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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: 

 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. 

 

 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). 

 
 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. 
 

 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. 

 

 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: 

 Modify an assigned active production catalog. 

 View an assigned production catalog. 

 Edit and view an assigned baseline catalog. 

 Accept DLA Standards for an item where applicable. 

 Change an assigned catalog’s status from Vendor Ready to Review Ready. 

 Download an assigned baseline catalog. 

 Download an assigned production catalog. 

 Generate catalog reports for assigned contracts. 

 View master stock numbers. 

 Access Master Catalogs. 

 Download the Vendor User Guide. 

 Access and edit his/her contact information. 

2. Guest Vendor who can: 

 View an assigned production catalog. 

 View assigned baseline catalogs. 

 Generate catalog reports for assigned baseline contracts. 

 View master stock numbers. 

 Access Master Catalogs. 

 Download the Vendor User Guide. 

 Access and edit his/her contact information. 

3. Manufacturer who can: 

 Access Master Catalogs. 

 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/Regions/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: 

 

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

your IE browser: 

 
 
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. 
 

mailto:dlacontactcenter@dla.mil
mailto:dlatsstorehelp@dla.mil
http://www.dla.mil/TroopSupport/Subsistence/Foodservices/Regions/CONUS.aspx
http://www.dla.mil/TroopSupport/Subsistence/Foodservices/Regions/OCONUS.aspx
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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) 

 

 
 

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

 

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

 You are activating an account. 

 You are exempt from using a certificate. 

 You are required to use a certificate. 

 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 
https://www.stores.dla.mil/st
ores_web. 

The DoD Terms of Use 
display. 

2. Read the DoD Terms of Use 
and click 

. 

The STORES Log On 
screen displays (next page). 

 

NOTE: You cannot proceed to 

the Log On screen unless you 
accept the DoD Terms of Use. 

Log On Screen (first page) 

 

https://www.stores.dla.mil/stores_web
https://www.stores.dla.mil/stores_web
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STEP/ACTION EXAMPLE 

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

 

 

 

The Enter Password screen 
displays. 

 

STORES Web Log On Screen (with close-up) 

 

 

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 
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STEP/ACTION EXAMPLE 

6. Click  

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. 

 

Welcome Screen 
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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 
https://www.stores.dla.mil/store
s_web.    

The DoD Terms of Use 
display.   

2. Read the DoD Terms of Use 
and click 

.   

The STORES Log On screen 
displays (next page).   

 

NOTE: You cannot proceed to the 

Log On screen unless you accept 
the DoD Terms of Use. 

Log On Screen (first page) 

 

https://www.stores.dla.mil/stores_web
https://www.stores.dla.mil/stores_web
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STEP/ACTION EXAMPLE 

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

 

 

The Choose a Digital Certificate 
screen displays (next page).   

Log On Screen (with close-up) 
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STEP/ACTION EXAMPLE 

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

click  

The Enter Password screen 
displays. 

NOTE: If the certificate you select is 

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 
pictured) requesting password, pass 
code, or PIN information.  Enter the 
requested information and click the 
appropriate button to continue. 

OTHER AVAILABLE ACTIONS:  

 displays general 
help files.  

 displays specific 
information about your certificate.   

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

Choose a Digital Certificate Dialog Box 

 

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.   

 

Enter Password Screen 
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STEP/ACTION EXAMPLE 

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

7. Click ; the digital 
association Confirmation 
screen displays.  

-OR- 

Click  to cancel the 
association process and return 
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. 

Create Digital ID Association Screen 

 

 

8. Click .   

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

Confirmation Screen 

 

9. Click  

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. 

 

Welcome Screen 
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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 
https://www.stores.dla.mil/store
s_web.    

The DoD Terms of Use 
display.   

2. Read the DoD Terms of Use 
and click 

.   

The STORES Log On screen 
displays (next page).   

 

NOTE: You cannot proceed to the 

Log On screen unless you accept 
the DoD Terms of Use. 

