when your account is about to be deactivated due to 35
days of account inactivity. You will continue to receive a daily email until either your account has been accessed
successfully or the account has been deactivated.

STEP/ACTION EXAMPLE

If your account was inactivated by Deactivated User Account Screen
an administrator, your password

has expired, you had three
consecutive log on attempts, or .
your account has been inactive for Deactivated User Account
35 days, the Deactivated User The account for User ID: BZVENDOR has been deactivated.
Account screen displays. Deactivation Reason: Exceeded Allowed Log On Attempts
To request reactivation of your account, click Submit Reactivation Request

1. Click If you are not BZVENDOR, click Cancel to return to the Log On screen.

[ Submit Reactivation Reguest ] [ Submit Reactivation Request ] [ Cancel ]

A Confirmation screen displays
stating that a Reactivation
Request has been submitted.

An email confirmation is also sent
to your registered email address.

2. Click the Exit link. Confirmation (of Reactivation Request) Screen

The Log On screen displays.

NOTE: You will be notified via
email when an Account A Reactivation Request for User ID: BZVENDOR has been submitted.
Administrator processes your A notification of this submission has been sent to your registered email address.

request. If your account is Exit
reactivated, follow the instructions —
in the email to complete the
Account Reactivation process.
The final steps are the same as
those for the Reset Password
process (See section 1.3, Step 6).

Confirmation
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1.6: Password Expiration Notification

The Password Expiration Notification displays only if you are required to use a password to log onto STORES.

STEP/ACTION

EXAMPLE

A notification message displays at the
top of your Main Menu screen when
your permanent password is about to
expire (as in the example on the lower
right).

This notification message begins to
display ten (10) days from the
password expiration date and
continues to display until you have
entered and saved a new permanent
password or until the current
permanent password expires.

To change your permanent password,
click the notification message link to
display the My User Information
screen (See Chapter 11).

1.7: Timeout Notification

Main Menu Screen

STORES Catalog - Main Menu

Eageline Catalog Maintenance
Production Catalog IMaintenatice
M aster Stock Mumber

Masntenance NOTIFICATIONS
Iiaster Catalogs
Easeline Reports ALERT: Your passward espires in 3 days, Click hare
to change it.

Production Fepoits
Downloads

Four Accout

Main Menu Screen (close-ups of expiration messages)

NOTIFICATIONS

ALFRT: Your password expires in 2 days. Click here
fto change it.

The Timeout Notification for security purpose, displays when a user leaves STORES unattended for more than 15
minutes, the system displays a pop-up warning message with a time counter to notify the user of the timeout

STEP/ACTION

EXAMPLE

A notification message will display in
the middle of your screen when you
have left the system unattended for
15 minutes.

This notification message begins to
display 3 minutes prior to the actual
timeout. The pop up warning will
continue to display until:

1. The 3 minutes have expired —
Exit STORES

2. The user selects the Continue
button — Stay in STORES

3. The user selects the Log Off
button — Exit STORES

Main Menu Screen (and close-ups of expiration messages)

Your STORES session is about to expire due to inactivity in

2:30

Continue | Log Off

STORES Catalog
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1.8: Logoff Notification

The Logoff Notification for security purpose, displays a logout message to indicate the reliable termination of
authenticated communications sessions

STEP/ACTION EXAMPLE

On the header bar of any screen:

1. Select the LOGOFF link.

2. A Logged Off notification UNCLASSIFIED SENSITIVE

DIy, ae Yo £37%  DEFENSE LOGISTICS AGENGY /(01

have successfully logged out. o

”ﬁih | Troop Support 1< ‘ @@‘

Philadelphia Date/Time: 4/16/2018 2:38:05 PM

DLA HOME

Logged Off

You have logged out of the STORES Web Application.
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Chapter 2: STORES Catalog Main Menu

Before a vendor or guest vendor can access STORES Catalog he or she must be an active user and have one or
more assigned catalogs to complete.

STEP/ACTION EXAMPLE
All catalog activity is initiated from the STORES Catalog Main Menu Screen
Main Menu. The Main Menu —— pe—
contains two major elements — the Pe——
Functions Menu and the Notifications S T

box. The available menu links
displays based on the user’s role.

The Menu section consists of eight Main Menu — Menu Bar Section

expandable menu options (bars). STORES Catalog - Main Menu

1. To expand amenu group, click Baseline Catalog Maintenance
the appropriate menu bar. For this
example click Baseline Catalog
Maintenance.

Production Catalog Maintenance
Item Request

Master Stock Mumber

MMaster Catalogs

Reports

Downloads

Your Account

The Baseline Catalog Maintenance Main Menu — Baseline Catalog Maintenance Sub-menu

sub-menu displays. STORES Catalog - Main Menu

Bazelne Cataloz Mamtenance View Modifyy Baseline Catalog
Production Catalog Maintenance | yiewsSet/Enpty/Delete Baseline Catalog
Item Request

Master Stock Mumber
MMaster Catalogs
Reports

Downloads

Your Account
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Notifications Overview

Main Menu — Notifications Section

MNOTIFICATIONS

1 ALERT: Your passward expires in 2 days. Click here ta change
it.

5 1 Catalog is inactive,

3 3 Catalogs are ready for review

4 1 Catalog is ready for submission

5 1 Catalog has been submitted in the last 7 days

The notifications section provides a summary of account and catalog information that is of particular interest to
the user.

Catalog notification elements are is as follows:

1. Password Alert Notification. This alert only displays when a user is exempt from the certificate
requirement. This notification indicates the exact number of days remaining until the password expires (from
“10 days” to “Today”). It displays when the user’s password is due to expire within the next 10 days.
Clicking this link will display the My User Information screen. This notification does not apply and does not
appear if the user is not required to use a password.

2. The Inactive Catalog Notification. This notification alerts a user to the total number of assigned contracts
which are inactive. Clicking the natification link displays the View/Set Baseline Catalog Status screen
filtered for inactive contracts. This alert appears only when one or more assigned catalogs are inactive.

3. The Catalogs Ready for Review Notification. This notification alerts a user to the total number of assigned
contracts which have a status of ‘Review Ready’. Clicking the notification link displays the View/Set
Baseline Catalog Status screen filtered for ‘Review Ready’ contracts. This alert displays only when one or
more assigned catalogs have the ‘Review Ready’ status.

4. The Catalogs Ready for Submission Notification. This natification alerts a user to the total number of
assigned contracts that have a status of ‘Submission Ready.’ Clicking the notification link displays the
View/Set Baseline Catalog Status screen filtered for ‘Submission Ready’ contracts. This alert displays
only when one or more assigned catalogs have the ‘Submission Ready’ status.

5. The Catalogs Submitted Notification. This notification informs the user as to the number of assigned
catalogs submitted within the last seven days. Clicking the natification displays the View/Set Baseline
Catalog Status screen filtered for catalogs submitted within the last seven days. This alert displays only
when one or more assigned catalogs meet the seven day submission qualification.
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Chapter 3: View/Modify a Baseline Catalog

3.1: Detailed View

A user who is assigned a catalog and has the role of ‘Vendor’ for that catalog may view and edit items and add
items to the catalog. A user with an assigned role of ‘Guest Vendor’ for a catalog will only be able to view the
catalog. Catalogs can be modified only if they have a status of ‘Vendor Ready.” Catalogs with a status of ‘Being

Built’ are not available for viewing or editing.

STEP/ACTION

EXAMPLE

1. From the Main Menu, place your
cursor over the Baseline Catalog
Maintenance menu bar and
select View/Modify Baseline
Catalog from the sub-menu.

The Select Contract screen displays.

Main Menu — Catalog Maintenance Sub-menu

WView/ M odifyy Baseline Catalog
View/Set/Emptyw/Delete Baseline Catalog

NOTE: The Select Contract screen
displays with a drop-down menu of
contracts that are assigned to the
user and do not have a status of
Being Built.

2. Select a baseline contract
number.

5. clok [ Continue ]

The Detail Screen displays.

Select Contract Screen (two example close-ups)

Contract Number:

Select a Contract

Select a Contract
SPMI00030 1307
SPM3I0N0080 1343

SPMI000B0 1035
SPMI00080 1333
SPMI000E0 1321
SPMI00080 1034
SPMI000801139
SPMI00080 1157
SPMI000801119
SPMI00080 1282
SPMI000B0 12583

g

Contract Number: ISPM3UUllD3455

el |

STORES Catalog

36

FOR OFFICIAL USE ONLY

September 2019




STORES Catalog — Vendor User Guide

Chapter 3: View/Modify a Baseline Catalog

STEP/ACTION

EXAMPLE

The Detail screen permits a user to
view/edit line items (stock numbers)
on a case-by-case basis.

¢ Information that may be edited
displays in white. Non-editable
data appears in beige or yellow
(exact color varies from monitor to
monitor).

e [f a contract is not editable due to
the assigned user role or catalog
status, the shading of the fields
remain the same; however, Read
Only displays near the status on
the upper left portion of the screen
(the displayed contract is not in
Read Only mode).

e A red asterisk (*) indicates
required information.

e Two red asterisks (**) indicates
required conditional information.

NOTE: Some fields cannot be
edited when the Stock Number
Standards are in effect for the item.

Detail View Screen

STORES Catalog
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"ORES Catalog - View/Modify Baseline Catalog - Detailed View
1 Contract; SPE30015D9250  Status : Vendor Ready 832 Version: 1 <] 5
I N 6
3 Fiter: [Al 7| Sort By: |Select | 4 Table View  Abbr. Table View
Ttem Number/Name DLA Item Description Vendor Item Details
Stock No /B95501E116938 Econ. Indicator * P ]
UoR [ex Unit of Measure * =3
status peTe pRE < [ i/F [price -
Part No * |nnnnnn ‘ Catch Weight
n oo Indicator v
Ttem Name R 0
7 Huttiple I
Brand LIPTON BRISK ICED TEA Vendor Ttem Description * Package Details
(c: ts) * = CE——
TEA, CONC, (LIPTON BRISK), 3 GAL BIB, FOR CARB DISPENSER Units Per Pack L
Ew I [size - ot = ot Code - Ea
Gross Measures. r— ——
Case Weight 1 Special Ordering Instructions Product Price $21.45
i -1
Case Weight Measure i 7
Volume L 1 ;
Shelf Life Unit ** 1
Allowances Lead Time Days Min. Order Quantity Category ]
NAPA 1 MPA Purchase Date [ || Distribution Fee ]
Fooa show — Z e e
8 ‘Accept DLA Standards v DLA Unique
More Fields T
Item Complete [] Item Reviewed [] Exclude From Submission []
Item 1018 Add Item [Next] [Last
* indicates a required field
“* indicates a conditionally required field
13 Fewerrisids A
Value and Unit of Measure
Tare e Paper wt [ Alum we L1 plas wt L ls w L1 in W 1
14 v — — At o — e — e o — —
Tem
9 T —
Overwritten Vendor Item Description

10

Ttem 1of1s

tem Complate [] Item Reviewed [1 Exclude From Submission [

[Addrem | [save| [peletm| | Reset
11

12

Inext] [rast]

DETAILED VIEW Continued

1.
contract is not editable.

the report in a new window.

and filter options of the Detailed B

7.

STORES Catalog

aseline Catalog record.
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The screen elements of a Detailed Baseline Catalog Record and its respective fields are as follows:

Contract and Status text display the current contract number and status. Read Only displays next to the status when a
View Reports drop-down menu is used to access reports about the contract. Selecting a report from this menu opens

The Filter drop-down menu is used to filter the set of line items displayed (e.g. all items, wartime items, etc.).

The Sort By drop-down menu is used to select the sort order for the collection of line items being displayed. If the
catalog is filtered for a specific stock number, this number becomes the entry area for the desired stock number.

Clicking the Table View link displays the Full Table View screen (page 41) while maintaining the currently selected sort

Clicking the Abbr. Table View link displays the Abbreviated Table View screen (page 39) while maintaining the
currently selected sort and filter options of the Detailed Baseline Catalog record.

Item Number /Name, Gross Measures, Allowances, Vendor Item Details, Catch Weight, Package Details, Special
Ordering Instructions, and Miscellaneous editing regions are used to view and update item details. Stock Number,

Status, ltem Name, DLA ltem Descriﬁtion, Abbreviated Descriﬁtion, Item Indicators, Catch Weiﬂht Indicator,

September 2019
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Manufacturing Price Agreement (MPA) Indicator, the Standardized checkbox, and the PRF Standards checkbox cannot
be updated by users. Vendor Item Description, Package Unit of Measure, Packaging Code, PRF Unit of Measure, and
Units per Purchase Pack can be updated when the Stock Number Standards are not applied to these fields. Package
Size can be edited but will be limited to a range if Standards are applied to this field Catch Weight Multiple can be
updated if the Catch Weight indicator contains a “Y” , but its acceptable value may be limited if the Stock Number
Standards are applied. . Lead Time Days and Minimum Order Quantity cannot be entered for OCONUS contracts.
Fields with an asterisk (*) are required.

8. Clicking the More Fields link displays as "Fewer Fields" when and expands the screen to display additional fields (items
14-16).

9. Arow of check boxes - allows users to track their status regarding a record and to mark an item from exclusion from
export. The Item Complete and ltem Reviewed check boxes are for internal tracking only. When attempting to save a
record a series of validation checks is run. If any validation fails, a notification displays and changes will not be saved.
Checking the Exclude from Submission box bypasses the validations for that item and allows any changes to be saved.
NOTE: An item with errors or an item that is not in Stock Number Catalog prevents a catalog from being submitted;
marking such records “Exclude from Submission” allows the catalog to be submitted without the specified records.

10. Text displaying the number of items in the current catalog or filtered subset of the catalog.

11. Screen action buttons. The K249 M 1 tton is used for adding new stock numbers to the catalog. The

button must be clicked or any changes to the item will be lost when the user moves to another item or another screen.

The button deletes the current item from the catalog. The button replaces all values with the

previously saved values.
12. Navigation links allow users to navigate from line item to line item.
13. The Fewer Fields link changes to "More Fields" when clicked and removes items 14-16 from the screen display.
14. The Value and Unit of Measure region displays editable weight values and their associated Unit of Measures.
15. The Item Indicators region displays additional information about the item. These fields are not editable.

16. The Overwritten Vendor Item Description region displays the previous production version of the Vendor Item
Description. This field is not editable.

NOTE: This is the only screen on which a vendor can accept the DLA Standards for a baseline catalog item.
e Vendors can change the Accept DLA Standards from "N" to "Y" if the contract is active, the contract status is
"Vendor Ready" and Standardized is checked.
= |f Standardized is checked and PRF Standards is unchecked, the fields affected are — Package Size,
Package Unit of Measure, Package Code, Vendor Item Description, and Catch Weight Multiple for Catch
Weight Items.
= |f PRF Standards is also checked, the fields PRF Unit of Measure and Units per Purchase Pack are also
"locked."
e Changing the DLA Standards Acceptance for a baseline catalog does not affect the production catalog until the

cataloa is submitted.
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3.2: Add an Item

STEP/ACTION EXAMPLE
Detail View Screen — Action Buttons
1. Click Add Item .
The Enter Stock Number screen [2dd item] [ Save | [Delete] [Reset |
displays.
2. Enter a stock number. Enter Stock Number Screen (two example close-ups)
3. ClickLCentinee |
The Add Item screen displays. stock Number: |
NOTE: If the stock number already cancel |
exists in the baseline catalog, an error

message displays. If this occurs,
enter a different stock number and

click or click ‘

to return to the Detail screen without
saving the stock number.

200501E094893

Stock Number:

Continue Cancel
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STEP/ACTION

EXAMPLE

The Add Item screen is similar to the
Detail screen presented in the
previous section, but is more limited
in functionality. The screen details
reflect the specific stock number that
being added. Once the item details
have been entered, the user may:

e Save the item and return to the
catalog Detailed View.

e Save the item and add another
item.

e Reset the item values (restore to
previously saved values).

e Cancel the process and return to
the catalog Detailed View. If the
process is canceled the new item
is not added to the catalog.

NOTE: Attempting to save an item
without filling the required fields with
appropriate values results in one or
more error messages. If this happens
the item must be completed correctly
before saving, or the “Exclude from
Submission” box must be checked to
allow the item to be saved with errors.

4. Without updating any values, click

[ Sawve & Return ] The Error
Pop-up window displays.

Add Item Screen (with 2 close-ups)

STORES Catalng - view/Modify Baseline Catalog - Add ttem

xxxxxx

Item Complete [] Item Reviewed [] Exclude From Submission []

Save & Return | Save & Add Ancther | Resat |

Cancel |

* indicates a required field

5. Click to return to the

Add Item screen.

6. Select the “Exclude from
Submission” value.

7. CI|Ck[ Save & Return ]

A message displays indicating that
the record has been added
successfully.

8. Click the message

button to return to the Detailed
View screen.

STORES Catalog

Error Pop-up Window

Fessage from webpage

You need to fix the following:

[l

! L Y Part Murmber rust be 1to 25 characters long and anly these special

characters are allowed: - £ & and space,
*Economic Indicator must be a number from 0 to 8.
*Price divided by PRF must be at least $0.005.
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3.3: Table View Screens

1. Select the Abbr. Table View link Close-up of the Detailed View’s table view links
on the Detailed View screen.

The Abbreviated Table View screen Table Yiew

displays. o

Abbreviated Table View (partial view) — Overview

Contract: SPE30015D9250  Status : Vendor Ready 832 Version: 1 Lsot |
ritar
Page 1of2 Gotopage: [ | [First] [Previous] [Mext] [Last] Delailed View Abbr. Table View IZI
Stock Number L SN3| ST‘ UoM PRF Vendor Ttem Description Vendor Price Product Price ﬁﬂmi Dist Fee %‘: bl bt lcw Multil Part Number |UPPP| Pkg Size [Pka Pho Brand({Comments’ EI |
Days| Ciqy |1nd| Date [ind) Haded voM| Code Brand(Comments) Ex
o5501E116538| E11 |A [BX | 1/[1 [TEA, CONC, (LIPTON BRISK), 3 GAL $21.45 s21.45| | | N loooooo [x I3.00 GL |Bx ILIPTON BRISK ICED TEA |0
s5s01E116939( E11 |a[BX | 1 /[i [TEA, CONC, (LIPTON BRISK), 5 GAL $35.75 $35.75) | | N looooo 1 |5.00 6L |Bx |PEPSL/LIPTON ]
eass0ie116540] E1 A [BX | 1/[1 [TEA, CONC, RASPBERRY, (LIPTON), 21.45 21.45 N joooooo 1 |5.00 GL [Bx |LIPTON RASPBERRY ICED 1[0
esssoieriesaaf E11 (A [BX | 1/[1 |TEA, CONC, RASPBERRY, (LIPTON), 35.75 3575 N 00000 1 5.00 GL [Bx  |PEPSI/LIPTON o
B?BDmEnLBZEl e |afex | 1/t |BEV BASE, COLA, SWT, (PEPSI), 5 C 35.25 3525 N joooooo 1 5.00 GL [Bx  |pepsI o
lescooieiisens( 11 [a[BX | 1/[1 |BEV BASE, COLA, SF, (DIET- PEPSI) 35.25 3525 N TH 1 5.00 GL X [DIET PEPST o
96001E111829| E11 [A [BX | 1/ F‘\BE\J BASE, ORANGE-LEMON-LIME, 5 $35.25 $35.25 | N 606 [x |5.00 GL |Bx IMOUNTAIN DEW o
8 55001E111831( E11 |A[BX | 1/[1 |BEV BASE, CODE RED, SWT, (MOUN $35.25 $35.25| N 614 1 5.00 GL |Bx [MTN DEW CODE RED o
seo01e115008| E11 [Afco | 1/]1 CARBON DIOXIDE, COZ, FOR CARB | $0.01 $0.01 N jooooo 1 [z000 |8 fco E= o
96001E116405| E11 TIW [ 1/[i |BEV BASE, LEMON-LIME, SWT, (7 Ul $35.25 $35.25) N ooooo 1 5.00 GL |[BX  |PEPSL/7UP o

IZI Save Show Selected Edit Delete
[First] [Previous] [Next] [Last]

The screen elements of an Abbreviated Table View and it’s respective fields are as follows:

1. Contract, Status and Version — This text displays the contract number, contract status, and the current 832 version
against which items are validated. “Read Only” text displays next to the contract status when the contract is not editable.