Log On Screen (first page) 

 

https://www.stores.dla.mil/stores_web
https://www.stores.dla.mil/stores_web
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STEP/ACTION EXAMPLE 

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

. 

 

The Choose a Digital Certificate 
Dialog Box displays.   

Log On Screen (with close-up) 

 

4. Select the certificate 
associated with the Digital ID of 
your account and click 

.   

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

 

OTHER AVAILABLE ACTIONS:  

 displays general 
help files.  

 displays specific 
information about your certificate.   

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

Choose a Digital Certificate Dialog Box 
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STEP/ACTION EXAMPLE 

5. Click   

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. 

 

Welcome Screen 
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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: 

 Your last successful log on (if any) 

 Your last failed log on attempt (if any) 

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

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

 

Welcome Screen (close-up) 
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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. At the STORES Admin logon 
screen, click the STORES Help 
Desk link. 

 

 

 

 

 

 

 

 

 

 

 

 

2. At the STORES Help Desk 
popup window, click the email 
link dlacontactcenter@dla.mil. 

 

 

 

 

 

 

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

 

User Administration Screen 

 

 

STORES Help Desk Screen 

 

 

mailto:dlacontactcenter@dla.mil
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STEP/ACTION EXAMPLE 

3. Enter all required information 
(fields marked with an asterisk) 
and optional fields (if 
applicable), and check the 
appropriate box(es) for Type of 
User. 

4. To discard information you 
entered and enter new or 
revised information, click 

. 

5. Click . 

 

 

 

The system will create a new email 
message from your default email 
program list, addressed to the 
STORES Service Desk.  The body 
of the email will be populated with all 
of the information you entered in 
step 3.  The subject line of the email 
will default to Service Desk 
Request.  (See next page.) 

 

 

 

 

 

 

 

 

STORES Service Desk Request Form Screen 
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STEP/ACTION EXAMPLE 

6. Click . 
7. The email is received by the 

STORES Help Desk. 

 

 

Service Desk Request Email 
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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 
https://www.stores.dla.mil/stores_
web. 

The DoD Terms of Use displays. 

2. Read the DoD Terms of Use and 

click . 

The STORES Log On screen 
displays (bottom right). 

 

NOTE: You cannot proceed to the 

Log On screen unless you accept the 
DoD Terms of Use. 

Log On Screen (first page) 

 

3. Click the New Account Request 
Form link. 

 

 

The Account Requirements screen 
displays (next page). 

STORES Customer Log On Screen (with close-up) 

 

https://www.stores.dla.mil/stores_web
https://www.stores.dla.mil/stores_web
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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 
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Page display of AMPS 
Instruction Link 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Page display of Electronic User 

Agreement Link 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Account Management Provisioning System (AMPS) Instructions Screen 

 

 

 

STORES USER AGREEMENT  Screen 

 

 

 

Warning Message Screen 
(Displays if both boxes not checked) 
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NOTE:  If you click  without 

checking the checkboxes a message 
displays (bottom right). 

 

 

 

 
The New Account Request Form 
Screen Request Type displays. 

6. In the 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, 

click . 

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

-OR- 

Click  to return to 
Request Type selection.  

-OR- 

Click  to return to the 
Log On screen. 

 

 

New Account Request Form Screen Close-up 

 

New Account Request Form Screen 
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STEP/ACTION EXAMPLE 

9. Verify the accuracy of the 
information you have entered. 

 If it is incorrect, click  
and return to the New 
Account Request Form 
screen to make the 
necessary changes. 

 If it is correct, click . 

 

A Confirmation screen displays (next 
page). 

Data Entry Help Screen (Close-up of User ID Help) 

 

 

New Account Request Verification Screen 
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STEP/ACTION EXAMPLE 

This screen confirms that your new 
account request was submitted for 
approval. 

A confirmation email is also sent to 
the email address you submitted.  
Another email is sent when your 
account request is approved or 
rejected. 

 

10. Click Exit to close the 

Confirmation and return to the 
STORES Web Log On screen. 