2. View Reports — A drop-down menu used to access reports about the contract. Selecting a report from this menu opens
the report in a new window.

3. Filter — A drop-down menu used to filter the set of line items displayed (e.g. All, NSN Only, Wartime Items).

4. Page number and navigation links. The number of pages is the total number of pages under the current selected filter.
With these links, the user can navigate from page to page sequentially or go directly to a specific page.

5. Detailed View link — If no items are checked (left column), clicking this link goes to the Detailed View while maintaining
the currently selected sort and filter options. If items are checked, clicking this link goes to the Detailed View filtered for
the items checked on the screen.

6. Full Table View link — Clicking this link goes to the Full Table View screen while maintaining the currently selected sort
and filter options.

7. Column Headings — Clicking any header other than PRF sorts the catalog by that column. Successive clicks on the
column header reverses the sort order. Clicking any check box in the column header row, alternately selects and
deselects all items on the screen and in that column. The “LSN3” column is included here for sorting purposes only.

8. Item editing region — This region allows users to edit multiple items at the same time.

9. Action buttons — Action buttons only apply to items on the current screen that have a check mark to the left of the stock
number. When changes are made to one or more items, the “Save” button must be clicked or all changes to the items
will be lost when the user moves to another screen or unchecks the item(s). If the “Show Selected” is clicked, the screen
is filtered to display only those items checked in the left column. The “Edit” button goes to the Detailed View filtered for
those records check on the current screen. The “Delete” button deletes all checked items from the catalog. The “Reset”
button replaces all values with the previously saved values. Unsaved changes are lost.

10. Page-to-page navigation links — These links provide the user with the ability to navigate from page to page.

STORES Catalog 42 September 2019

FOR OFFICIAL USE ONLY




STORES Catalog — Vendor User Guide Chapter 3: View/Modify a Baseline Catalog

STEP/ACTION EXAMPLE

The Abbreviated Table View Abbreviated Table View Screen (partial view)
contains much of the functionality of

A A Page 1of 10 Gotopage: [ |[Gol] [First] [Previous] [Hext] [Last]
the Detail screen. This screen — . - o | o L33l o e ]y s
dlsplays the mOSt Commonly edlted 191501E210014 E21 | A \; AO/,T\EANANAS, FRESH, LIGHT GREEN, #2 | $35.09 $26.59 —_ =B = T\ \n;
fle|dS ShOWn On the Deta” Screen and 91501E210020/ E21 A‘CS 20/,1_ﬁoccou CROWNS, CHL, US#1, 1/ 527.00| $18.50 N[ [
ShOWS mult'ple reCOI’dS 91501E210038| E21 A‘CS s/lfymﬂ, /50| $12.55| $4.45 N ‘031
31501E210075| E21 | A [CS 25 /[t [CUCUMBERS, FRESH, SUPER SEL, US| 527.61| $18.11 N | Ume
The Standard Acceptance Settmg 91501E210112| E21 |A |CS 20/t \LEI'FUCEMIX, CHL, CHOP,4.’5LBBG\ $26‘BO\ $18.30 N \ m
191501E210115( E21 | A |CS 10 / T\LEITUCE,FRESH, LEAF, GREEN, US#| 52773 $19.23 N[ jo14
cannot be modified on this screen. 1 e [afes |30 /[ |LETUCE FRESA, ROMATNE, US#L. 1] 53321 32471 N[ [0id
191501E210280( E21 | A |CS 40/t PPLES, GOLD DEL, FRESH, USF, 88 | 54770 $39.20 N[ jo11]
The aCtIOI'] buttons (Save, Ed|t’ [ lessgpaiegal 2 |Ajcs | 40 /|1 [RPPLES, GRANNY SHITH, FRESH, MIT | $33.75 §25.75 N[ o1
Delete, and Reset) become aCtiVe {‘P afcs | 50/t [CABBAGE, FRESH, GREEN, US#1, 13| $36.50 $32.00 N o1
only for records checked on the |
side of the view.
The “Edit” button goes to the Detailed
View filtered for the items checked. S
Clicking a stock number goes to the
Detailed View for that stock number. . ) )
o _ o Abbreviated Table View (Action Buttons)
Clicking the Detailed View link
returns_to the Detailed View filtered l Zave | |Sth Selen:ted| | Edit | | Delete| | — |
for the items checked or, when no e
items are checked, all items in the
filter/sort set.
Clicking the Full Table View link on Abbreviated Table View Screen (partial view)
this screen returns to the Full Table | [
View filtered for the items checkedor, | ]| Stock Number |LSN3] ST |UoM
when no items are checked, all items
in the filter/sort set. SEOOUIETEREIAEDD b B
. « S905S01E0942393|EQS |A [
Checking the box next to “Stock
Number” alternately selects/deselects §90501E094854|F09 [ JCS
all items on the page. == 2o0501E095756)Ens |4 [CS
All columns, with the exception of =P [ ||zeos01E095761fE0s |4 LB
“PRF,” can be SOI‘ted by CI'Ck'ng the So0SO1EQ9S200|EQS  |a LB
column header.
NOTE: Checking one or more stock
numbers and clicking "Save” will run Abbreviated Table View Screen (partial view)
validations on all the items in the
contract and update the "Record betailed vi ol Table vi
< . . etaile iew u able Yiew
Valid" flag on all items in the contract.
This applies to the Full Table View
screen also.
2. Click Full Table View. The Full
Table View displays.(Next Page)
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STEP/ACTION

EXAMPLE

The Full Table View functions much
like the Abbreviated Table View
screen. The only differences are as

Full Table View Screen (partial view)

Contract: SP[;30011D3456 Status : Yendor Ready 832 Yersion: 1 View Reparts -

. Filter:  All -
f0| IOWS' Page  lofé Go to page: [Next] [Last] Detailed View  Abbr. Table ¥iew
The Table View contains more of the STy e Uendor Tteon Deseription. | vendor pice H,IEL' usres | P i gz ]
data dISp|ayed on the Deta“ed V|eW ssosoienszeasfeos | LB | 1L |BEEF RD, RUMP PAR-REMOVED, S| $2.54 szao0l | [
ss0s01e034s3afras | fos [ 124t [FRANKS, ALL BEEF, CHL, 6"LG, 4/1 $41.15 $37.66 | |
° The Tab'e V|eW has the Abbr ss0s01ens4s3dfeos b [©5 | 1oz |MEAT LINKS $0.25 | [
. . . Py ssosoienssyselens | e [ 1141 [SAUSAGE, KNOCKWURST, LINKS, $35.21 $31.71 | |
M llnk InStead Of the sonsoieosszeafeos [+ [l || 1¢ft |BEEF POT RST, CHUCK, CKD, FZN $3.95 $3.51 [ [
FU|| Table V|eW I|nk ssosoiensesoofens o LB | 14U |BEEF RIBEYE ROLL STK, BNLS, FZ| $15.58 $15.44| | |
sansoicnssssafeos [+ [C5 | 404t |BEEF, GRD, BULK, FZN, 85% MIN | $89.60 $84.00 [ |
° The Table V|eW |S more ||ke|y to ssosoie19azsefeis 0 LB | 1¢fi [BEEF TRIPE, HONEYCOMB, FZN, 1, $2.684 $2.70 | |
req re Sng the hor Onta| SCrOII 2z0501e1933z8f1s | [©5 | 10 ¢JL [BEEF LIVER, SL, F2N, SKLS & DEV $17.01 $15.61 [ [
uire usl 1Z ‘ ’
bar to view all the item (Reset]
information. esel fuasel
NOTE: The check box and “Stock
Number” column continues to display
when scrolling horizontally. This
feature also applies to the
Abbreviated Table View screen.
3. To exit to return to the Main
. = Main Menu
Menu, click & found
on the upper right hand corner of
the screen.
The Main Menu displays (not
pictured).
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Chapter 4: View/Set/Empty/Delete a Baseline Catalog

The View/Set Catalog screen is the screen from which catalog statuses are changed. In addition
summary information is included for each catalog.

STEP/ACTION

EXAMPLE

1. From the Main Menu, place your
cursor over the Baseline Catalog
Maintenance menu bar and
select View/Set/Empty/Delete
Baseline Catalog.

The View/Set /[Empty/Delete
Baseline Catalog screen displays,
which includes a series of columns
and with two filtering options.

Main Menu — Catalog Maintenance Submenu

Wiew /MWl odifyy Baseline Catalog
View SetEmptyDelete Baseline Catalog

Search Options

Filter By Contract Status

This option allows filtering by contract
status. (1)

Search by Contract

You can also search by contract
number. (2)

If you enter partial characters of an
existing contract number (any
characters within the string), you can
choose from a drop-down list of
existing contract numbers that begin
with or contain these characters. (3)

If you enter partial characters and
click Go, the error message “Contract
Number must be 13 characters long
and contain only letters and numbers”
will display. (4)

If you enter a nonexistent or invalid
contract number, the error message
“Contract not found” will display. (5)

Catalog Status Table

All columns except the Change
Status (last) column are sorted by
clicking the column header. The sort
order alternates between ascending
and descending order when
consecutive clicks are made to the
same column header.

Clicking a contract number in the
Contract Number (first) column

View/Set/Empty/Delete a Baseline Catalog Screen

[EEY

2

Filter By: | All Active v

CAGE Cods [Act!

OR Search By Contract:

[Total] Complets | Reviewsd [ Exduded lid [ Fixc to Submit | Last

1iuz3

3 o 1/23/2012

~ |semz000801035  [rauzs

B2 1 [2/1/2012

......... ~ |semz000801051  [s1858

1= o 1/9/2012

lsemz000801050  [s1858

11 a/1/2008

lsemz000801110  [s1858

3 i 3/31/2008

semzo00sp1112 [s1858

o o [3/31/2008

L3 3 3 ES

lsemzo008D1113  [s1858

s s 25

I
b

2

b

o |10
I

b

2 3/31/2008
2

......... ~ [semzo00801116  [ovvEs

2 2 [3/31/2008

......... ~ |semzooosni11e  [s1858

15 15 15 [5/16/2008

loaxLo

b
g
b
b
b
b
b
b
b
b

12 12 12 [3/31/2008

[_Update Status | (_Empty/Delete ] [(Reset |

Next] [Last’

Close-up of Filter by Contract Status Drop-Down List

Filter By: | All Active

‘Al Active
Being Built
Wendor Ready
Review Ready
Submission Ready
Inactive Contracts
Submitted in Past 7 Days
All Contracts
Search By Contract
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STEP/ACTION

EXAMPLE

causes the Detail Screen for that
contract to display. If the catalog has
a status of “Being Built” the contract
number is not underlined and is not
available for viewing or editing.

-See the next page for an overview of
the screen elements -

Close-up of Search by Contract Drop-Down List
(partial characters entered)

Search By Contract: ISP

3 SP03001102944 &
SP03009702987 |
SPM30006D3206
SPM30006D3207
SPM30007D1141
SPM30007D1191
SPM30007D1223
SPM30007D1230_|
SPM30007D1254
SPM30007D1260
SPM30007D1326 +

Close-up of Search by Contract Error Message

4 (partial characters entered and user clicks Go)
Search By Contract: |SPM [Cuntrac:t Mumber must be 13 characters long and contain only letters and numbers]

Close-Up of Search by Contract Entry
5 (no contract found)

Filter By: [Search By Contract =] OR Search By Contract: [SPM30006D3208 Contract not faund)

Close-Up of Search by Contract Entry
(contract number filtered)

Filter By: | Search By Contract | OR Search By Contract: |SPM30008D1035

contract nurnber | SASE s cvefroealcamplate suieueckecyudedinyai] Ete Curentstatus | change status

Submit|Subrmizzien
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View/Set/Empty/Delete Baseline Catalog Screen Overview

Purgs Contrack Murnber |[CAGE CodelictiveTotal[Coamplete|Reviewed|Excluded|Invalid|Fix to Subrnit|lLast Subrnission Current Status Change Status
SPRMI000201034 |1I023 =1 0 0 0 0 0 125/ 2012 endor Ready | ----mmmemeeeioo w
SPM3I000S01035 ([1IU23 33 2 & 1 1 l 2/15/ 2012 endor Ready | cmcemmeeeiaaao W
SPM3000801119 |03XL0 1z |0 0 0 1z 1z 331/ 2008 endor Ready | cceemmmmmeeo o £

02 HL0 iz |0 (ul (ul 12 12 ef10/ 2008 B=ing Builtk | eeeeeemeieio hd
SPRM30002011 39 |33KLO 13 |0 0 0 0 0 1/30/ 2012 endor Ready | ----mmmemeeiioo w
SPM3I000S01157 |[03XL0 7 (ul (ul (ul 7 7 =/ zEfz008 endor Ready | cmcecmmemeeiaaao W

0z=L0 El (ul (ul (ul il &l 2¢ 3142008 Being Built | cmeeeemeeeee e W
SPM3000201282 |03XL0 10 |0 0 0 10 10 331/ 2008 endor Ready | cceemmmm o “
SPRM3000201283 |03KL0 10 |0 0 0 el il 3/31/2008 endor Ready | ----emmemeeiioo A4
SPM3I000201307 |d3KLO 7 0 0 0 7 7 531/ 2008 endor Ready | cmcemmemeeiaaaao w

The View//Set/Empty/Delete Baseline Catalog columns and their respective elements are identified as follows:

1. Purge. This drop-down allows a subsistence user to empty or delete a contract. This functionality is not available to
vendors.

2. Contract Number. A schema of numbers used to identify a formal agreement between two or more individuals
enforceable by law.

3. CAGE Code. The Commercial and Government Entity (CAGE) code under which the contract falls.

4. Active. The column displays a “Y” if the contract is still active; an “N” if inactive. If this indicator is “N” the contract status
cannot be set to “Submission Ready” and the contract cannot be submitted to STORES.

5. Total. The accumulative number of line items in the baseline contract.

6. Complete. The number of line items marked as complete (set on the Detailed View, Full Table View or Abbreviated
Table View screen). This indicator does not affect line item or contract submission.

7. Reviewed. The number of line items marked as reviewed (set on the Detailed View, Full Table View or Abbreviated
Table View screen). This indicator does not affect line item or contract submission.

8. Excluded. The number of records marked for exclusion from submission. Records marked for exclusion are not
included in a submission. This indicator is set on the Detailed View, Full Table View or Abbreviated Table View screen
and can be used to exclude records that would otherwise block submission, thus allowing a submission to be completed.

9. Invalid. The total number of line items that either do not meet validation checks or are not in the Stock Number Catalog
are considered invalid. If these records are not excluded from the submission, they will prevent the changing of the
contract status to “Submission Ready.”

10. Fix to Submit. The count of invalid records that have not been excluded from the submission. These records must
either be corrected or excluded from the submission before the contract status can be changed to “Submission ready.”
This number must be zero in order for a submission to occur.

11. Last Submission. The date the contract was last submitted to STORES.

12. Current Status. The current status of the contract.

13. Change Status. This column is used to change the status of individual contracts. The status can only be moved up or
down one status level at a time. Clicking the “Update Status” button updates the status of all records on the page
(except those records displaying “----“). Vendors can only move a contract from “Vendor Ready” to “Review Ready”.
Guest vendors cannot make any status changes. The statuses (from lowest to highest level) are: “Being Built”, “Vendor
Ready”, “Review Ready” and “Submission Ready.”
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Chapter 5: View/Modify a Production Catalog

5.1: Access a Production Catalog

Modifying a catalog in the production environment does not result in updates/changes immediately being available to
customers wishing to place an order. Changes display to customers only after the weekly catalog update or after a
special catalog update occurs.

A production catalog can be modified from the Catalog Items screen (this section), the Detailed View (Production
Catalog) screen (Section 5.3), and the Add Item (Production Catalog) screen (Section 5.4).

STEP/ACTION EXAMPLE

1. From the STORES Catalog Main Main Menu - View/Modify Production Catalog Sub-menu
Menu, place your cursor over the

. ; STORES Catalog - Main Menu
Production Catalog Maintenance

menu bar and select View/Modify Baseline Catalog Maintenance
Production Catalog. Production Catalog Maintenance | YievViodify Production Catalog
The Select a Contract Number Ttem Request
Screen displays. ety Sinck hhabey
. MMaster Catalogs
NOTE: If you have no assigned e
production catalogs, this menu item Downloads
will not appear. Your Account
2. Select a contract number.
3. Click , Select Contract Screen (two example close-ups)
‘I‘f the ca’t’?cllog IS aSSIgned with the role Contract Number: | Select a Contract +
Vendor:
. . . SPMZ0008D1034
The View/Modify Produ_ctlon SPM30008D1035
Catalog ALERT screen displays. SPM20008D1091
SPM30008D1210

If the catalog is assigned with the role
of “Guest Vendor”:

The Catalog Items screen displays

Contract Number: |SPM30008D1035

(next page).
[ Continue | [ Cancel ]
4 Click [ Continue | The View/Modify Production Catalog ALERT Screen
. IC .
ALERT
i This i interf ith a “live™ talog. A
The Catalog ltems screen displays changes made here will be applied to the
(next page). STORES customer catalog upon the next
update.
[ Continue |
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5.2: Catalog Items

The Catalog Items screen displays somewhat differently for active and inactive contracts. If a contract is inactive,
the text “Inactive [Read Only]” follows the contract number. If the contract is inactive or the role assignment for the
contract is "Guest Vendor", the “Add Item” button does not display, the two left columns (“Edit” and “Delete”) are not
available, and the reports drop-down does not display. The example below shows an overview screen for an active

contract.
Catalog Items Overview (Partial View - Active Contract - Viewing)
1 Contract: SPE30013DP214 832 Version: 1 2 |\'1e\rRepem s
Filter:  [All tems v|
4 Page  10f10 Go to page: 3 [First] [Previous] [Next] [Last]
= ADD:)::I“'E“) (;i—:fﬁ".&o"—s Stock T| UoM RN | RDN Vendor Description Vendor Price | Product Price %
Edit Delete M |No Update W || Mo Update | 891501F210013| A (CS 1 BAMANAS, FRESH, GREEN, #1, 1/40 $22.00 £15.05
8 Edit | Delete ¥ [agreed v || Disagreed ~ |891501E210020| A | CS 20|1 BROCCOLI CROWNS, CHL, US£1, 1/Z $17.10 $14.15
Edit Delete M |Approved v | Review Meeded » |821501E210043| A [CS 35|1 CANTALQUPE, FRESH, US#1, 12 CT, $17.11 $14.16
Edit Delete M |Appruved W | Review Meeded “ |891501E210045| A [CS 51 CARROTS, CHL, BABY, WHL, PEELED, S7.09 £3.64
Edit Delete M |Appruved || Approved | 891501F210049| A (CS 51 CARROTS, CHL, SHRD, US#1, 1/5 LB £6.68 £3.23
Edit Delete N [2pproved W ||Review Needed v |891501E210051| A | CS 5(1 CARROTS, CHL, STICKS, US#1, 1/51 £8.83 £5.38
Edit Delete M |Approved v | Review Meeded “ |821501E210055| A [CS 20|1 CAULIFLOWER, FRESH, US#1, IW, 12 $17.88 $14.93
Edit Delete M |Appruved W | Review Meeded “ |891501E210064| A [CS 51 CELERY, CHL, STICKS, US#1, 1/5 LB S8.75 £5.30
Edit Delete M |No Update W || Mo Update | 891501FE210057 | A (CS 1|1 CILANTRO, FRESH, 1 LB PG £6.16
Edit Delete N [2pproved W |Review Needed v |891501E210074| A | CS 20|1 CUCUMBERS, FRESH, SUPER SEL, US $17.91 $14.96
B g | e (et et e | 7
| S|

The Catalog Items columns and the respective elements are identified as follows:

1. Contract Status and Version - Text that displays the current contract number and the 832 version against
which data is validated.

2. Reports drop-down menu. This drop-down contains a links to the “Pending Catalog Change Report” and the
"832 Version Compliance Report".

3. Filter drop-down menu. The filter choices are: "All Iltems", "Updated Items", "Warning Items", "Non-Warning
Items”,” Deleted Items”, "Size Changed ltems", "Unchanged Items", "Disapproved Items", "Review Needed
Items", and "Specific Item".

4. Catalog Items Page number and navigation links displays the current page and total number of pages under
the current selected filter (see Item 3 above).

5. “Go to page:” option. This option allows user to select a specific page for viewing.

6. “Add Item” button. This button displays on the top and bottom of the screen. Click this button to add a new
item to the catalog.

7. Page-to-page navigation links. These links display on the top and bottom of the screen and allow sequential
page-by-page navigation.

8. Stock Number/ Item viewing and editing region. In this section the item deletion status,
approval/disapproval status of both the customer and supplier side, Stock Number, Stock Number Deleted
Status, Unit of Measure, Ratio Numerator, Ration Denominator, Vendor Description, Vendor Price, Product
Price, Lead Time Days, Manufacturing Price Agreement (MPA) Indicator, MPA Purchase Date, Catch
Weight Indicator, Catch Weight Multiple, Part Number, Units per Package, Brand(Comments), Package Size,
Package Unit of Measure, Package Code, the Standardized and PRF Standards flags, the Standards
Acceptance flag, Economic Indicator, customer and supplier side names agreement or disagreement
reasons for item deletion, the customer and supplier side disapproval or approval reasons when applicable,
and the name of the person(s) who approved or disapproved the item are displayed. To edit an item, click
the Edit link. To delete an item, click the Delete link.
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NOTES:

If an item cannot be edited for any reason, the Edit and Delete links will not display.

Columns four and five (Customer Ops and Supplier Ops) columns have different values and function
depending on whether the “Deleted?” column is “Y” or “N”. If a “Y” appears in the column the values in
columns four and five can be “Agreed”, “Disagreed”, or “Change”. If the “Deleted” value is “Y” determine
whether the item will be deleted from a catalog but express the opinion of the individual reviewer. If the
“Deleted?” column has a value of “N” possible values in the columns four and five dropdowns are “Review
Needed”, “Approve”, “Disapprove”, and “Change Reason”. “No Update” in these columns indicates that
the item has not been updated since the last catalog update.

Only a subsistence or tech quality user with the appropriate customer or supplier side permission can make
changes in these columns. A user will only have access to the left or right side approval drop-down. An
item that has a status of "Review Needed" or "Disapproved" in one or both drop-downs will not make into
the customer catalog. An item with a “N: in the “Deleted” column will be deleted from the catalog if both the
left and right-side users have “Agreed” to the deletion.

To sort by a column, select the column header. Successive clicks on the column header toggles the sort
order between ascending and descending order.
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STEP/ACTION EXAMPLE
To modify a production catalog, make Catalog Items Screen (partial view with one close-up)
Sure an aCtIVe ContraCt has been Contract: SPE30013DP214 832 Version: 1 @
selected. If necessary, begin with citer: [Raview mesdednams ] [ Apmoeemaming vere ]
1in ion 5.1 an I n
:éﬁse Confi’ea(;[to 5 a d se ECt a Page 20f7 Go to page: - Gol IFirst] [Previous] [Next] [Last]
=L :::(Lem Rf:"t"":;:r:fm tock UoM RN | RDN Vendor Description Vendor Price
TO Delete an |tem !.i b EEHEI .N. - A.|:p’;¢ielz.—.!.¥‘ﬂ(ewe'v: :\leeded :/ 1501E210195| A |BG 5(1 PEPPERS, RED BELL 5% 59.96
Edit | Delete N Approved ‘.“Rewew Needed 191501E210200| A |BG 5(1 PEPPERS, YELLOW BELL 5& $5.79
1_ TO delete an |tem from the Edit | Deletz | N [Approved i\\awew Needed 91501E210238| A €S 5(1  |RADISHES, FRESH, RED, TOPPED, US| 58.47
COI’ltI’aCt table CIiCk D ete dit | Delete N Approved A\Ré@:wew Needed “/|391501E210248| A €S 201 LETTUCE, SALAD 4-WAY 4/5# $16.57
! ' \g\ﬂ Delete N Approved v Rev‘ w Needed 91501E210; A|cs 8[1 STRAWBERRIES, FRESH, US#1, QT § $15.08
\E it | Delete N [Approved v W 1501E210 alcs 0|1 APPLES, FRESH, RED DEL, USF, 113 1 $22.01
& Delete N Approved v \R‘ég:\ev:\(\ueeded ~|891501E210311| A |CS 501 CARROTS, JUMBO 50# $22.34
Edit &ﬂf N Approved v ;*1_\\ Delete N | Approved % \RE\:\‘EW r‘\feded 01501E210313 | A |CS 3[1 CAULIFLOWER, FLORETTES 4/3% £8.44
Ed it D‘l‘@ N .-':‘DDI'"'\-'Ed (W El \t\ Delete N Approved ~ ‘ng:a_\‘,u Ng\ded | 891501E210¢ A|CS 51 ‘GARLIC, DRY, TOPPED, US#1, 1/5 LE $11.83
— — - = q;\ Delete N Approved e ‘REWE\:\‘NEE*d | 891501E210344| A |CS 35(1 LETTUCE, FRESH, ICEBERG, US#1, 2 $18.58
Edit Delete N Approved e
\\ \ \ Add Item [First] [Previous] [Mext] [Last]
The About to Delete pop-up displays \
(below right) providing the opportunity ot | Do | N |approves =
to execute or to cancel the deletion. i | poel®| n [Aporoves 2
Edit Delete N Approved ~
) About to Delete Pop-up
2. Click to complete
the deletion of this item. [ Message from webpage ===
The Item Deleted pop-up displays
(below nght) i ~ "-.I You are going to permanently delete Stock Number 831501E210013!
L = 4 Caontinue?
[ 0]'4 l ’ Cancel
) ] Item Deleted Pop-up
3. Click to confirm the
deletion. FMessage from webpage @
The Catalog Items screen now
displays with one a “Y” in the
“Deleted?” column and
“Acknowledge” in columns four and ok l ’ —
- ancel
five ( the default value that apply to
the left/right side reviewer opinion of
the deletion).
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STEP/ACTION

EXAMPLE

To Edit an Item:

1. Select an item to edit and click

Catalog Items Screen (partial view with one close-up)

Contract: SPE30013DP214

832 Version: 1

View Reponts ~

Edit. If necessary, begin with
Step 1 in Section 5.1 and select Page  10f10  Gotopage:| | Got] [First] [Previous] [Mext] [Last]
H Ops (Left Supplier Ops . -
an actlve ContraCt L JemmEr= ot o g ok pogresal s.ln:.k e uoM | RN |RONM Vendor Description Vendor Price | Product Price
dit | Delete Y Adl v ’Tﬁ &Xﬁ 40(1 BAMAMAS, FRESH, GREEN, #1, 1/40 $22.00 $18.05)
b Ej\\ Delete Y Agreed v \D\sagreed hd| i 0 ’CS\ 20(1 BROCCOLI CROWNS, CHL, US#1, 1/2 $17.10 $14.15
o Edit \?.léta N Approved v ‘REV\EW Needed 43| AmCS \ 351 CANTALOUPE, FRESH, US#1, 12 CT, $17.11 $14.16
Edit | Delete v Acknowledge |[Acknowicage - Eiit m éﬁg. [ e gy Fr e Mo fcs 5(1  |CARROTS, CHL, BABY, WHL, PEELED, 57.08 53.64)
it D<Ist>\ N [Approved ~ |[#pproved 16210048 | A c}\ ¥ 1 |CARROTS, CHL, SHRD, US#1, 1/5 LB $6.68 $3.23)
Edit | Delete Y Agreed Ao ‘DlsagrEEd ™ Edit\ | Delete \N Approved ~ |[Review Needed | 3s1501£210051 | A |€5 \ 5\ CARROTS, CHL, STICKS, US#1, 1/5 1 $8.83 $5.38)
Edit Delete N Approved W \Review Meeded Edit \@ \ Approved ~|[Review Needed 1 ales 20(1 CAULIFLOWER, FRESH, US£1, TW, 12 $17.88 $14.93|
Edit & N\ Approved ~ |[Review Needed | 3s1501E210064| A | €5 \5 1 LERY, CHL, STICKS, US#1, 1/5 18 $8.75 $5.30)
’ Edit | Delete N b\UpdatE ~|[No Update ~ | ss1s01e21 alcs i cn)w\mo, FRESH, 1 1B PG $6.16
Edit | Delete \N Appiyved ~ |[#pproved ~ | za1501010074| & | €5 20 1\ cucuw%{ks, FRESH, SUPER SEL, US| $17.91 $14.96|
The Catalog Items screen displays \ \L
with a second row for the selected a4 em (] (revious o] i
item. Editing takes place in this new \
<. . . Edit | Delete Y Acknowledge e \Acknowledge hd
row. This information displays on the
Edit | Delete v |Agreed ~ |Disagreed v
next page.
Edit Delete N Approved e ‘REVIEW Meeded W
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Catalog Items Screen Overview (Editing — partial view)

Contract: SPEZ0013DP214 832 Version: 1 1 2 |\'ieu- Reports W

Filter: [All Ttems V| 3

dit | Delete Y Acknowledge hd |Acknowledge | 891501E210013| A | CS 40|1 BAMNANAS, FRESH, GREEN, #1, 1/40 $22.00 $19.05

C ODS.“'EH) M Stock Number|(ST UoM RN | RDN Vendor Description Vendor Price Product Price
App: (Right) Approval = e

dit | Delete Y [Agreed v |[Disagreed v |ao1501E210020| A | €S 20(1 BROCCOLI CROWNS, CHL, US#1, 1/2 $17.10 $14.15

Updats | Cancel M Approved “ ||Review Needed “|291501EZ10043] A

CS 35(1 CANTALOUPE, FRESH, US#1, 12 CT, $17.11 $14.16
cs 351 CANTALOUPE, FRESH, US#1, 12 CT, $17.11 $14.16

Edit | Delete N |Approved ~ [[Approved ~| se1501E210045| & | €S 5(1  |CARROTS, CHL, BABY, WHL, PEELED, £7.09 £3.64

Edit Delete N Approved

<

[4pproved ~| ge1501E210048| & | €S 5(1  |CARROTS, CHL, SHRD, US#1, 1/5 LB £6.68 $3.23

Edit Delete N Approved hd |Review Meeded “|821501E210051( A | CS 5|1 CARROTS, CHL, STICKS, US#1, 1/51 £8.83 £5.38

Edit | Delete N |Approved ~ [Review Needed | 8915016210055 | & | €S 20{1  |CAULIFLOWER, FRESH, US#1, IW, 12 $17.88 $14.93

Edit Delete N Approved

<

[Review Needed | 821501210064 A | €S 5(1 | CELERY, CHL, STICKS, US#1, 1/5 LB £8.75 £5.30

Edit | Delete N  (No Update ~ [No Update v se1501E210087| & | €5 1{1  |CILANTRO, FRESH, 1 LB PG £6.16

Edit Delete N Approved

<

[4pproved v ss1501E210074 | & | €S 20{1  |CUCUMBERS, FRESH, SUPER SEL, US $17.91 $14.96

2

1.

The Catalog Items columns and the respective elements are identified as follows:

Contract and Contract Version - Text that displays the current contract number and the 832 version
against which data is validated.

Reports drop-down menu. This drop-down contains links to the “Pending Catalog Change Report” and the
"832 Version Compliance Report(s)".

Filter drop-down menu. The filter choices are: "All Items", "Updated Items", "Warning Items", "Non-

Waming Items”,” Deleted Items”, "Size Changed Items", "Unchanged Items", "Disapproved Items", "Review
Needed Items", and "Specific Item".

Stock Number/ Item viewing and editing region. In this section the Item Approval Status, Stock Number,
Unit of Measure, Ratio Numerator, Ration Denominator, Vendor Description, Vendor Price, Part Number,
Product Price, Lead Time Days, MPA Indicator, MPA Purchase Date, Units per Package, Comments
(Brand), Package Size, Package Unit of Measure, Package Code, Standardized Indicator, PRF Standards
Indicator, Standards Acceptance Status, and the Economic Indicator are displayed. To edit an item click
the “Edit” link. To delete an item, click the “Delete” link.

Item edit region. If DLA Standards have not been accepted you may edit : Unit of Measure, Ratio
Numerator, Ration Denominator, Vendor Description, Price, Part Number, Units per Package, Comments
(Brand), Package Size, Package Unit of Measure, Package Code, and the Economic Indicator. If the
Standards have been accepted, edits will be restricted according to the level (Standardized or Standardized
and PRF Standards) of standards being enforced. To cancel changes click Cancel. To save changes click
the "Update" link.

NOTES:

Changing the approval status of an item when editing on this screen (editing in area 5) will cancel any other
changes make to the item while on the screen. Changes made and saved prior to changing the approval
status will not be cancelled.

The status of the Standard Acceptance cannot be modified on this screen.

Scrolling all the way to the right will display the names of the Customer and Supplier Ops Reviewers and
their review results reason where applicable.

The “Update” link must be selected for any item being edited if changes are to be saved. Clicking “Edit” or
“Delete” on another item, before saving (updating) the current item, will result in changes being lost.
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STEP/ACTION EXAMPLE
2. To cancel changes to an item that Catalog Items Screen — Editing (partial view with one close-up)
is about to be updated in Edit
mode, C“Ck Can Cel . Contract: SPE30013DP214 832 Version: 1
Fiter:
Update | Cance| |«mm—
— = rg::l“'em (R‘?“:t"l“:’ Dr:;l Stock Number|ST|  UoM RN |RDN Vendor Description
Edit |Delete| Y |Acknowledge V| Acknowledge  v|891501E210013| A |CS 40|1 BANANAS, FRESH, GREEN, #1, 1/40
Th h il tb d d Edit |Delete| Y  [Agreed |[Disagreed | sat501Ez10000| 4 | €8 201 |BROCCOLI CROWNS, CHL, US#1, 1/3
€ changes will not be saved an TERww =
. e F— . _ 351 |CANTALOUPE, FRESH, US#1, 12 CT,
the screen refreshes without the — E\Q Eppraied V|[Review Needed V| B91S01E210045 | A P2 351 |[cANTALOUPE, FRESH, US21, 12 CT,
editable row. at | Ddetr \N Approved  [approved | so1s01Ez10045| A | €5 5{1  |CARROTS, CHL, BABY, WHL, PEELED,
3. Tosave changes to an edited \Q\; Delete \ \pmed |[approved | sat501Ez10043| 4 | €5 5(1  |CARROTS, CHL, SHRD, US#1, 1/5 LB
) record. and update the production il | Delete N\ Apphgued v [Review Needed |gatso1Ez10051| A | €5 5(1  |CARROTS, CHL, STICKS, US#1, 1/51
Cata|0 , C“Ck UIg date Qlt\ Delete N A “ [[Review Needed ' |B31501E210055| A | CS 20|1 CAULIFLOWER, FRESH, US#1, IW, 17
9 E_c)¢ Delete | N |[Review Needed | ga1501E210084( A | €S 5{1 |CELERY, CHL, STICKS, US#1, 1/5 LB
Edity |\Delete N No \Jpdate \ W |[No Update | 891501E210067| A | CS 11 CILANTRO, FRESH, 1 LB PG
Update | Cancel \ \
ﬁ =poate )| .ancel m\ laﬂ N Appr\ed \t Approved v | sa1501E210074| & | €S 20{1  |CUCUMBERS, FRESH, SUPER SEL, US

Changes made to the item are saved
and the production catalog is

updated. The updated screen Update | Cancel
refreshes without the editable second
row.

NOTE: If errors are found, a pop-up
window displays listing the values

needing correction. Clicking
on the pop-up message redisplays
the Catalog Items screen and allows
editing the record to continue.

STORES Catalog 54 September 2019

FOR OFFICIAL USE ONLY



STORES Catalog — Vendor User Guide

Chapter 5: View/Modify a Production Catalog

5.3: Detailed View (Production Catalog)

The Detailed View (Production
Catalog) screen displays.