 

Confirmation Screen 
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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. On the STORES Log On 
screen, enter your User ID.   

2. Select 

. 

The Enter Password screen 
displays.   

Close-up of STORES Log On Screen 

 

3. On the STORES Web Enter 
Password screen, select the 
Click Here link. 

 

The Reset Password Request 

screen displays. 

 

Close-up of STORES Enter Password Screen 
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STEP/ACTION EXAMPLE 

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

both are required.   

5. Click .  A 
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) 

 

   

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 
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STEP/ACTION EXAMPLE 

8. Read the DoD Terms of Use 
and click 

.   

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) 

 

9. Enter the User ID and Last 

Name associated with the 
account.  

10. Click .  

 

The Reset Password screen 
displays. 

Close-up of Account Activation Screen 

 

11. Enter a new password and 
confirm it. 

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

 

12. Click  

A Confirmation screen displays. 

NOTE:  closes the 

browser session and terminates 
the password reset process.   

Reset Password Screen 
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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. 

Confirmation Screen 

 

 



STORES Catalog – Vendor User Guide  Chapter 1:  STORES Catalog Basics 

STORES Catalog 31 September 2019 
 

FOR OFFICIAL USE ONLY 

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 
an administrator, your password 
has expired, you had three 
consecutive log on attempts, or 
your account has been inactive for 
35 days, the Deactivated User 
Account screen displays. 

1. Click 

. 

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

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

Deactivated User Account Screen 

 

 

 

2. Click the Exit link. 

The Log On screen displays. 

NOTE: You will be notified via 

email when an Account 
Administrator processes your 
request.  If your account is 
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 (of Reactivation Request) Screen 
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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). 

Main Menu Screen 

 

Main Menu Screen (close-ups of expiration messages) 

 

 

1.7: Timeout Notification 
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) 
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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 
message will display, when you 
have successfully logged out. 
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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 
Main Menu.  The Main Menu 
contains two major elements – the 
Functions Menu and the Notifications 
box.  The available menu links 
displays based on the user’s role. 

 

STORES Catalog Main Menu Screen 

 

The Menu section consists of eight 
expandable menu options (bars). 

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

Main Menu – Menu Bar Section 

 

The Baseline Catalog Maintenance 

sub-menu displays. 

 

 

Main Menu – Baseline Catalog Maintenance Sub-menu 
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Notifications Overview 

Main Menu – Notifications Section 

 

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 notification 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 notification 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 notification 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. 

 

 

 

 

1 

2 

3 

4 
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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 

 

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. 

3. Click . 

The Detail Screen displays. 

 

Select Contract Screen (two example close-ups) 
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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). 

 If 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). 

 A red asterisk (*) indicates 
required information. 

 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 
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DETAILED VIEW 

View on Screen Load 

 

 

Bottom of Screen – Expanded View 

 

 

DETAILED VIEW Continued 

 

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

1. Contract and Status text display the current contract number and status.  Read Only displays next to the status when a 

contract is not editable. 

2. View Reports drop-down menu is used to access reports about the contract.  Selecting a report from this menu opens 

the report in a new window. 

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

4. 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. 

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

and filter options of the Detailed Baseline Catalog record. 

6. 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. 

7. 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, Item Name, DLA Item Description, Abbreviated Description, Item Indicators, Catch Weight Indicator, 
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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. A row 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 Item 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  button 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. 

 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. 

 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 Items. 

 If PRF Standards is also checked, the fields PRF Unit of Measure and Units per Purchase Pack are also 

"locked." 

 Changing the DLA Standards Acceptance for a baseline catalog does not affect the production catalog until the 
catalog is submitted. 
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3.2: Add an Item 

STEP/ACTION EXAMPLE 

1. Click .  

The Enter Stock Number screen 
displays. 

Detail View Screen – Action Buttons 

  

2. Enter a stock number. 

3. Click . 

The Add Item screen displays. 

NOTE:  If the stock number already 

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. 

Enter Stock Number Screen (two example close-ups) 
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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: 

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

 Save the item and add another 
item. 