STEP/ACTION EXAMPLE
To Edit an Item in Full Screen: Catalog Items Screen — Viewing (partial view with one close-up)
1. Select an item to edit and click the Cala SHES U IR 103 B3zt
Stock Number. If necessary, Filter:
begin with Step 1 in Section 5.1
and select an active contract. rope 26710 Gotwpage:|  [ool] st (Brmioust. et Lestd
c ":::I“‘m (Rf—“ﬁp—"ﬁ ]'_':'D'wal Stock T| VoM EN | RDN Vendor Descri
3R T R A M M VAN Rete vt I'n"'n"'} s 35(1 GRAPEFRUIT, FRESH,
Edit Delete N Approved hd \Rewew MNeeded |831501E210092 l\m Delete N Approved hd ‘Disappr{}ved v | 891501E210097 E (%\ 15|1 GREENS, KALE, FRESH,
Edt | Ddete | N [|Approved ~ |Disapproved ] 831501£210057 o B@ Delete N | Approved ~ [[Review Needed “|891501£210103 z cs 241 KIWIFRUIT, FRESH, US:
Edt |Deete | N _JApproved ¥ |[Revien Needes ] ssisoreatoics 'ﬁ\' L TR A Menana A !\is 5/1  |oNIONS, YELLOW, DRY,
\@ Delete N Approved ~ [Review Needed *|s21501E210167| A& cs\ \‘Q 1 ORANGES, FRESH, ANY,
it Delete N Approved b ‘REVIEW MNeeded “|B391501E210173| A [CS \ 5\ PARSLEY, FRESH, US£1|
E_é‘; Jete N Approved hd ‘Raview Meeded *|891501E210195( A |BG 51 PEPPERS, RED BELL 5#

[Review Needed

L

891501E2100592

N Appro

ved

| Disapproved

L

891501E21 00587

[Review Needed

L

891501E210103

The Detailed View screen allows
users to view/edit a single line item.

Editable information displays in
white data fields. Non-editable
data displays in beige or yellow
(exact color varies from monitor to
monitor) fields. Vendors cannot
update values in the DLA
Evaluation section.

If a contract is not editable due to
user role or catalog status, the
shading of the fields remains the
same with a status of “Read Only”
which will display near the status
on the upper left portion of the
screen.

NOTE: Some fields cannot be
edited when Stock Number
Standards are in effect for the item.
Editable fields will depend on the
832 Version and the contract type
(for example CONUS or OCONUS).
DLA Evaluation fields are not
editable on this screen.

Production Catalog Detail Screen

/Modily Praduction Catalog - Catalog Tiems - Detailed View

0LA ham Descrption

Abrevioted Description
jeav sase, cows, (pEEsT)

Vensar Tiem Description *

leev sase, cow, s, (ee

Special Ordering Lastractions.

=

5 GAL BIB, FOR CARB DISPERSER
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DETAILED VIEW (Production Catalog)

View on Screen Load

STORES Catalog - View/Modify Production Catalog - Catalog Items - Detailed View

Contract: SPE30015D9250 832 Version: 1

Ttem Number/Name

DLA Item Description

|89c001E111523] R

[Stock No e (pepsi), 5 gal bib, for cazb dispemser
Uol [ex

Status [rcTive =

Part No ~ (000000 | ||Abbreviated Description

BEV BASE, COLA, SWI,

Item Name

BEV BASE, COLA, (PEPSI)

Brand
(C

ts) * [pees:

Vendor Item Description *

sKU [

Gross Measures.

Case Weight
case Weight Measure = | |
volume I

Velume Unit **

Allowances

napa L
Food show L ]

Prometicnal

More Fields T

Fewer Fields A

Value and Unit of Measure

BEV BASE, COLA, SWT, (PEPSI), 5 GAL BIB, FOR CARB DISPENSER

Special Ordering Instructions

Lead Time Days [ Min. Order Quantity
WPA Purchase Date | |d
= 5]
Accept DLA Standards v

Update & Return

* indicates a required field
**indicates a conditienally required field

Bottom of Screen — Expanded View

Vendor Item Details
Bx
Price [ $3s.25)

Unit of Measure *
PRF * 1/
DLA Evaluation

——————
——

Customer Side:

Supplier Side:
Catch Weight
Indicator (C— Multiple (|
Package Details

—
Size = uom * [5L Code= X

Miscellaneous.

Units Per Pack *

Product Price $35.25 |Econ. Ind. * ]
Shelf Life [ 1lstife unit == ]
Dist. Fee [ bistFee ctay 1

Frgn Src Ind DLA Unique

= indicates a requirad field
indicates a conditionally required field

Tare v L J Paper we L] Al v L1 plas e L1 cls we L J in we L1
Item Indi
Navy/FIC
Vendor Ttem
BEV EASE, CODE RED, SWT, (MOUNTAIN DEW), & GAL EIB, FOR CARE DISPERGER
Update & Return | [Delete | [ Reset Cancel
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DETAILED VIEW (Production Catalog) Continued

The screen elements of a Detailed Production Catalog Record and its respective fields are as follows:

1. Contract, Status, and Version - text that displays the current contract number and current 832 Version.
“‘Read Only” displays next to the contact number when a contract is not editable.

2. Item Number /Name, Gross Measures, Allowances, Vendor Item Details, Catch Weight, Package
Details, Miscellaneous, and the second column are editing regions used to view and update item details.
Stock Number, Status, Item Name, DLA Item Description, Abbreviated Description, MPA Indicator, Iltem
Indicators Item Indicators, Catch Weight Indicator, the Standardized checkbox and the PRF Standards
checkbox cannot be updated by users. Lead Time Days and Minimum Order Quantity cannot be entered
for an OCONUS contract. Vendor Item Description, Package Unit of Measure, Packaging Code, PRF Unit of
Measure, and Units per Purchase Pack can be updated when the Stock Number Standards are not being
applied to these fields. Package Size can be edited but will be limited to a range if Standards are applied to
this field Catch Weight Multiple can be updated if the Catch Weight indicator contains a “Y”, but its
acceptable value may be limited if the Stock Number Standards are applied. Fields under DLA Evaluation
cannot be edited. Fields with an asterisk (*) are required.

3. The More Fields link displays as "Fewer Fields" when clicked and expands the screen to display additional
fields (rows 6-8).
4. Screen action buttons. Click [Uedate &Return | 1 sove changes and return to the Catalog Items screen.

The %I button deletes the current item from the catalog. The ﬂl button replaces all values with

the last saved values. The _=3M€El. hytton returns to the Catalog Items screen without saving changes.
5. The Fewer Fields link changes to "More Fields" when clicked and removes rows 6-8 from the screen
display.
6. Value and Unit of Measure displays editable weight values and their associated Unit of Measures.
Item Indicators displays additional information about the item. These fields are not editable.

8. Overwritten Vendor Item Description displays the previous production version of Vendor Item Description.
This field is not editable.

~

NOTES: This is the only screen on which a vendor can set acceptance of the DLA Standards for a production
catalog item.

e A vendor can change the Accept DLA Standards from "N" to "Y" if the contract is active and
Standardized is checked. If Standardized is checked and PRF Standards is unchecked, the fields
affected are— Package Size, Package Unit of Measure, Package Code, Vendor Item Description, and
Catch Weight Multiple for Catch Weight Iltems. If PRF Standards is also checked, the fields PRF Unit of
Measure, and Units per Purchase Pack will also be 'locked".

e Changing the DLA Standards Acceptance from "N" to "Y" on this screen will not affect the baseline

cataloc-; .
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5.4: Add a Production Catalog Iltem

Adding an item to a production catalog works somewhat differently from adding an item to a baseline catalog. If the
item already exists in the customer catalog, the fields will be prefilled when the item is added. If standards were
previously accepted for the item, the standards will be accepted automatically and the affected standard fields will not
be editable. If the item to be added does not exist in a customer catalog but the Standardized or the Standardized
and PRF Standards have been set for the item by the Subsistence Supply Cataloging & Standardization Branch, the
corresponding standard fields will be prefilled and will not be editable.

STEP/ACTION

EXAMPLE

To Add an Iltem:

1. To add a new item to the catalog,
navigate to the Catalog Items

screen and click LAdd Ttem |

The Enter Stock Number screen
displays.

Catalog Items Screen (partial) — Viewing

Contract: SPM30008D1035 832 Version: 1 |\'ian-Repon_= )

Filter:

Page 20f10  Goto page: — [First] [Previous] [Mext] [Last]

Deleted?(= 2 :::I{"em (R%ﬁp—"é ]'_':'Drmml Stock Number|ST|  UoM RN | RDN Vendor Descri

Edit | Delete | N |Approved ~ |[Review Needed | es1s01e210082| A |cs 35(1 | GRAPEFRUIT, FRESH,
Edit Delete N Approved e ‘D\SBDDI'QVed | B21501E210057 | A (CS 15|1 GREENS, KALE, FRESH,
Edit | Delete | N |Approved  |[Review Needed | ga1501£210103 & [cs 24(1  |KIWIFRUIT, FRESH, US
Edit | Delete | N |Approved  |[Review Needed | es1501€210153 | A |c5 5|1 |OMIONS, YELLOW, DRY,
Edit | Delete | N |Approved  [Review Needed | gat501E210157| & |c5 401 |ORANGES, FRESH, ANY,
Edit | Delete | N |Approved ~ |[Review Needed | gs1s01ez10178| & |cs 5|1 |PARSLEY, FRESH, US#1]
Edit | Delete | N |Approved ~ [[Review Needed | ga1501€210185 | & [BG 5|1 |PEPPERS, RED BELL 52

2. Enter a stock number

3. Click L_Centinue_J

The Add Item screen displays (next
page).

NOTE: If the stock number already
exists in the production catalog or if it
is not a valid stock number, an error

message displays. If this error
occurs, enter a different stock number

and cIick or click
to return to the

Catalog Items screen without saving
any changes.

Enter Stock Number Screen (two example close-ups)

Stock Number: I
Cancel |

Stock Number: |290501E094893

Continue Cancel
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STEP/ACTION

EXAMPLE

The Add Item screen displays the
details of the specific stock number
being added. Once the item details
have been entered, the user may
choose to perform one of the
following actions:

e Click [ Save & Return ] to
update the catalog with the new
item and return to the Catalog
Iltems screen.

Click [ Save & Add .ﬁ.nother] to

update the catalog with the new
item and add another item.

e Click to clear the

user-entered values.

e Click to cancel the

process and return to the
Catalog Items screen. If the
process is canceled, the new
item is not added to the catalog.

Production Catalog Add Item Screen (with 2 close-ups)

ol ontract: sPes001509250  Stock Mumber: 530501£084093 032 varsion: 1 | |

Ttem Humber/Name. DLA Item Description Vendor Item Details.
Stack No (500501 Foa45o3] 6 in. 1g, 4/1, 1/12 1b ea Econ. Indicator * L
ot e unit of Measure * fes

Status FRsGE PiASING e Tl Price -
Abbreviated Description G

FRANKS, BEEF, CHL, Indicator g

Part No -
Ttem Name

Brand
(Commen ts)

sKu

Gross Measures

Case Weight
‘Special Ordering Instructions

Case aht
wi T E . ‘shelf Life
Volume

Shelf Life Unit ~

el IR hd Distribution Fee
P Lead Time Days Hin. Order Quantity category

HAPA “ MPA Purchase Date 1=

Food Show

Promotional Accept DLA Standards v DLA Unique * [~

More Fields T

aaaaaaaaaaa

1 [ Sawve & Return ] [ Sawve & Add Another ] [ Reset ] [ Cancel ] I

NOTE: Attempting to save an item to
the catalog without filling the required
fields with appropriate values results
in one or more error messages. If an
error message occurs, the item must
be completed correctly before the

Error Pop-up Window (Example)

Meszage from webpage x|

j o need ta fi the following:
! * Part Humber must be 1 to 25 characters long and only these special characters are allowed: - / & and zpace.
* Grozs Yolume Unit catnot be empty when Gross Yolume haz a value.
* Price must be at least $0.01, no mare than $9,999,333.99, and contain no more than bwo decimals.

item can be saved. If the Error Pop-
up displays, click to return to
the Add Items (Production Catalog)
screen.
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Add Item(Production Catalog) Close-up

View on Screen Load

Contract: SPE30015D9250 Stock Number: 890501E094893 832 Version: 1

Item Number/Name DLA Item Description Vendor Item Details

Stock No € in. 1g, 4/1, 1/12 1b cs Econ. Indicator * ]

UoI =3 Unit of Measure * fes—

Status |FLAGGED/PHASING pre = [ 12/F e 001
Part No = ‘ ‘ Abbreviated Description

Catch Weight
Item Name |FRANK5r BEEF, CHL, Indicater 0
Multiple L 1

Package Details

(Comments) * Vendor Item Description *
- - ’17
— | FRANKS, BEEF, CHL, & IN. LG, 4/1, 1/12 LB CS Hatis [ep s

Size * |12.00 UoM = LB Code * cs
Gross Measures
- Miscellaneous
Caseweight [ |
Case Weight Special Ordering Instructions Product Price
*x
Heasuee Shelf Life

_—
L 1
Volume 1 Shelf Life Unit =+ 1
1
L 1

Brand ‘

Velume Unit == Distribution Fee

Allowances Lead Time Days Min. Order Quantity Category
NAPA 1 v MPA PurchaseDate | ] Distribution Fee
Foreign Source
Food Show L ] v J e nv
Promotional |:| ‘Accept DLA Standards v DLA Unigue * oW

More Fields Y

Save aReturn | | Save s Add Another | |  Reset | [ Cancel

* indicates a required field
** indicates a conditionally required field

Bottom of Screen — Expanded View

Fower Ficlds 4

Value and Unit of Measure

Tare Wit I_ Paper Wt I_ Alum Wt |— Plas Wt I_ Gls Wt |_ Tim Wt I_
Tare VoM | |[Paperuem [ | Alumwed [ Plaswem [ Glswem [ Timwem [

Item Indicators
napa B Marines [l eoFa N Nawy [N nier [N nirFope [N
- R — wwerg 1B — wartime [ | Mavy/Fic [
Overwritten Vendor Item Description
Fﬁi'utﬂ ALL BEEF. CHL, 6700, 471, 1712 LB CS

Save & Return Save & Add Anocther Heset Cancal

All helds marked with 80 astensk () Afe feguired

This screen looks and functions very much like the Detailed View (Production Catalog) screen. The
differences between the two screens are:

e The action buttons differ.

e The DLA Evaluation section is not displayed.

e The value of the DLA Standards Acceptance field cannot be modified on this screen.
|
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5.5: View Catalog Reports

5.5.1: Pending Catalog Change Report

The Pending Catalog Change Report displays difference between items currently in the customer catalog and
items that will be added to, deleted from, or modified in the catalog. The 832 Version Compliance Report is also
available from the drop-down and is discussed in Section 9.2.

STEP/ACTION

EXAMPLE

To Access the Report:

1. To view the report, select
“Pending Catalog Change Report”
from the Reports drop-down on
the Catalog Items screen.

Wiew Reports w

Pending Catalog Change Report
232 Version Compliance Report(s)

The Pending Catalog Change
Report screen displays in a new
window.

Catalog Items Screen

Contract: SPM30008D1035

832 Version: 1

Filter: | All Items hd

— [ V]

Page 20f10  Gotopage:| |Gl [First] [Previous] [Mext] [Last]

Lo - Oos (Left (R%ﬁ;ﬁ ]'_';":'rmml Stock Number|ST|  UoM RN | RDN Vendor Descri
Edit Delete N Approved e ‘Review Meeded W |891501E210092| A |CS 351 GRAPEFRUILT, FRESH, W
Edit Delete N Approved e \Disapprﬂved | 891501E210097 ( A | CS 151 GREENS, KALE, FRESH,
Edit Delete N Approved e ‘REVIEW Meeded |891501E210103| A (CS 24|1 KIWIFRUIT, FRESH, US
Edit Delete N Approved hd ‘RE\JiEW Meeded W |891501E3210153| A |CS 5(1 ONIONS, YELLOW, DRY,
Edit Delete N Approved A ‘Revlew Needed v/ |891501E210167| A (CS 40(1 ORAMNGES, FRESH, ANY,
Edit Delete N Approved hd ‘RE\JiEW Meeded v |891501E210178| A |CS 5(1 PARSLEY, FRESH, US#]
Edit | Delete N |Approved ~ |[Review Needed |8s1501£210195| A [BE 5(1 PEPPERS, RED BELL 52

The Pending Catalog Change
Report screen has a normal view
version and a printable version.

Below is a detail of the area circled on
the right. Clicking “Close Window”

Pending Catalog Change Report Screen

PENDING CATALOG CHANGE REPORT
Contract Number: SPM30008D1035

CHANGE STATUS: Pending Deletes

upp Pka  Pkg

Close Window Printable Wersion

Pkg Case

FOR OFFICIAL USE ONLY

| h n d d Stock Number EI  Part Noe  Item Description UoM PRF Price Comments a2 &1 =l wEigmmstr. Fee
closes the report window and returns 895501E117044 0 4100000723TEA, CONC, UNSWT, (LIFTON), 5 BX /1  §27.05 1 5 GA  BX
GAL BIB
to the Catalog Items screen. 895501E117057 0 4100000726 TEA, CONC, SWT, (LIFTON), 5 BX  1/1  $27.05 1 5 GA  BX
GALBIB
Close Wwindaow Printable Version ) .
CHANGE STATUS: Pending Additions
Stock Number EI  Part No  Item Description UoM PRF Price Comments uPP ;:‘zﬂe ::‘)%I ::ﬂe a?;smmstr. Fee
) . 395501E113423 0 12 TEA, CONC, SWT, (NESTEA), 2.5 BX  1/1  $0.01 1 250 GA Bx
2. To access the printable version
H 13 . H ”
click “Printable Version”.
CHANGE STATUS: Pending Modifications (old values in bold)
. Stock Number EI  PartNo  Item Description UoM  PRFPrice cnmmentsuppg!‘g :k?‘l E';g E,“,Eht 2“"' Changed Fields
The Pendlng Cata|Og Change 805501E116941 0 7454 TEA, CONC, RASPBERRY, BX  1/1 27.05 1 slze c: BX o e e Details
835501E116941 0 7454 (LIPTON), 5 GAL BIB, FORCARB  BX  1/1 27.05 15 Ga Bx —
H H H DISPENSER
Report printable version displays TR CoNC. RAspeERRY, (LiPTON)
5 GAL BIB, FOR CARB DISPENSER
Xt 896001E116924 © 1200040018 BEV BASE, COLA, CHERRY, SWT, 1/1 16.23 PEPSI 1 3 GA BX Details
next page). Tomomp Cooonrpesefocpa B Mme mE 4z oo peais
FOR CARB DISPENSER PEPSI COLA
EBEV BASE, COLA, CHERRY, SWT,
(WILD CHERRY PEPSI), 3 GAL BIB,
FOR CARE DISPENSER
896001117392 0 0000 TROPICANA LEMONADE, 3GAL  BX  1/116.23 PEPSI 1 3 GL BIB Details
896001E117392 © 000D BIB, SODA BX  1/1 1623  PEpsI 1 3 6 BB
TROPICANA LEMONADE, 2 GAL BIE,
S0DA
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STEP/ACTION EXAMPLE

Below is a detail of the area Pending Catalog Change Report — Printable Version Screen

highlighted on the right.
PENDING CATALOG CHANGE REPORT
Contract Number: SPM30008D1035

- -
Close window Back Print

CHANGE STATUS: Pending Deletes

upp Pko Pkg Pkg Case

Stock Number EI Part No  Item Description UoM PRF Price  Comments b e Distr. Fee
Size UoM Code Weight
895501E117044 0 4100000723 TEA, CONC, UNSWT, (LIFTON), 5 BX  1/1  $27.05 1 s GA  BX
GAL BIB
805501E117057 0 4100000726 TEA, CONC, SWT, (LIPTON), §  BX 1/t $27.05 1 s GA  BX
GALBIB

Clicking “Close Window” closes the
report window and displays the
Catalog Items screen.

CHANGE STATUS: Pending Additions

Stock Number EI PartNo  Item Description UoM PRF Price  Comments upp FPko  Pkg Pkg Case i pee

Size UoM Code Weight

Cllcklng “Back” dlsplays the Vlewable 895501E113423 0 12 Eii,ég??ésvggégﬁlsm, 25 BX 1/1  $0.01 1 250 GA  BX
DISPENSER
report.

C|icking Print opens the system print CHANGE STATUS: Pending Modifications (old values in bold)
dlalog box from WhICh the report can Stock Number EI PartNo Item Description UoM PRFPrice  CommentsuppPkd Pkg Pkg Case = Distr. cp.,ge4 Fields

Size UoM Code Weight Fee

be printed. SIS BN Do X OHIEE IR oersie
TEA, CONC, RASPBERRY, (LIFTON),
Click “Back” displays the viewable st ¢ mussemmOLTETaG m o yiaz me 11 ogoE
Pending Catalog Change Report Rt R O, S B
screen. BENGEE D B Rewoowsw mogiem o omm o1 g o
In the “Changed Fields” column of the Pending Catalog Change Report Screen
Pending Madifications section of the
report, a Details link displays. Placing
the mouse over the Details links for a PENDING CATALOG CHANGE REPORT
specific stock number displays a list Contract Number: SPM30008D1035
Close Window Printable Version

of changed fields (abbreviations).
Clicking a Detalils link displays a
detalled report for the |tem Stock Number EI  PartNo  Item Description UoM PRF Price  Comments upp ;:‘zﬂe :I;?‘I :":ge ‘E’a:i:mﬂistr. Fee

895501E117044 0  4100000723TEA, CONC, UNSWT, (LIPTON), 5 BX  1/1  $27.05 1 5 GA  BX
GAL BIB

CHANGE STATUS: Pending Deletes

895501E117057 0 4100000726 TEA, CONC, SWT, (LIFTON), 5 BX  1/1  $27.05 1 5 GA  BX

Below is a close-up of the highlighted
area to the right.

CHANGE STATUS: Pending Additions

Changed Fields
: Stock Number EI PartNo  Item Description UoM PRF Price  Comments upp FPko Pka FPkg cCase i po.
Details Size UoM Code Weight ”'st"
— B95501E113423 0 12 TEA, CONC, SWT, (NESTEA), 2.5 BX 11  $0.01 1 250 GA BX
. GAL BIS, FOR POST-MIX
Dretails DISPENSER
Details CHANGE STATUS: Pending Modifications (old values in bold)
i . Pkg Pkg Pkg Case Distr. .
i . Stock Number EI PartNo  Item Description UoM PRFPrice  CommentsuppCid et kg Thse, DIl changed Ficlds
3. Click one of the links aossoiEiicea1 o 7454 TEA, CONC, RASPBERRY, Bx  1/127.05 15 ca ex Details
- . 835501E116341 0 7454 (LIPTON), 5 GAL BIE, FOR CARB BX 1/1 27.05 1 5 GA BX

DISPENSER
TEA, CONC, RASPBERRY, (LIPTON),
S GAL BIB, FOR CARB DISPENSER

806001E116924 0 1200040018 BEV BASE, COLA, CHERRY, SWT, BX  1/116.23  PEPSI 1 3 GAa Bx Details
596001E116324 0 1200040018 (WILD CHERRY PEPSI), 3 GALBIB,BX  2/1 16.23  COLA 13 GA BX
FOR CARE DISPENSER PEPSI COLA

BEV BASE, COLA, CHERRY, SWT,

The Pending Catalog Change Fonis Sy pesar 3 oot s,

FOR CARE DISPENSER
806001E117302 0 0000 TROPICANA LEMONADE, 3GAL  BX  1/116.23  PEPSI 1

Report - Pending Modifications — 896001EL117352 O 0000 E;Eﬂ,ﬂ?g‘g\& (ETETRE, © N, BX i/1 16.23 PEPSL 1
Item Details screen displays (next

page).

GL  BIB Details

ww
@
@
a
m
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STEP/ACTION EXAMPLE

The Pending Catalog Change
Report — Pending Modifications —
Item Details screen contains details
of the items to be changed.

Pending Catalog Change Report — Pending Modifications —
Item Details Screen

'( Back 1a Main Repail PrinL —’

Clicking “Back to Main Report”
displays the Pending Catalog
Change Report screen.

Pending Catalog Change Report - Pending Modifications - Item Details

Contract Mumber: SPM30008D1035
Stock Number: 890501E194168

o . ) Field Narme Current Yalue Pending Value Changed?
C_IICkmg Print opens the system Print Cantract Update Stamp m7-FEB-12 15-APR-13 ¥
dlalog box. Frice =40,00 £40,00

Fraduct Price 50,10 50,10

Mtem Detcription

PORK LOIM, BMLS, FZM, €€,
11 RIBS, Wr15% MAX ADDED
IMGREDIEMTS, 5FB-12 LB EA,

PORK LOIM, BMLS, FZN, £€, 11
RIBS, W 15% MAX ADDED
IMGREDIEMTS, 5FB-12 LB EA, N&

4. Click Back to Main Report. N
Leasd Tirme Days KL £l
Fart Muriber PT&OS PTSOS
Brard [Cormrmbenta ) WALLEY MEATS "

. MPA Purchase Date

The Pending Catalog Change o T T T

Report screen displays (not shown). Ratia Denaminatar 1 1
Wit af Taxue LB LB
it af Msact ure LB LB
Writa Per Purchéoe Pach 5 5
Pachage Size 20 20
Pachage Uit of Meaore LB LB
Pachaging Cade BYE BwE
DLA Standard Acceptancs M N
Frarmational Hem
fEroas e Weighit A1 SO00 W
fEnias Cae Weight Memure  [OF LB W
AEnAs Wl e A1 1X0 "
Groas Yolurme Unit Ll I W
= half Life 5 W
S helf Life Unit (=} § W
Catch Weight Multiple 13 13
Diatribution Fee Categary 3 3
Dintribution Fea 50,10 5500 W
MNAPA Allawarce 50,10 5500 W
Food Shaw Allowarnce 50,10 57 00 W
Frarmational Allawance 50,10 53,00 W
Ecoararmic Indicatar o o
Wandar SKU
Fareign Saurce Indicatar N N
Special Ordering Instructions
Mirirmum Order Quantity
DLA Unigque N N
Tare Waight Yalua A1 01
[Tare Weight Unit of Memure  [0F oz

Alurminum Weight Yalue
Alurminum Weight Unit aof
Mlric i ree

Tin Wheight Walue

Tir Wheight Wit of Memone
Paper Weight Walue

Paper Weight Bnit of Meaaure
Pleatic Waight Walue

Pleatic Weaight Unit af
Mléniry L re=

Glasa Weight Yalue

fElecs Weight Drit oFf Meas one

e Back Lo Main Repail Frinl
|
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5.5.2: 832 Version Compliance Report(s)

These reports allow the user to check a catalog for 832 Version 2 and 832 Version 3 compliance.
They can be accessed from both the Main Menu screen and the Catalog Items Report drop-down.

STEP/ACTION

EXAMPLE

To Access the Report:

1. To view the report, select “832
Version Compliance Reports(s)”
from the Reports drop-down.

“Wiew Reports W

Wije eparts
Pending Catalog Change Report
832 Version Compliance Report(s)

The Pending Catalog Change
Report screen opens in a new
window.

Catalog Items Screen

Contract: SPM30008D1035 832 Version: 1 d |VewRapnm v

Filer:

Page 20of10 Gotopage:| | Gol [First] [Previous] [Mext] [Last]

C s :;:I“‘Em m%ﬁ"—"—’ ]Ii:rnruvﬂ IStock Number|ST| UoM RN | RDN Vendor Descri

Edit | Delete N Approved ~ |[Review Needed | a3a1501E210082| A €S 35(1 GRAPEFRUIT, FRESH,
Edit | Delete N Approved + |[Disapproved | 891501E210097 | A €S 15(1 GREENS, KALE, FRESH,
Edit | Delete N Approved v |[Review Needed | g51501E210103| A €5 24(1 KIWIFRUIT, FRESH, US:
Edit Delete N Approved v |Review Meeded v |891501F210153| A |CS 5[1 ONIONS, YELLOW, DRY,
Edit Delete N Approved e |Rev|ew Meeded “|891501E210167| A |CS 40(1 ORANGES, FRESH, ANY,
Edit | Delete N Approved v |[Review Needed | 8o1501E210178| A €S 51 PARSLEY, FRESH, US#1]
Edit Delete N Approved v |Review Meeded v |891501E210195| A [BG 5[1 PEPPERS, RED BELL 5#

The Compliance Report

2. Refer to section 9.2 starting with
Step 4 for the remaining report
explanation.

STORES Catalog

Compliance Report Specification Screen

Specification screen appears (right).

832 VERSION COMPLIANCE REPORT
Contract Number: SPM30008D1035
Criteria: &) version 2 O Version 3 Ttem Status: & Pending O Active  Compliance: & all O Non-Compliant Items O Compliant Ttems
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Chapter 6: View/Modify Item Request

The Item Request, limited to users with appropriate permissions, provides for an end-to-end automated Local Stock
Number (LSN) request process in STORES to control the proliferation of new item requests and

approvals/disapprovals including, but not limited to, the actual product specifications that could later be used
throughout the STORES system. This process replaces current manual processes which places better controls over
the generation of LSN requests and ensures that all required information is submitted, evaluated, and approved

based on supporting documentation.

STEP/ACTION

EXAMPLE

To access View/Modify Item Request
functionality:

From the STORES Catalog Main Menu,
place your cursor over the ltem Request
menu bar and select View/Modify Item
Request from the submenu.

View/Modify Item Request

1. Atthe Iltem Request menu bar,
select View/Modify Item Request
from the submenu.

The Item/Modify Request screen
displays.

2. Select the Filter By drop-down menu
to filter by request status.

3. Enter a Search By Description or
by Contracts. Select a Contract
Number from the list of vendor-
associated contracts. If an incorrect
Contract Number is entered, a pop-
up message will display.

4, Select the OK button to re-enter a
new contract number.

STORES Catalog — Main Menu Screen

HOTIFICAT IONS

View/Modify Item Request Screen

STORES Cutalg [ pe— [P -

View/Modify Item Request Screen

(With the Filter By drop-down menu displayed)

Filter By:

Baing Built - Rejectad
- Being Built by vendor
or Search by Description: [ | [y S /Cantract Spacialist Review  — ]
Tech Quality Review
Final TVLS/Contract Specialist Review
KO Review
Cancel

Invalid Contract Number Message

Message from webpage X

| . Invalid Contract Number,

STORES Catalog
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STEP/ACTION

EXAMPLE

NOTE: All contract numbers associated
to the Vendor (logged in) will display
when entering the contract number with
the auto-complete function.

5. Select the GO button and the search
results displays in table format.

Clicking returns Vendor to

the STORES Catalog Main Menu.

6. Select the Request Number link of

The Item Request screen displays with
the Being Built by Vendor Status
(Acknowledged) for items currently
assigned to the vendor for input.

7. View/Modify information in required
fields indicated with an * asterisk.

Conditional fields are indicated with
double ** asterisks.

To Associate an Existing Stock
Number to the Item Request:

Click the Associate Button and the
Associate Existing Stock Number
screen displays.

Enter a stock number or description
(autocomplete enabled for up to 15
records) and click the Select button.
The stock number information
displays with a warning message.

NOTE: Any fields currently populated on
the request form will be overwritten.

8. Click the Associate Button and the
Item Request screen displays with
the existing stock number associated

the request to be Reviewed/Modified.

View/Modify Item Request Screen

Filter By: |ﬂ|l Vl

| or by Contract: [s8
SPE30217D5001

or Saarch by Description: |

Cancel

Item Request Summary (View/Modify Item Request) Screen
(With the search results displayed)

STORES Cataiog [ pee— o i ot

STORES €818100 -t Regsrot Sammary e My T Resst]

Associate Existing Stock Number Screen
(With the stock number information displayed)

— — — | ==
to the Item Request.
9. Click the Reset button to clear the
stock number and click the Close
button to return to the Item Request
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STEP/ACTION

EXAMPLE

screen without associating the stock
number.

To Attach Documents:

10. From the Item Request Screen click
the upload document icon B o
upload documents in the Supporting
Documentation section.

11. Select OK at the pop-up message to
select a file to upload.

12. Click the Browse button to search for
a document to upload.

13. Click the Attach button to attach the
file to the request. The file will display

in a table format with a "< icon for

downloading the file and a ™ icon for
deleting.

14. To delete an uploaded file, select the
icon and a pop-up message will
display to verify the deletion. Select
OK to delete and Cancel to retain the
file.

15. Click the Close button when you are
done uploading files for the
document.

16. The Item Request screen redisplays
with a file type icon next to the field of
the upload.

Note: The warning for the Final Product
Price ‘To Enable Add/Edit Pricing, please
select and save first: Price by Unit of
Measure.’

17. Select the Add/Edit Pricing button to
calculate the cost of the Product and
Distribution Price combined. The Item
Request — Product Price screen will
display with the Unit of Measure as a
required field.

18. When associating existing stock
numbers part of the NAPA/MPA/MPL
programs, indicators will be marked
and information pulled.

Item Request Screen

UNCLASSIFIED SENSITIVE

Item Request - Upload Documents

:::::

Item Request - Upload Documents Screen

Item Request - Upload Documents UNCLASSIFIED SENSITIVE

( ® :\) R ool Form for Traming o

Iltem Request Screen (Enlarged)

To Enable Add/Edit Pricing, please select and save first: Price by Unit of Measure.

* Final Product Price: Add/Edit Pricing

| Customer / Vendor Comparison Screen |

Status/Comment Log

Item Request Screen - Final Product Price Screen

Ttem Request - Product Price.

Iltem Request Screen (Enlarged and Completed)

| MNAPA | MPA | MPL |

* Final Product Price:  7.14

| customer / vendor Comparison Screen |

Status/Comment Log

STORES Catalog
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STEP/ACTION

EXAMPLE

19. Select the Save button to save the
calculated price or Delete button to
delete the calculated price.

20. A pop- up message will display that
the Pricing was successfully updated.
Click OK to continue.

21. Select the Close button to return to
the Item Request Summary screen.

22. As fields are completed, click the

button.

23. The Item Request screen redisplays
with Final Product Price field
calculated.

Note: The button will enable

the Customer/Vendor Comparison
Screen and the Status/Comment Log
buttons.

24. Select the Customer/Vendor
Comparison Screen button and a
pop up message displays.

25. Select OK and the Item Request —
Comparison Screen displays (Next
Page) the differences in what the
Customer has request, what the
Vendor responding with, and the final
item request solution.

NOTE: Information is displayed
based on how far along in the
request process it is in.

26. Select Print or Close Window to
return to the Item Request Screen.

27. Click the Item Request —
Status/Comments Log button and
the Item Request —
Status/Comments Log screen
displays.

Comparison screen message

Message from webpage

0 Any data has not been saved would not show in comparison

Cancel

Iltem Request — Comparison Screen

Field Name

Last Updated Date: !

Ttem Request - Comparison

Customer Request

8/14/2018

Being Built by Vendor
Vendor Request

9/3/2019

Current State/Ttem Created

[Extended Item Description:

YOGURT, NONFAT,
STRAWBERRY, CHL,
W/ASPARTAME, 6 OZ
co

[YOGURT. NONFAT.
STRAWBERRY, CHL,
W/ASPARTAME, 6 0Z
lco

Part Number:

312312

(NAMP/IMPS:

Min Piece Count:

Product Grade ID:

Catch Weight Indicator:

[N/A

Catch Weight Unit Lower:

IN/A

Catch Weight Unit Upper:

IN/A

Unit of Issue:

IN/A

Unit of Measure:

IN/A

Unit Per Purchase Pack:

1

Package Size:

6

Package Unit of Measure:

[FO

[FO

Packaging Code:

Manufacturer:

IN/A

IACH FOOD

|JACH FOOD

Additional Details

COMPANIES [COMPANIES
ACH FOOD |ACH FOOD
Brand: COMPANIES, [COMPANIES.
rand: INCFRYMAX INC.FRYMAX
GOLDEN SUPREME  [GOLDEN SUPREME

Item Request — Status/Comments Log Screen

Ttem Request - Status/Comment Log.

01 REQUESTMO: 120 REQUESTED BY: Marse Schwartz  REQUESTED G: 9/20/ 2017 4:43:53 P

Mew Comment

UNCLASSIFIED SENSTIVE

Delete

STORES Catalog
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STEP/ACTION

EXAMPLE

28. Enter a comment and select from the
Viewable By drop-down menu, who
should have permission to view the
comment.

29. Click the Add to Log button and the
comment will display in the table with
the Viewable By, Date/Time and User
Name.

30. The Delete column will be enabled
with a @ icon for the originator of the
comment only.

31. To delete a comment you have
manually inputted previously, click
the icon and a warning
message will display to verify the
deletion. Click the OK button to
delete or click the Cancel button to
retain the comment.

32. Click the Close button to return to
the Item Request screen and the
Item Request screen displays with a
warning message whenever changes
have been detected.

Warning — Changes Detected.
Please see comparison screen for
more details

33. When done, click again

and the Item Request screen
displays.

Once the request is saved it can be
submitted or rejected back to the
customer. If the request has been
submitted it cannot be rejected anymore
but it can be rejected by TVLS, Tech
Quality, or the Contracting Officer.

34. Click the button.

A confirmation pop-up window displays,
showing that the Request has been
saved. In this example, Request Number
165 was saved.

35. cliek_o«_|

ltem Request — Comparison Screen

Ttem Request - Status/Comment Log.

CONTHACT: SPEI@117D5001  REQUEST NO: 129 HEQUESTED BY: Marie Schwvartz  REQUESTED OM: 9202017 4:43:53 P

R b e vt

Confirmation Pop-up Window (Save)

Message from webpage X

This Request (Request Number: 165 ) has been submitted.

OK

STORES Catalog
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STEP/ACTION

EXAMPLE

An email is sent to the Vendor, and the
request is then available to Admin to be
processed.

Stock Number Request Email Notification to Vendor

UNCLASSIFIED SENSITIVE

Please do not respond to this email as this account is used for sending notifications only and is not monitored
This is to confirm request 43 for a new Stock Number in the STORES system on Friday, 11/18/2016 at 01:32:37PM.
The information you submitted will be reviewed by DLA and a response will be sent via email.