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

 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 

.  The Error 

Pop-up window displays. 

Add Item Screen (with 2 close-ups) 

 

  

 

 

               

 

 

  

5. Click  to return to the 
Add Item screen. 

6. Select the “Exclude from 
Submission” value. 

7. Click . 

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

8. Click the message  
button to return to the Detailed 
View screen. 

Error Pop-up Window 

 



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

STORES Catalog 42 September 2019 
 

FOR OFFICIAL USE ONLY 

3.3: Table View Screens 

1. Select the Abbr. Table View link 

on the Detailed View screen. 

The Abbreviated Table View screen 
displays. 

Close-up of the Detailed View’s table view links 

 

Abbreviated Table View (partial view) – Overview  

 

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. 
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STEP/ACTION EXAMPLE 

The Abbreviated Table View 
contains much of the functionality of 
the Detail screen. This screen 
displays the most commonly edited 
fields shown on the Detail screen and 
shows multiple records. 

The Standard Acceptance setting 
cannot be modified on this screen. 

The action buttons (Save, Edit, 
Delete, and Reset) become active 
only for records checked on the left 
side of the view. 

The “Edit” button goes to the Detailed 
View filtered for the items checked. 

Clicking a stock number goes to the 
Detailed View for that stock number. 

Clicking the Detailed View link 

returns to the Detailed View filtered 
for the items checked or, when no 
items are checked, all items in the 
filter/sort set. 

Clicking the Full Table View link on 

this screen returns to the Full Table 
View filtered for the items checked or, 
when no items are checked, all items 
in the filter/sort set. 

Checking the box next to “Stock 
Number” alternately selects/deselects 
all items on the page. 

All columns, with the exception of 
“PRF,” can be sorted by clicking the 
column header. 

NOTE:  Checking one or more stock 

numbers and clicking "Save" will run 
validations on all the items in the 
contract and update the "Record 
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) 

Abbreviated Table View Screen (partial view) 

  

 

Abbreviated Table View (Action Buttons) 

 

 

Abbreviated Table View Screen (partial view) 

 

 

Abbreviated Table View Screen (partial view) 
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STEP/ACTION EXAMPLE 

The Full Table View functions much 

like the Abbreviated Table View 
screen.  The only differences are as 
follows: 

The Table View contains more of the 
data displayed on the Detailed View. 

 The Table View has the Abbr. 
Table View link instead of the 
Full Table View link. 

 The Table View is more likely to 
require using the horizontal scroll 
bar to view all the item 
information. 

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 

Menu, click  found 

on the upper right hand corner of 
the screen. 

The Main Menu displays (not 
pictured). 

Full Table View Screen (partial view) 
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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 

 

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 

 

 

 

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

 

 

Close-up of Search by Contract Error Message 
(partial characters entered and user clicks Go) 

 

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

 

Close-Up of Search by Contract Entry 
(contract number filtered) 
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View/Set/Empty/Delete Baseline Catalog Screen Overview 

 

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 
Menu, place your cursor over the 
Production Catalog Maintenance 
menu bar and select View/Modify 
Production Catalog. 

The Select a Contract Number 

Screen displays. 

NOTE: If you have no assigned 

production catalogs, this menu item 
will not appear. 

2. Select a contract number. 

3. Click . 

 

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

The View/Modify Production 
Catalog ALERT screen displays.  

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

The Catalog Items screen displays 
(next page). 

Main Menu – View/Modify Production Catalog Sub-menu 

 

Select Contract Screen (two example close-ups) 

 

     

4. Click . 

 

The Catalog Items screen displays 
(next page). 

 

The View/Modify Production Catalog ALERT Screen 
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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) 

 

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 Items", "Updated Items", "Warning Items", "Non-Warning 

Items”,” Deleted Items”, "Size Changed Items", "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 
sure an active contract has been 
selected.  If necessary, begin with 
Step 1 in Section 5.1 and select an 
active contract. 

To Delete an Item: 

1. To delete an item from the 
contract table, click Delete. 

           

 

 

The About to Delete pop-up displays 
(below right) providing the opportunity 
to execute or to cancel the deletion. 

 

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

 

         

         

2. Click  to complete 
the deletion of this item. 

The Item Deleted pop-up displays 
(below right). 

About to Delete Pop-up 

 

3. Click  to confirm the 

deletion. 

 

The Catalog Items screen now 
displays with one a “Y” in the 
“Deleted?” column and 
“Acknowledge” in columns four and 
five ( the default value that apply to 
the left/right side reviewer opinion of 
the deletion). 

Item Deleted Pop-up 
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STEP/ACTION EXAMPLE 

To Edit an Item: 

1. Select an item to edit and click 
Edit.  If necessary, begin with 

Step 1 in Section 5.1 and select 
an active contract. 

 

 

 

The Catalog Items screen displays 
with a second row for the selected 
item.  Editing takes place in this new 
row.  This information displays on the 
next page. 

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

  

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

1. Contract and Contract 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 links to the “Pending Catalog Change Report” and the 

"832 Version Compliance Report(s)". 

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

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

4. 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. 

5. 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 
is about to be updated in Edit 
mode, click Cancel. 

 

The changes will not be saved and 
the screen refreshes without the 
editable row. 

3. To save changes to an edited 
record, and update the production 
catalog, click Update. 

                 

Changes made to the item are saved 
and the production catalog is 
updated.  The updated screen 
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. 

Catalog Items Screen – Editing (partial view with one close-up)  
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5.3: Detailed View (Production Catalog) 

STEP/ACTION EXAMPLE 

To Edit an Item in Full Screen: 

1. Select an item to edit and click the 
Stock Number.  If necessary, 

begin with Step 1 in Section 5.1 
and select an active contract. 

 

 

      

 

The Detailed View (Production 
Catalog) screen displays. 

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

 

 

  

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 
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DETAILED VIEW (Production Catalog) 

View on Screen Load 

 

 

 

Bottom of Screen – Expanded View 
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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, Item 
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  to save changes and return to the Catalog Items screen.  

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

the last saved values.  The  button 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. 

7. 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.  

 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 Items.  If PRF Standards is also checked, the fields PRF Unit of 

Measure, and Units per Purchase Pack will also be 'locked". 

 Changing the DLA Standards Acceptance from "N" to "Y" on this screen will not affect the baseline 
catalog. 
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5.4: Add a Production Catalog Item 
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 Item: 

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

screen and click . 

The Enter Stock Number screen 
displays. 

 

Catalog Items Screen (partial) – Viewing 

 

2. Enter a stock number  

3. Click . 

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 click  or click 

 to return to the  

Catalog Items screen without saving 
any changes.  

Enter Stock Number Screen (two example close-ups) 
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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: 

 Click  to 
update the catalog with the new 
item and return to the Catalog 
Items screen. 

 Click  to 
update the catalog with the new 
item and add another item. 

 Click  to clear the 

user-entered values.  

 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) 

 

 

 

 

 

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 
item can be saved.  If the Error Pop-

up displays, click  to return to 
the Add Items (Production Catalog) 
screen.  

Error Pop-up Window (Example) 
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Add Item(Production Catalog) Close-up 

View on Screen Load 

 

Bottom of Screen – Expanded View 

 

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

 The action buttons differ. 

 The DLA Evaluation section is not displayed. 

 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. 

 

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

Catalog Items Screen 

 

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” 
closes the report window and returns 
to the Catalog Items screen. 

 

2. To access the printable version 
click “Printable Version”. 

 

The Pending Catalog Change 
Report printable version displays 
(next page). 

Pending Catalog Change Report Screen 
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STEP/ACTION EXAMPLE 

Below is a detail of the area 
highlighted on the right. 

 

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

Clicking “Back” displays the viewable 
report. 

Clicking Print opens the system print 

dialog box from which the report can 
be printed. 

Click “Back” displays the viewable 
Pending Catalog Change Report 
screen. 