IMPORTANT: If you did not request a new Stock Number, please contact DLA immediately at 1.888.755.4756; this may indicate a system security
violation involving your personal information.

Thank You!

STORES Security Administrator — DLA Information Operations — Philadelphia

The Vendor has the option of performing
a Stock Number Detail Lookup to view
existing stock numbers in STORES and
inherriting any attributes.

1. Click on Lookup icon and the Stock
Number Detail Look screen
displays.

2. Enter a partial stock number or

3. Click Select and the details for the
selected Stock Number display in a
table format.

Request Information

Request No | 123

* Requestor Catalog Type | PV CONUS v|
Associate Existing Stock Number Associate
Stock Number Being Replaced? | No V|

** Replaced Stock Number |

Stock Number Detail Lookup Screen

description in the Stock Number field.

[E=HCR ™)

Unclassified Sensitive

(2 Stock Number Detail Lookup - Internet Explorer
Stock Number Detail Lookup

Stock Number: [ss200te ] [_selex |
S TOOIEOS 00RO~ ST FOTRTO, TS oo,

892001E090849 - CAKE, YELLOW, FZN, SHEET, 12 IN. BY 16 IN.
892001E090852 - CROUTONS, SEASONED, IND PG
UNCLASSIFIED SENSITIVig95001E090853 - COOKIES, SWICH,

892001E090854 - CAKE, CHEESE, IND, FZN, PLAIN, 2 TO 4 OZ EA,
IND WRAPPED

~

892001E090855 - CAKE, CHEESE, IND, FZN, STRAWBERRY, 3 TO 4 OZ
EA, IND WRAPPED

892001E090865 - PASTA, SHELL, DRY, 1 LB BOX

892001E090866 - CAKE, LEMON, FZN, ROUND, 46 OZ EA v
892001E090889 - ROTINI OR ROTELLE, DRY,

@ Stock Number Detail Lookup - Internet Explorer o |[=2 =]

Stock Number Detail Lookup Unclassified Sensitive

Stock Number:  [892001E090854 - CAKE, CHEESE, IND, FZN, PLAIN, 2TO 4 OZ EA, INDW| [ Select

Close Window

UNCLASSIFIED SENSITIVE

4. Click Close Window to close the
browser window.

Stock Number Detail Lookup

Select | [ Addto Form

Stock Number:  [a35001£090925 - OREGANO, GRD, MIN 12 0Z CO, 1/1 L8 SIZE CO
NOTE: Any fields currently populated on the request form that are populated from the lookup vill be overwritten

Stack Number
Vendor Name

Vendor Code

DLA Description
Vendor Item iptic

min 12 0z co, 1/1 Ib siza co
OREGANO, GRD, MIN 12 OZ CO, 1/1 LB SIZE CO

OREGANO, GRD,
o

)
OREGANO, GRD,

Package Unit of Measure oz
Packaging Code [)
Catch Weight Indicator [
Units Per Purchase Pack 1
crin

SKu

TARE Weight

TARE Weight UM

Cube Weight Uot
Glass Weight

Glass Weight UoM
Gross Case Weight v
Gross Case Weight UoM

UNCLASSIFIED SENSITIVE

STORES Catalog
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from any auto-complete choices.

Click Select and the details for the
selected Stock Number display in a table
format.

4. Click “Associate” to satisfy the
request using the stock number.
NOTE: No changes can be made to
any attributes already esablished for
the assocaited stock number in
STORES.

STEP/ACTION EXAMPLE
NOTE: When an |nCOrreCt StOCk & stock Number Detail Lookup - Internet Explorer o || ® |2
Number or deSCI‘IptIOﬂ IS entered, a Stock Number Detail Lookup Unclassified Sensitive
messag,e displays, ‘Not a valid stock e —==
number’. Not a valid stock number
Close Window
The Vendor has the option of associating Request Information 7 [stock Number Look Ug
an existing stock number in STORES to Request No [[116
satsify the request. * Requestor Catalog [ ational Contracts v
ype

1. Click on Associate button and the A tock Rumber || Associate dp—

Associate Existing Stock Number Stock Number Being o v

screen displays. * Replaced stock | |
2. Enter a partial stock number or

description in the Stock Number field. | ... s N
3. Select the applicable Stock Number 5y Gt LA, OVATA e REWSEHSE D ] -

NOTE:

Reset ‘Cose Winaw.

The Item Request — Product Price
Screen can be accessed by clicking the
“Add/Edit Pricing” button on the item
request details screen.

The vendor must submit at miniumum a
product price to establish a final product
price.

Note: Price By Unit of measure must be
saved and established on the item
request details page before being able to
access the Product Price page.

UNCLASSIFIED)

Item Request - Product Price. SENSITIVE

Prime Vendor Pricing Information
Selected reglon  ® conus oconus

Pricing: ¥ FoB Duistination

* product pice: 300 \

+ Distribution Price

Final Product Price; 3.00

Distribution Price Catagory

Hotes:

Warning: Distribution Price Categary not found.
nit of Maasure mismatch.
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STEP/ACTION

EXAMPLE

For help completing fields, select a Help
icon (?) from the Stock Number
Request screen. A separate browser
window opens displaying the Stock
Number Request Data Entry Help
screen. The Help screen provides
detailed information for most fields.
When selecting a Help (?) icon for a
particular section on the Stock Number
Request screen, the Help screen
automatically displays for that section.

Item Request Data Entry Help
|

REQUEST INFORMATION SECTION

Requestor Catalog Type - required field

A valid Requestor Catalog Type:

® Must select from list.

Replaced Stock Number - conditional field

A valid Replaced Stock Nurmber:

& If Stock Number is being replaced:
< Must Contain 13 alpha-numeric characters (a-z; A-Z; 0-9).
< Must not allow blanks.

An error message displays when invalid
information is entered in any of the fields
or required fields are missing on
submission. If there are multiple issues,
the error message includes all fields with
incorrect information in the same error
message.

Error Message

iame - is required fiejd.
e s

Rejected Item Requests

Admin users can reject ltem Requests
using the following rejection reasons:

e Reject with Recourse
e Reject with Recourse — Other

When an Item Request is rejected with
‘Reject with Recourse’ or ‘Reject with
Recourse — Other’, this allows the
Vendor to make updates to the Item
Request and resubmit for future review
by Admin.

Rejected Item Request Email Notification

Please do not respond to this email as this account is used for sending notifications only and is not ed

Th t related to Catalog Humber SPE3XXXICKXD0 in the STORES system, has been rejected back to the vendor user

whe spprow

REFRIGERATOR, REACH-IN, VICRTORY MODEL # RA-2DS7 VOLT 230WSDHZ 1PH has been rejected biack to the vendor on W
Reject with Recourse - Other, reject back to vendor anly.
ropriate actions for the request number.

Request Num esday, 05/28/2017 ot 04:17:44 PM ET
The reason for this rejection s as foll

Please login to STORES and take the

IMPORTANT: f you ditl nat approve this new item, please contact DLA immediately at 1.888.755.4756; this mey indicate a system security violation involving your personal information.

Thank Yeu!
STORES Security Administrator - DLA Infarmation Operations - Philadelphia

Viewing details for a Rejection

1. To view a request that has been
rejected, select View/Modify
Request from the Item Request

Summary Screen

SHORES Catabon - e bt srmray Vo oy i e

Records Coue: 3

submenu. — e —
2. Select Being Built — Rejected status Crom oo
to filter.
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STEP/ACTION EXAMPLE

3. Click and the Iltem Request
Summary (View/Modify Request)
displays.

4. To view an Item Request, click on a
hyperlink from the Request Number
column.

STORES Catalog 73 September 2019

FOR OFFICIAL USE ONLY



STORES Catalog — Vendor User Guide

Chapter 7: View Master Stock Number

Chapter 7: View Master Stock Number

The Master Stock Number Catalog can be accessed from the STORES Catalog Main Menu. The screen displays

as Read Only.

STEP/ACTION

EXAMPLE

To access Master Stock Number
functionality from the Main Menu:

1. From the STORES Catalog Main
Menu, place your cursor over the
Master Stock Number menu bar
and select View Master Stock
Number from the sub-menu.

The View Master Stock Number screen
displays.

Main Menu — Master Stock Number Sub-menu

STORES Catalog - Main Menu

Baseline Catalog Maintenznce
Production Catalog Mantenance
e Reguest

Master Stock Number

Master aulgb

Reparts

Downloads

“four Account

View Master Stock Number

NOTIFICATIONS

Saseline Catalog Notficairs

The screen initially displays without any
stock number information displayed and
with a default of “Display All” as a filter.

2. To view information for standardized
items select “Standardized” from the
“Filter” drop-down. The row expands
to allow narrowing of selection by
stock number status. Check one or
more of the stock number status
options (or check none for all) and
click “Go”.

The View Master Stock Number screen
appears with the selected sort criterion —
in this case “Stock Number” (next page).

NOTE: The following filter and sort
options are available. The sort options
display only when the filter is other than
“Specific Stock #”.

View Master Stock Number (with 2 close-ups)

Abbr. Table view

Filter: [Display 4

| SortBy: [Stock Humber g J

Being Built (| Active

Query Builder  Go

FI)JINPMM‘M out

| Discontinued Retired

Stock Number
Standardized Lovel
Stock Number Status
Fepiacement Stock

Extended lem Name

Exlended llem Descriphon

Standardized Item Description

Unt of Issue
Units per Purchase Pack
Package Size

Package Lo
Packaging Code

Vendor o

EBS Material Humber

- View

Unit of lssue FRF

Unéts per Purchase Pack PRF Lock

Packags Size Evaluation UoM

Qty. of Eval. oM par Vendor
Package Lol e
Packaging Code Qly. of Eval. oM per Ual

Vendar ol ‘Standard Brand

Truncated Extended llem Name

Extended lism Descrpton

Standardized iem Description

Truncatea

Record Number

Record 0 of 0

Display when Filter is Specific Stock #

Filter:

Specific Stock # ¥

Stock Number:

searen)|

Display when Filter is other than Specific Stock #

Spedific Stock # Selected Stock Number I_
Standargzed B e e e rem Description Filter: [Stancardzed V| Sort By: | ¥ # |0 Being Built (] Active [ FlaggediPhasing Out [ Discontinued [ Retired
NAPA Generic DLA Item Name
DLA Item Descrption 0 .
MPA Vendor Item Despéﬂmml\ o Query Builder Lgo
MPL Truncated Vendor Item Description
LsN Stock Number Status
NSN Uol
OoRats usee
Non-food gtﬂ Sllﬁ
Market Ready vkg Code
School Lunch Pho Code
Ttems with FIC e
UGRA End Items PRF Lock
UGRA Generic Component W Indicator
UGRA Spedfic Compenent 1C Code
o e 1CC Daserption
Mrfﬂ"gnd
FSE Mfg SKU
Produce g ST
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View Master Stock Number - Detail Screen Overview

5 Abbr. Table View
|
1 | Fiter: SortBy: |Stock Number v|# [J Being Built [ Active [ Flagged/Phasing Out [ Discontinued [ Retired
[] Query Builder
3
2
Packaging Status Weights Subcat/Svc Core Other Acceptable Replacements ICC MPA
Stock Number 421001E082700
Standardized ¥/ Level LOW [ View Mod
Stock Number Status ~ Active Unit of lssue EA PRF J
Replacement Stock — gq,001£115672
Number Units per Purchase Pack PRF Lock
Extended Item Name Package Size 7] Evaluation UoM =3
EXTINGUISHER, FIRE, fwefeweee
Package UoM bz SIJYMM Eval. UoM per Vendor
Extended Item Description
- Packaging Code PG Qty. of Eval. UoM per Uol 1

5 1k, stcred pressure, hand L
FESENE, R ELSIEEN, SHEEd Vendor UoM Standard Brand |okey

3L 10 BC, Type A-L 393-AIB
(7 & Elom dp @ae B)e EXTINGUISHER, FIRE fwefeweee
Standardized Item Description ' Truncated Extended ltem Name

EXTINGUISHER, FIRE, fwefewsee
5 1lb, stored pressure, hand =
portable, dry chemical 5 Ib, stored pressure, hand portable, dry chemical, rated 3A 10
B Extended ltem Description BC, Type A-A 393-AIB (Type 1, Class 1, size B)e

Unit of Issue EA
Units per Purchase Pack Standardized Item Description [EXTINGUISHER, FIRE fwefewese 5 |b, stored pressure, hand
portable, dry chemical

Package Size 2
Package UoM Dz VI Tuncated
Packaging Code PG
Vendor UoM
EBS Material Number

Stock Number Comments Record Number 4 4 4 Record 1 of 54809 B

This screen consists of five main sections and may not be edited:

1. Filter and Sort Options — The portion of the screen where sort and filter options are selected.

2. Left Panel — This portion of the screen displays important information regarding the stock item, and the same
information displays regardless of the tab being viewed.

3. Seven Tabs — These tabs contain detailed information concerning the displayed stock item.

4. Page Navigation — These screen controls allow users to navigate from record to record or to select a specific
record to view. The record number is relative to the current set of filtered records.

5. Abbr. Table View - This link takes the user to the listed results of a search or query.

STORES Catalog 75 September 2019

FOR OFFICIAL USE ONLY



STORES Catalog — Vendor User Guide

Chapter 7: View Master Stock Number

STEP/ACTION

The left pane contains summary
information associated with the Stock
Number being viewed.

EXAMPLE
View Master Stock Number Screen

(Left Pane)

Stock Number 421001E082700

Standardized Level LOW

Stock Number Status ~ Active

Replacement Stock

Number 891001E115672

Extended Item MName
EXTINGUISHER, FIRE, fviefeveee

Extended Item Description

5 1k, stored pressure, hand
portable, dry chemical, rated
34 10 BC, Type A-R 393-AIB
(Type I, Class 1, size B)e

Standardized Item Description | Truncated

EXTINGUISHER, FIRE, fuefeweese
5 1k, stored pressure, hand
portable, dry chemical

Unit of Issue EA
Units per Purchase Pack
Package Size 2
Package UoM DZ
Packaging Code PG
Vendor Uol

EBS Material Number

3. To view the information in a tab, click
the appropriate tab header.

Close up of tab headers

Packaging Status ~ Weights  Subcat/Svc Core  Other Acceptable Replacements MPA
The first tab (Packaging Data) contains View Master Stock Number Screen
information about how the item is (Right Pane —Tab 1)
packaged.
Packaging  Status ~ Weights  Subcat/Svc Core  Other  Acceptable Replacements ~ ICC ~ MPA
Established Date 12/23/2009
Last Update Date 07/26/2019
Update Source s
‘Stock Number Status IActive
Status Effective Date 06/18/2019
Pending Status No Change
Pending Status Effective Date mm/dd/yyyy| =]
Retirement Reason N/A
Replacement Stock Number B891001E115672
Replacement Stock Number Desc. g%GEUDRT NONFAT, PEACH, CHL, ‘W/ASPARTAME, 6
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Chapter 7: View Master Stock Number

STEP/ACTION

EXAMPLE

The second tab (Status) contains
information about the present and future
status of the stock item.

The possible statuses are:

e Being Built

e Active

e Flagged/Phasing Out
e Discontinued

e Retired

An active stock number can be added to a
catalog.

View Master Stock Number Screen
(Right Pane —Tab 2)

Packaging Status Weights Subcat/Svc Core Other Acceptable Replacements Icc MPA
 View Mod

Pending Stalus Effective Date

Replacement Stock Number

Replacement Stock Number Desc.

Established Date 12/23/2009
Last Update Date 07/26/2019
Update Source S

Stock Number Status Active
Status Effective Date 06/18/2019
Pending Status No Change

mm/dd/yyyy| =]

Retirement Reason NfA

891001E115672

YOGURT, NONFAT, PEACH, CHL, W/ASPARTAME, 6
Q

Z CO

The third tab (Weight Range) contains
information about the upper and lower
allowable values for catch weight and
non-catch weight items where applicable.

View Master Stock Number Screen
(Right Pane —Tab 3)

Packaging Status Weights Subcat/Svc Core Other Acceptable Replacements Icc MPA

[ View Mod,

Catch Weight ltem v

Catch Weight Unit Lower Limit 3 LB
Catch Weight Unit Upper Limit 4 LB
Non Caich Weight Unit Lower Limit

Non Caich Weight Unit Upper Limit

Caich Weight Multiple Lower Limit

Catch Weight Multiple Upper Limit

Product Net Weight 78 0z

The fourth tab (Subcatalog Type/Svc
Core Items) contains check boxes
indicating the applicable subcatalog types
and itentifies service core items.

View Master Stock Number Screen
(Right Pane —Tab 4)

Packaging ~ Status = Weights  Subcat/Svc Core  Other  Acceptable Replacements — ICC
View
~LsN NSN Market Ready ~/Non Food
School Lunch NAPA I mpL MPA OpRats
| Associate Manufacturer Information |
UGRA

Perishability Code

Select...[\|

UGRA Specific Component

UGRA End Ttem

UGRA Generic Component

Green Certified FSOS FSE produce
[~Service Core
Navy MLL FIC Cargo Q-CoG BDFA
Wartime Army Dining Army Field AF AF Opt
Marine Corps
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STEP/ACTION

EXAMPLE

The fifth tab (Other) displays the
remaining information about the stock
item.

View Master Stock Number Screen
(Right Pane —Tab 5)

Packaging Status Weights Subcat/Sve Core Other Acceptable Replacements IcC MPA

- View

Ingredient Number 1546456456

Unit Weight 0

Advanced Food
Indicator

Standard Unit Price  $1.00

Prompt Pay Days 77

NAMP Code

Jéa«aléismon Advice T ] @

MPA Price

PPI Cade jp2z2105

PPl Description Other meats, fresh, frozen, or canned

The sixth tab (Acceptable
Replacements) displays the Acceptable
Replacements assigned to the stock item.

View Master Stock Number Screen
(Right Pane —Tab 6)

Packaging Status Weights Subcat/Svc Core Other Acceptable Replacements ICC MPA

- View
[ssign Replacements  [Delete All Replacements
Delete | Stock Number Item Name Item Description
892501E617300 | BAKING CHIPS, MILK CHOC, 112516 co

896001E624959 |BEV BASE, CUCUMBER MINT, SWT, FZN conc, 511, 3/3 LT co, for disp

892001E094412 | BISCUIT MIX, BTRMILK, 675 1b bx
802001E500722 | BISCUIT MIX, BTRMILK, 6/5 1b pg
892001E592734 | BISCUIT MIX, BTRMILK, 1/50 b bg

892001E623363 | BISCUIT MIX, WG, water or birmilk prep. 6/5 Ib by

892001E094414 |BISCUITS, BTRMILK, FZN, 120/2.25 0z ea

892001E593310 |BISCUITS, BTRMILK, FZN, 100/2.25 0z ea

Records per page:[ 10 | ((ciuyz) | PageNo: [ | | Page10f26 | [ { Rows1-10 b Hf |

The seventh tab (ICC) contains any
associated ICC with a list of Attributes and
Attribute Values for the ICC.

View Master Stock Number Screen
(Right Pane —Tab 7)

Bockaging  Stotus  Weights Other  Acceptoble 1ec
tem Classification Code Association Maintenance
ice [F5716 - ILE (SHELF STABLE). BEVERAGES, BASE/MIX, DRINK, NON-FRULT1 | Associste
Attribute Attribute Value Primary Assc.
001 - FORM v
002 - PREF FOR MIXICONC 2
011 - SERVING 52
015 -PACK SIZE 2
016 - PACKAGING TYPE v
02 - SWEETNESS 2
03z~ v
033 - WATER TO CONG/COND RATIO 2
034 - FLAVOR/SERSON
- NOT SPECIFIED
035 - PACKAGING STYLE e
049 - FORTIFIED/ENRICHED B - FLAVORED
C - NATURAL FLAVORED
D - PLAINREGULAR
E - BLACKENEI
F - SMOKE FLAVOR
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STEP/ACTION

EXAMPLE

Abbreviated Table View

From the Detail View of a search
return:

1. Select Abbr. Table View to view the

results in a scrollable list format.

The View Master Stock Number —
Table View screen displays the
Search field for the Abbr. View
Search.

Select the 2= button to display the
Abbr. Table View of your search.

The Abbr. Table View displays

Click the ¥

descending order and the # icon to
sort results in ascending order.

4, icon to sort results in

Utilize the scroll bar to view all
available columns.

Select from the Results Per Page

dropdown menu to adjust the number

of results per page.

Select from the Go To Page
dropdown menu to go to a particular

page.

Click the Stock Number to be viewed.

View Master Stock Number — Detail Screen

Abbr. Table View
—
t J
Filter: [15n ~] Sort By: [Stock Humber = mrfuilt |/ Active | Flagged/Phasing Out | Discontinued | Retired
[ Query Builder  iGal
Pack Status  Weights Core  Other bl e Mea
Stock Number 421001E082700 ackaging
Standardized Level LOW r
Stock Number Stalus  Active Unit of Issue EA PRF ’
Replacement Stock
Numbet (LS Units per Purchase Pack PRF Lock
Extended ltem Name Package Size 2 Evaluation oM EA
EXTTNGUTSHER, FIRE, fwefewecs
— 6 Gy, o Eval Uott per Vencr
Extonded Ilem Descriplion
Packaging Code "G Qty.of Eval UoMperUol 1
= Vendor UoM Stangar Brang lokey
(T3P ] ‘class 1, size e EXTINGUISHER, FIRE fwefeweee
Standardized item Description. ~/ Truncated Extanded [tem Hame
EXTINGUISHER, FIRE, fwefewess
e
s T S Ib, stored pressure, hand portable, dry chemical, rated 3A 10
Extended item Description BC, Type A-A 393-AIB (Type I, Class 1, size Ble
und oflssue EA
Uit per Purchase Pack ‘Standardized ltsm Descrigion EXTINGUISHER, FIRE fwefeweee S Ib, stored pressure, hand
portable, dry chemical
Package Sze 2
Package UoMl 0z  Truncated
Fackaging Code PG
Vendor LioM
EBS Matenal Number
‘ Stack Number Comments Record Number 6o ] Record 1 of 54809 M &
Master Stock Number
Filter: | Sort By: # [lBeingBuit [JActive [JFiagged/Phasing out [ Discontinued [ Retired
[ Query Builder
aster stock tiumber
Filter: [Standardized ~| Sort By: [Stock Humber # PBengBuin  Cactve [FlaggeaPnasingOut [ Discontinued [ Retirea
Query Builder [ ]
Total Records count: 62493
Stack Nu
Stock Number DLA Item Hame DLA Item Description Vendor Item Description
sel Trunc. Staty
411001E082316 | ICE MACHINE, = ICE MACHINE, Z: ACTIV
PP model # RA-3DS7 Vietroy MIr, Velt REFRIGERATOR, REACH-IN, MODEL # RA-3DS7
LIODIEQE2318 | REFRIGERATOR, ZEIWSEM! 1PH VICTROY MFR, VOLT 230VS0HZ 1PH ATy
? FRIGERATOR, MANTTOWOC MODEL # QV-1304A
4 REFRIGERATOR, Manitowoc model # QY-1304A volt 230VS0Hv 1 PH VOLTZ]DVWHV 1PH ACTIV)
11001082320 | REFRIGERATOR, reachin, Vicrtory model ¥ RA-2057 Vot Z30VS0Hz REFRICERATOR, REACILIN, VICRTORY MODEL # oy
411001E082420 | STEAMER, CONVECTION, GAS, |1 STEAMER, CONVECTION, GAS, 1 acTv
411001E082434 | Dressing 1 Dressing ACTIV]
Hankuwoc ST-0406, 115/60/1oh, s, B-420 Tca
8in, 310 acity, top- nted ice maker, ICE MAKER, FLAKE-STYLE, MANITOWOC SF-04086,
A11001E082431 | ICE MAKER, FLAKE-STVLE, K-00137 Legs m &n., lth adjustable flaged 115V/80/ 1PH, STD, B-420 ICE BIN, 310 W HCTTY
foot, stainless steel
411001E082501 | SALAD BAR, REFRIG, Duke $TCH-60PG-HT SALAD BAR, REFRIG, DUKE #TCM-50PG-NT AcTIV]
411001E082507 | ICE MACHINE, Manitowac #51200/5-570 ICE MACHINE, MANITOWAC #51200/5-570 acTv
sgn | CASE, DISPLAY, ROTATING, wsen #50- CASE, DISPLAY, ROTATING, REFRIG, ROWSEN
(/ﬁﬂ% i Rowsen #5C-55F8 | Sssorn ACTIV
T\—/ Rasuts par page (10 ] GoTopsss [1 ) mgeroezsn bW
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STEP/ACTION EXAMPLE

9. The View Master Stock Number — View Master Stock Number — Detail View Screen
Detail View displays the specific stock (Specific Stock Number Selected)
number that was selected in the table Al Yol e

Vview. Filter: [15n ~| Sert By: [stock number ~ & [lpeingBuit ¥ Active | Flagged/PhasingOut | Discontinued | | Retired
[ Query Builder o

Pack: Status Weights Core Other prabl e MPA

Stock Number 421001E082700 acaging
Standardized LeveiLOW r
T T Unil of lssue Ea PRF ’
Replacement Stock

BI1001E115672
Number Units par Puschase Pack PRF Lock
Extended ltem Name Package Sze 2 Evaluabon UaM EA
EXTINGUISHER, FIRE, fwefewese

Eackaga Uoht & Gy vl ot pr eacie
Extended lem Descriplion
= Packaging Code PG Gty of Eval. UoM per Uol 1

© 1b, stored pressure, Aend
portanie, mical, ratea
I S aLE Vendor UoM Stangar Brang okey
(Type 1, Clasa 1, aize Bje EXTINGUISHER, FIRE, fwefewsee

Standardized item Description  +/ Truncated Extandad ltom Name

EXTTHGUTSHER, FIRE, fwefeuees
S 1b, atored preasurs, hand

portable, dry chemical S Ib, stored pressure, hand portable, dry chemical, rated 3A 10
)

Extended ltem Descrgban  BC, Type A-A 393-AIB (Type I, Class 1, size Be

3:‘7;?:” Pack ‘Standardized ltem Descrigon EXTINGUISHER, FIRE fwefewsee S Ib, stored pressure, hand
partable, dry chemical

Package Size 2

Package UoM 0z M Truncated

Packaging Code PG

Vendar U

EBS Material Humber

Stock Number Comments Record Number o (TR Record 1 of 54809 P
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Chapter 8: Master Catalogs

Master Catalog reports can be accessed from the Main Menu.

STEP/ACTION EXAMPLE

1. From the STORES Catalog Main Main Menu - View Master Catalogs Sub-menu
Menu, place the cursor over the
Master Catalogs menu bar and
select View Master Catalogs.

STORES Catalog

STORES Catalog - Main Menu

Baselme Catalog Mamtenance
The Master Catalogs Main Menu Pl Gt M
. Item Request
dlsplays. Master Stock Mumber
Master Catalogs fiew Master -
Re—;_pnrts View Master Catalog
Downloadz
Your Account
2. Click a report title to view a given The Master Catalogs Main Menu Screen
report.
3. Click Return to STORES Master Catalogs Main Menu
Catalog to return to the STORES
Catalog Main Menu. e NSN Catalog (FoodNet, C-8900-SL)

e NAPA Catalog

e Manufacturers

e LSN Catalog

e Generic LSN Catalog (No Brand-name LSN Items)
e Market Ready Catalog

e Standardized Catalog

e FSOS Catalog
e School Lunch Catalog

Return to STORES Catalog
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Chapter 9: Baseline Reports

There are currently twelve baseline reports available in STORES Catalog. Reports may be accessed from the
Main Menu, the Detailed View, the Full Table View and the Abbreviated Table View screens. Reports can
also be accessed from the individual report screens. Reports opened from the Detailed View, Full Table View or
the Abbreviated Table View are opened in a separate window.

STEP/ACTION

EXAMPLE

To access a report from the Main
Menu:

1. From the STORES Catalog Main
Menu, place your cursor over the
Reports menu bar and then the
Baseline Reports submenu bar
and select the appropriate report
from the next submenu.

2. For this example, select Matched
Item Report.

The Select Contract Number screen
displays.

Main Menu — Reports Submenu

STORES Catalog - Main Menu

Baselne Catalog Mamtenance
Production Catalog Maintenance
ItemPequest
MMaster Stock Number
MMaster Catalogs
Eepors Baseline Reports || Abbreviated NSNReport
Downloads Production Reports | 4 phreviated LSN Report
Your Account NSN Report
LSN Report
Matched Items Report
Unmatched Items Report
W artime Report
Items by Stock Number
Items by DLA Description
Items by Vendor Dezcription
Items by F3C/Vendor Description
Baselmne/Production Comparizon Report

NOTE: For a vendor or guest vendor
this screen displays with a drop-down
menu of the contracts assigned to
that vendor.

3. Enter a baseline contract number.
The entire contract number must
be entered to retrieve the
appropriate record from the
database.

4 CliCk[ Continue ]

The Report screen displays the
Matched Items report for that
contract (next page).

Select Contract Number Screen (two example close-ups)

Contract Number: | Select a Contract +
Select a Contract

SPM30008D2849
SPM30008D1210

CPM30007D3084

Contract Number: | CPM30007D3084 v

Continue Cancel
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STEP/ACTION

EXAMPLE

The matching item report screen
displays with a drop-down menu in
the upper left portion of the screen.
From the drop-down menu, users
may select another report from the
same catalog.

NOTE: The Main Menu link displays
the STORES Catalog Main Menu.
This link is replaced by the Close
Window link when the report is
opened from the Detail View, Table
View, or Abbreviated Table View
screens.

The Printable Version link displays a
printer-friendly version of the report.

The <prev> and <next> symbols
navigate to the previous and next
page, respectively.

5. Click the Printable Version link.

The Printable Report Screen
displays (next page).

Matched Items Report Screen — from Main Menu (partial view)

MATCHED DSCP/VENDOR STOCK ITEMS
Contract Number: CPM30007D3084

Printable VYersion

<prey> <next>

Selact Another Report w

Stock Number Part Number

8905010172786 8905912786

8905010175718 8905915718
8905010244414 8905914414
8905010347547

290501322851292

8905917547
2905911892
8905013881064 8905901064

<prey > <next>

Matched Items Report Screen— from an Edit Screen (partial view)

MATCHED DSCP/VENDOR STOCK ITEMS

Contract Number: CPM300070D208
Matehed ftems Repart . Close Window Printable Wersion

<prev> <next>

Stock Number Part Number

8905010172786 8905912786

8905010175718 8905915718
8905010244414 8905914414
8905010347547 8905917547
8905013851892 8905911892
8905013881064 8905901064

<prev> <next>
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STEP/ACTION

EXAMPLE

The Matched Items Report -
Printable Version screen has four
actions available from the top of the
report as described below:

Main Menu display the STORES
Catalog Main Menu screen.

e Back displays the viewable
version of the report.

e Disable/Enable Paging
alternately displays the report in
single page or multiple page
formats.

e When paging is enabled, Print
Current Page enables printing
the currently displayed page. To
print a different page use the
<prev> and <next> navigation
controls.

NOTE: The Matched Item Report
may also be printed as a single
multiple-page report by selecting
Disable Paging and then selecting
Print on the Single Page screen that
displays.

6. Click the Disable Paging link.

The report displays as a single page
with Disable Paging toggled to
Enable Paging on the navigation bar.

7. Click the Print link.

The printer dialog appears and you
can now print the entire multiple-page
report.

NOTE: When Printing most reports,
ensure your printer is configured to
print in landscape mode.

8. Click Main Menu to return to the
Main Menu.

STORES Catalog

Matched Items Report — Printable Version Screen

Stock Number

Main Menu  Bacl Disable Pagingl) Print Current Page

Part Number

<prevs <nextr

8903006226642
8905007536568
8905009353161
8903010041325

2905906643

9905906368

8905703161

9905911325

«<prevs <nexts

Matched Items Report — Printable Version

Set for Single Page (partial view)

Stock Number

Main Menu  Back{Enable Paging JPrint

Part Number

8905006826643
2905007336568
3905009333181

2905010041323

3905906643

2905906562

3905703161

2905911323
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Chapter 10: Production Reports

10.1: Catalog Item Disapproval Report

STEP/ACTION

EXAMPLE

To access the report from the Main
Menu:

1. From the STORES Catalog Main
Menu, place your cursor over the
Reports menu bar, click the
Production Reports sub-menu
bar and select Catalog Item
Disapproval from the submenu.

The Select Contract Number screen
displays.

Main Menu — Production Reports Sub-menu

STORES Catalog - Main Menu

Baszeline Catalog Mamtenance
Production Catalog Maintenance
Item Request

Master Stock Number

Master Catalogs

Reports Baseline Reports
Downloads Eroduction Reports | Catalog Fem Disapproval

on ot Pending Distribution Fez Waming Report
Initial Catalog Fem Venfication Repert
832 Verzion Compliance Feport(s)

2. Select a contract number

3. Click [GetReport |

The File Download dialog box
displays (below right).

Select Contract Number Screen (two example close-ups)

Contract Number: Select a Contract +

Select a Contract
SPM30008D1034

SPM300080D1035
SPM320008D1091
SPM30008D1210

Contract Number: |SPM3[]D[18D 1035

Get Report Cancel

STORES Catalog
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STEP/ACTION

EXAMPLE

4. Click L_%=n |

The report is displayed in an Excel
spreadsheet (below right).

NOTE: Click to save the

file to a local drive, or to
return to the Main Menu.

—

File Download Dialog Box

File Download X

Do you want to open or save this file?

&l

Mame: SPM30008D1035, xls
Type: Microsoft Excel Worksheet, 1, 16KE
Fram:

Open ] [ Save ] [ Cancel

While files from the Internet can be uzeful, some files can potentially

I-dl harm your computer. If you do not trust the source, do not open ar
= zave thiz file. What's the risk?

5. When done viewing the report,
close Excel.

The Select Contract Number screen
is still displayed.

Catalog Item Disapproval Report

£l SPM30008D1035]1].xls

A

B © D

CONTRACT_NUMBER | STOCK_NUMBER

DISAPPROVAL_REASON

E
DISAPPROVAL_USER_ID | DISAPPROVAL_DATE |I

(8]

SPM3000801035

880501E182187 Incorrect PRF SUBSISTUSER

3162012 16:01]|

w

SPM300080D1035

880801E182187 MNon-Berry Amendrent Compliant item|SUBSISTUSER

=

SPM3000801035

211672012 16:02

890501E193834 YVrong or incarrect iterm SUBSISTUSER

2/16/2012 16:03||

w

SPM3000801035
——

Stock Number does not match

880501E133834 standards
—

SUBSISTUSER
—

2/8/2012 13:36 I
—

6. Click to return to the

Main Menu.

STORES Catalog

Select Contract Number Screen (close-up)

Contract Number: |SPM3[]DDSD 1035
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10.2: 832 Version Compliance Report(s)

This report is also available from the Catalog Items screen.

STEP/ACTION EXAMPLE

To access the report from the Main Main Menu — Production Reports Submenu
Menu: STORES Catalog - Main Menu
1. From the STORES Catalog Main Baseline Catalog Maintenance

Menu, place your cursor over the Production Catalog Maintenance

Reports menu bar, click the Ttem Request

Production Reports submenu Master Stock Number

bar and select 832 Version Master Catalogs

Compliance Report(s) from the Reports Baseline Reports

submenu. Downloads Eroduction Reperts | Catalog Jrem Disapproval

Your Account . e o
The Select Contract Number screen Fendmg Distribution Fee Waming Report
diSplayS Initial Catalog Item Verification Report
’ 832 Version Compliance Report(s)

2. Enter a contract number Select Contract Number Screen (two example close-ups)

3. Click L__Centinue |

Contract Number: | Select a Contract +

SPM30008D1034
The Compliance Report ggmggggggiggi
S_pecmcatlon screen appears (below SPM30008D1210
right).
Contract Number: |SPM30008D 1035
l Continue ] [ Cancel ]
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STEP/ACTION

EXAMPLE

Compliance Report Specification
screen allows the user to generate a
report for the catalog based on three
parameters.

4. Select the version for which you
are checking compliance.

Criteria: & version 2 O Version 3

5. Select "Pending" for the contract
as it will be generated during the
weekly update, or "Active" for the
current customer version of the
catalog.

|Item Status: (*) Pending ) Active |

6. Choose to view all items, non-
compliant items only, or compliant

Compliance Report Specification Screen (2 close-ups)

832 VERSION COMPLIANCE REPORT

1035
criteria: @ version 2 O Version 3 I Item Status: (& Pending O Active | | Compliance: & all C Non-Compliant Ttems O Compliant Items

A 4 A 4 \ 4
Compliance Active or Pending All, Non-Compliant, or
Version Catalog Compliant ltems

versions only.

7. Leave the defaults (Version 2,
Pending, and All) and click

Get Report .

The 832 Version Compliance
Report displays (next page).
NOTE: The report selection criteria

still display at the top of the report.
You can change the reporting criteria

at any time and click to

rerun the report.

| Compliance: ®al O Non-Compliant Items Q Compliant Items

STORES Catalog
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STEP/ACTION

EXAMPLE

The 832 Version Compliance
Report displays the stock number,
and item description for all items. It
also displays a list of non-compliant
fields and a link to a detailed report
for each non-compliant item.

Close-up 1:

e Clicking "Main Menu" will close
the report screen and return to
the Main Menu screen. If the
report is accessed from the report
drop-down on the Catalog Items
screen the Main Menu link will be
replaced with a "Close Window"
link.

e Clicking "Printable Version" will
refresh the screen with a printable
version of the report.

Close-up 2:

e The first portion of this close-up
gives a count of the total number
of non-compliant items.

e The second portion of the close-
up is a link to download the data
into an Excel spreadsheet. This
link will download the non-
compliant records only.

Close-up 3:

e The first portion of this close-up
gives a count of the total number
of compliant items.

e The second portion of the close-
up is a link to download the data
into an Excel spreadsheet. This
link will download the compliant
records only.

Close-up 4:

Clicking on "Next" displays the next
page of data. The "Next" will refresh
only the non-compliant portion of the
report. If the "Next" appears in the
Compliant region of the report, it will
refresh only the compliant portion of
the report when clicked.

832 Version Compliance Report
(Version 2, Pending Records, All)

832 Version Compliance Report (close-up 1)

IMain Menu Printable Yersion I

832 Version Compliance Report (close-up 2)

I Mon-Compliant Items: 11 record{s) Cownload to Ex 4]

832 Version Compliance Report (close-up 3)

Iﬂumpliant Items: 2 record(s) Download tao Excell

832 Version Compliance Report (close-up 4)

832 Version Compliance Report (close-up 5)

Degtils
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STEP/ACTION

EXAMPLE

1. Click "Printable Version"

The report displays in the printable
version.

IMain Menu

C  Printable VYersion I)

This version of the report displays the
same information as the original view,
but it is printer friendly.

| Main Menu Back Disable Paging Print Current Fage |

In the above close up:

832 Version Compliance Report (printable version)

‘Cemnract Rumbers SPEX001GOWS 19

e Main Menu returns to the Main
Menu.
e “Back” returns to the original E]
report screen.
e “Disable Paging” shows all the
data on one page — it can then be
printed all at once.
e “Print Current Page” prints only
the date seen on the screen — the
current page. To print the next
page — click “Next”
2. Click “Back” to return to the main
report.
3. Click “Details”. 832 Version Compliance Report (main report partial view)
The Item Details screen disp|ays Mon-Compliant Items: 11 record{s)  Download to Excel
(next page). _ Hext
Stock Number Item Description Mon Compliant Fields |n _to
805501E1165941 TEA, CONC, duct_price, _case_weight, ‘
RASPBERRY, (LIPTON), 5 Err:gssu_c:aggff\le?;l?:jmc;aasseurg:alggross_volume, @
GAL BIB, FOR CARB gross_volume_unit, distribution_fee,
DISPENSER distribution_fee_category
§96001E111523 BEY BASE, COLA, SWT, distribution_fee, distribution_fee_category Details
(PEPSI-COLA), 5§ GAL
BIE, FOR CARB
DISPEMSER
896001E111825 BEV BASE, COLA, SF, product_price, gross_case_weight, Details
({DIET- PEPSI), gross_case_weight_measure, gross_volume,
W/ASPARTAME, 5 GAL  gross_volume_unit, distribution_fee,
BIB FOR CARE distribution_fee_category
DISPEMSER
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STEP/ACTION EXAMPLE

From this screen you can print the 832 Compliance Report — Item Details
non-compliance issues for a stock
4‘" Back to Main Report Print

number or return to the main report.
. . =832 Compliance Report - Version 2 - Item Details
4. Click “Back to Main Report”. = f i
. . Pending In Production
The main report displays (not shown). Contract Number: SPM30008D1035
Stock Number: 895501E116941
M = Mandatory, O = Optional
C1 = Conditional: Element is required if catalog is used for Mavy standard core menu
C2 = Caonditional: Elemnent is required if it is an MAPA iterm
C3 = Conditional: Elernent is required if it is a Catch Weight item
C4 = Conditional: Element is required for OCONUS contract MPA items (Mersion 3)
* Indicates an 832 Version 2 field
Field Name vz Yalue Compliant? Issue
|Price M [$27.05 ¥
Item Description M TEA, CONC, RASPBERRY, ¥
(LIPTON), 5 GAL BIB, FOR
CARB DISPENSER
|Part Number M (7454 Y
||Brand {Comments) o NFA
|Ratio Numerator M1 Y
||Ratiu Denominator M1 i
|unit of Issue M [BX Y
|unit of Measure M [BX 0]
|units Per Purchase Pack M [1 Y
|Package Size M |5 il
|Package Unit of Measure M [GA Y
||Packaging Code M BX ¥
|Economic Indicator M1 ¥
*Product Price ™ N This is a required field.
*DLA Standard M N Y
Acceptance
*Gross Case Weight M N This is a required field.
*Gross Case Weight ™M N This is a required field.
Measure
*Gross ¥Yolume M N This is a required field.
*Gross Yolume Unit M N This is a required field.
*Catch Weight Multiple C3 NAA
*Distribution Fee M N This is a required field.
|Category
*Distribution Fee ™M N This is a required field.
*NAPA Allowance c2 NFA
*Foreign Source M N ¥
|Indicator
*DLA Unique M N ¥
*Tare Weight ¥Yalue C1 NSA
*Tare Weight Unit of C1 NAA
Measure
*Aluminum Weight ¥alue [C1 NFA
* Aluminum Weight Unit  [C1 NfA
of Measure
*Tin Weight Yalue C1 NSA
*Tin Weight Unit of C1 NSA
Measure
*Paper Weight ¥alue C1 NSA
*Paper Weight Unit of C1 NAA
Measure
*Plastic Weight Yalue C1 NiA
*Plastic Weight Unit of C1 NfA
Measure
*Glass Weight Yalue C1 NfA
*Glass Weight Unit of C1 NSA
Measure
*shelf Life ] NFA
*Shelf Life Unit o NfA
*Food Show Allowance o NiA
*Promotional Allowance |0 NFA
*¥endor SKU ] NAA
*Special Ordering o NiA
|Instructions
|Minimum Order Quantity ll:l_| |NJFA |
[MPA Purchase Date lﬁ| [ [
M = Mandatory, © = Optional
C1 = Conditional:Elerment is required if the catalog can be used by a Mavy ship
C2 = Conditional: Element is required if it is an NAPA item
C3 = Conditional: Element is required if it is a Catch Weight itemn
C4 = Caonditional: Elernent is required for OCONUS contract MPA items (Version 3)
* Indicates an 832 Version 2 field
o [Back la Main Repail Prinl
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STEP/ACTION EXAMPLE
5. Click “Download to Excel”. 832 Version Compliance Report (main report close-up)
- ———
The “File Download” Dialog Box I Mon-Compliant Items: 11 record{s) <Download to Excel
appears.
6. Click “Open” to view the file. File Download Dialog Box
The Excel spreadsheet displays (not File Download [X]
shown). o
Do you want to open or save this file?
E@j Mame: SPR3000801035 - Mon_compliant_itemns.xls
Tupe: Microzoft Office Excel 97-2003 YWarksheet, 30.7KB
Fram: 10.100.122.68
Open Save | Cancel I
| | “While files from the Internet can be uzeful, zome fles can potentially
g harm pour computer. IF vou do not trust the source, do not open or
ST zave this file What's the risk?
To the right is a list of the columns 832 Compliance Report — Non-Compliant Items Download Column
appearing in the Non-Compliant Headings
download. The second column = -
(NON_COMPLIANT _ITEMS) is a list Column Heading Hame Column Heading Hame {Con't)
of fields which do not meet standards STOCK_NUMSIER NAPA_ALLOWANGE
. . . FOM_COMPLIANT [TEMS FOQD_SHOW _ALLOWANCE
for the version being checked. It is ECONOMIC_TNDICATOR FROMOTTONAL_ALLOWANCE
the only column which does not also PART_MUMBER CWERWRITTIEN_DESCRIPTION
appear in the Comp"ance download. ITEM_DESCRIPTION DSCP_STAMDARD_ACCEPTAMCE
LIMIT_OF _MEASURE SPECIAL_CORDERIMG_IMNETRUCTIOMNS
7. Close Excel. UNITS_FER_PURGHASE PACK MIN_ORDER_QUANTITT
RATIO_MUMERATOR FOREIGM_SOURCE_IMNDICATOR
8. Click “Main Menu” on the report RATIO_DEMNOMINATOR 5KU
screen FRICE DECP_UNIQUE
' COMMEMNTS TARE_WWEIGHT _WALUE
The Main Menu screen disp|ays (not PACKAGE_SIZE TARE_WWEIGHT_LUMNIT_OF_MEASURE
ShOWI’l) PACKAGE_UMIT_OF _MEASURE ALUMIMUM WEIGHT WaLLUIE
’ PACKAGING _CODE ALURIMUN WEIGHT _UNIT_OF _MEASIUR
RECORD_STATUS TIM_WEIGHT_WALUE
FROMO_TEM TIF_AEIGHT_UMIT_OF_MEASURE
GROSS_CASE_WEIGHT PAPER_WEIGHT_VALLIE
GROSS_CASE WEIGHT _MEASURE PAPERE_WEIGHT_LUIMIT_OF _MEASLIRE
GROSS_WVOLUME PLASTIC WEIGHT WALUE
GROSE_WVOLUME _UMNIT PLASTIC _WEIGHT _UNIT_OF _MEASURE
SHELF_LIFE GLASS _WEIGHT_WVALUIE
SHELF_LIFE_UMIT GLASE_WEIGHT_UMIT_OF_MEASURE
CATCH_ WEIGHT_MULTIPLE PRODUCT_PRICE
DISTRIBUTION_FEE_CATEGORY mMPA_PLURCHASE_DATE
DISTRIBUTION_FEE
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Chapter 11: Downloads

STORES Catalog currently allows vendors to download catalogs (832s) and the Vendor User Guide.
All vendors may download the Vendor User Guide; however, 832s can only be downloaded for catalogs that the
user has a role designated as ‘Vendor.” If no catalogs are assigned with the role of ‘Vendor,’ the ‘Download a
Baseline Catalog’ option will not display on the Main Menu.

11.1: Download a Catalog

STEP/ACTION

EXAMPLE

1. From the STORES Catalog Main
Menu, place your cursor over the
Downloads menu bar and select
Baseline Catalog — Original 832
Format, Baseline Catalog —
Updated 832 Format, or
Production Catalog from the
Downloads submenu.

The Select Contract screen displays.

Main Menu —Downloads Submenu

Baseline Catalog - Original 832 Format
Bazeline Catalog - Updared 332 Format
Production Carzlog

Download Vendor User Guide

2. Select a contract to download to
STORES Catalog.

NOTE: On this screen click

‘ to discontinue the

download process and return to the
Main Menu screen.

3. Click to download
a particular catalog.

The Select Format screen displays
(next page).

Select Contract Screen (two example close-ups)

Contract Number: | S&lect a Cantract

-

Select a Contract
SPMMI00040%970
SPMBDDD4DWQDB

Contract Number: |SPM30005DWUU4

Cancel

STORES Catalog
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STEP/ACTION

EXAMPLE

4. For this example, select the
“Fixed Length Text” format.

NOTE: For baseline catalogs the
Fixed Length Text format is the
normal 832 format. The Microsoft®
Excel® format is available for
convenience. For production
catalogs, the Excel® format is the only
available format.

5 Click [ Continue ]
A File Download Pop-up window
displays.

From this point, follow the computer
prompts to save your file. Details are
not covered here as specific prompts
may vary based on your particular
operating system (e.g. Microsoft®
Windows®.

NOTE: Remember the name you give
the downloaded file and the folder
where it is saved.

6. When the download is complete
click | or

1= Main M
&, Main Menu to return to the

Main Menu.

STORES Catalog

Select Format Screen (two example close-ups)

Download Contract: SPM30005DWO004

Select & Format L

SEIec:t A Format
Fixed Length Text
Microsoft Excel

94

Download Contract: SRH3I0005DW 004

Fixed Length Text

Cu:unt'Eue

Cancel
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11.2: Download a User Guide

To read the User Guide you must have either Microsoft® Word® or the Adobe® Acrobat Reader®.

STEP/ACTION EXAMPLE
1. For this example select Main Menu —Downloads Submenu
Download Vendor User Guide
from the Downloads submenu Bazeline Catalog - Origmal 852 Fonmat
from the Main Menu. Baseline Catalog - Updated 832 F
The Select Format screen displays. Production Cataloz
Dioomlozd Vendor User Guide
NOTE: The Acrobat PDF format is Select Format screen close-up

recommended over Microsoft® Word.

Select A Format hd
2. Select a format to download. Select Format Screen (two example close-ups)

3. Click [_Continue ]

The File Download pop up window
displays.

Select A Format “
Select A Format

Micrusuft Wiord
Acrobat POF

From this point, follow the computer
prompts to save your file. Details are
not covered here as the specific
prompts vary depending on your
operating system (e.g. Microsoft®

Windows® Acrobat PDF v
NOTE: Remember the name you give ﬂw [ Cancel
the downloaded file.
4. When the download is complete

click | or

=L Main M
&, Main Menu to return to the
Main Menu screen.
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~4idN\ Chapter 12: Account Maintenance

Currently, the only choice under the ‘Your Account’ menu bar is View/Modify My User Information.

STEP/ACTION

EXAMPLE

The only choice on the Your Account
submenu is View/Modify My User
Information. This link displays the
My User Information screen where
the user may change his/her
password and update their contact
information.

1. Expand the Your Account menu
bar and click View/Modify My
User Information.

The My User Information screen
displays.

Main Menu —Your Account Submenu

STORES Catalog - Main Menu

Bazeline Catalog Mamtensnce
Production Catzlog MMaintenance
Stock Mumber Fequest

Master Stack Mumbar

Naster Caralogs

Fepons
Dovmnloads

Your Account Wiew/Modify My User Information |

Section A contains read-only
information about your account. This
information cannot be modified.

Section B, the Password fields,
always display blank for security
reasons. Leave them blank unless
you are required to enter a new
password or you are voluntarily
changing your password.

You may change your password at
any time. However, you must change
your password every 60 days and
anytime you are accessing the
system after your account has been
reactivated (see Section 1.3).

NOTE: If your certificate allows you to
log on without a password, the
password fields do not display.

-Continued on next page-

My User Information Screen (upper portion)

My User Information
NOTE: All fedds marked with an asterisk ( * ) are required

User ID:  BIVENDOR
Date Created: 12292015 ::50:31 AM (IPhiladelphia Time)

Drate Unretived:

Account Status:  Active

Account Type: STORES Catalog Usar
Afflllation: Vandor

Current Password:

Hew Password: (7

Confirm New Password:

STORES Catalog
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STEP/ACTION

EXAMPLE

Section C contains your contact

My User Information Screen (central portion)

information. You can modify any field Title/Rank: @
in this section except Last Name, C D
which is read-only. Confirm Email o et
Address always displays blank when Middle Initial/Name: R
you access this screen. Last Name: | Dias
IMPORTANT NOTE: Whenever you Suffix: | \MS @
make a change to this screen, - : o~
. . * Facility/Base Name: |V/atch Point 7

regardless of what information you
change, you will be required to * Street Address 1: || 1900 Pines Peak Road @)
confirm your email address in the Y

. . - Street Address 2: ?)
Confirm Email Address field before e
the modifications are accepted by the City: |Philadelphia 2
system. * State: || Pennsylvania hd

* Country: | UNITED STATES v
* Zip/Postal Code:  |21246 @
* Phone Number: ||215-999-5424 @ Extension: 302
DSN: )
* Email Address:  |sandrad@watchpoint.gov O
* Confirm Email Address:
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STEP/ACTION

EXAMPLE

To view your current role
assignment(s) in STORES User
Administration:

1. Click the link View Current Role
Assignment.

The Current Role Assignment

screen displays in a separate window.

NOTE: You cannot modify your own
role assignment. Contact your
STORES administrator if an
assignment change is required.

2. Right click the window to access
the print option and print the

My User Information Screen (lower portion)

* Confirm Email Address: |

Save Cancel |

View Current Role Assignment

Current Role Assignment Screen

Current Contract-Role Assignments for User ID: BZVENDOR

Right click on this window to access print option

CAGE Code: 00NOL

Contract Role
screen, if desired. SPM30308DA005 - 5.C. DOBROGEA GRUP Vendor
. E . CAGE Code: 0KVA3
3. C_leck or the Close qudow — e
link to close the separate window. SPM3000801208 - PEFSI Vendor
-Continued on next page- CAGE Code: 9U248
Contract Role
SPM30007D3034 - REINHART FOOD SERVICES, W1 vendor
SPM30008D3011 - REINHART, Wl Vendor
SPM30008D3236 - REINHART LA CROSSE, Wi Vendor
Close Window
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To modify a User Information field:

1. For text fields, such as Street
Address 1 Example A), highlight
the current entry and enter the
revised information as in the
example on the right. For drop-
down fields, such as State select
the new location in the list
(Example B).

Some fields, such as User ID,
Password and Email Address, have
rules that your entries must follow in
order to be valid.

=

2. Click ﬂ (the question mark icon)
to view the rules for a particular
field.

The Data Entry Help screen displays
in a separate window at the
information section pertaining to that y
particular field (such as Password,
right).

3. Click IE or the Close Window
link to close the separate window.

4. When all modifications have been
made, confirm your email address
in the Confirm Email Address
field.

NOTE: You cannot save
modifications without confirming your
email address.

Save

5. Click

o If errors are found, as in the
example on the right, error
messages display near the top of
the screen and underneath any
field that is in error. Correct the
errors and repeat Step 5.

e |If no errors are found...

...a Confirmation screen displays.

* Street Address 1:

Close-ups of My User Information Screen

'

Pennsylvania hd
IMaine -

Massi&usetts

Michigan

Data Entry Help Screen (in a separate window)

dow

(= STORES Web - Windows Internet Explorer

& hitps: /dssva22.atsva.comfstores_webfModulesfAccount/DataEntryHelp. htm#PasswordHelp

* Street Address 1: ||2011 A

Password
A required field for all STORES accounts.

A valid Password:

Must contain at least 2 uppercase letters { A-Z )
Must contain at least 2 lowercase letters (a-z )
Must contain at least 2 numbers { 0-9 )
Must contain at least 2 special characters:
~l@#S%ART() +=[1{}]: ", N2>
Must contain at least:
o 15 characters when a
STORES Web or Catalog
account
o 15 characters when a
STORES Admin account
Must not exceed 25 characters
s May contain spaces

When changing your password, the following rules also apply:

« Must be different than previous § passwords
& Must be different than current password by at least 4
characters

Phone Number
A ronnirad fiald far all STOARFS arrninte

>

v

Done

@ Inkernet

H100% -

Close-ups of My User Information Screen

My User Information

I Errors found on form; please correct and save again.l

* Phone Number:

* Email Address:

215-999-5424 Q)

Invalid Phone Number format. Please click |EXtension: | 302
on 7 for help.

DSH: @

sandrad@watchpoint.gov @

* Confirm Email

Address: | please Confirm Email Address.
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STEP/ACTION EXAMPLE

Confirmation Screen

Your user information has been

successfully modified. Confirmation
User Information for User ID: BZVENDOR has been modified.
Click the Continue link to return to A confirmation email will be sent to the email address for this User ID.
the Main Menu screen. If the email address was changed, it will be sent to both the old and new email addresses.
Continue
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