Pending Catalog Change Report – Printable Version Screen 

 

 

In the “Changed Fields” column of the 
Pending Modifications section of the 
report, a Details link displays.  Placing 
the mouse over the Details links for a 
specific stock number displays a list 
of changed fields (abbreviations). 
Clicking a Details link displays a 
detailed report for the item. 

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

 

3. Click one of the links. 

  

The Pending Catalog Change 
Report – Pending Modifications – 
Item Details screen displays (next 
page). 

 

Pending Catalog Change Report Screen 
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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. 

 

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

 

Clicking Print opens the system Print 

dialog box. 

 

4. Click Back to Main Report. 

 

The Pending Catalog Change 
Report screen displays (not shown). 

 

 

 

 

 

 

Pending Catalog Change Report – Pending Modifications – 
 Item Details Screen 
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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. 

 

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

Catalog Items Screen 

 

The Compliance Report 
Specification screen appears (right). 

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

 

Compliance Report Specification Screen 
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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 Item Request 
menu bar and select View/Modify Item 
Request from the submenu. 

 

View/Modify Item Request 

1. At the Item 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 

 

View/Modify Item Request Screen 

 

View/Modify Item Request Screen 

(With the Filter By drop-down menu displayed) 

 

Invalid Contract Number Message 
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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 request to be Reviewed/Modified. 

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 
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 

 

View/Modify Item Request Screen 

 

 

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

 

Item Request Screen  

 

Associate Existing Stock Number Screen  

 

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

 

Item Request - Upload Documents Screen 

 

Item Request Screen (Enlarged) 

 

Item Request Screen - Final Product Price Screen 

 

Item Request Screen (Enlarged and Completed) 
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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 CIose 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 

 

 

Item Request – Comparison Screen 

 

 

Item Request – Status/Comments Log Screen 
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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. Click . 

Item Request – Comparison Screen 

 

 

Item Request Detail Screen (Completed) 

 

 

 

Confirmation Pop-up Window (Save) 
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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 

 

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 
description in the Stock Number field. 

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

 

Stock Number Detail Lookup Screen 

 

 

 

4. Click Close Window to close the 
browser window. 
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STEP/ACTION EXAMPLE 

NOTE:  When an incorrect Stock 

Number or description is entered, a 
message displays, ‘Not a valid stock 
number’. 

 

The Vendor has the option of associating 
an existing stock number in STORES to 
satsify the request.  

1. Click on Associate button and the 
Associate Existing Stock Number 
screen displays. 

2. Enter a partial stock number or 
description in the Stock Number field. 

3. Select the applicable Stock Number 
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.  

 

 

 

 

 

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.  
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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.   

 

 

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 

 

Rejected Item Requests 

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

 Reject with Recourse 

 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 

 

Viewing details for a Rejection 

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

submenu. 

2. Select Being Built – Rejected status 
to filter. 

Summary Screen 

 



STORES Catalog – Vendor User Guide  Chapter 6:  View/Modify Item Request 

 

STORES Catalog 73 September 2019 
 

FOR OFFICIAL USE ONLY 

STEP/ACTION EXAMPLE 

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

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

column. 
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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 

 

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)
 

 

Display when Filter is Specific Stock # 

 

 Display when Filter is other than Specific Stock # 
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View Master Stock Number - Detail Screen Overview 

 

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. 

 

 
  
 
 
 
 
 
 
 
 
 
 

1 

4 

3 
2 

5 
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STEP/ACTION EXAMPLE 

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

 

 

View Master Stock Number Screen 
(Left Pane) 

 

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

 

Close up of tab headers 

 

The first tab (Packaging Data) contains 
information about how the item is 
packaged. 

View Master Stock Number Screen 
(Right Pane –Tab 1) 
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STEP/ACTION EXAMPLE 

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

The possible statuses are: 

 Being Built 

 Active 

 Flagged/Phasing Out 

 Discontinued  

 Retired 

An active stock number can be added to a 
catalog. 

View Master Stock Number Screen 

(Right  Pane –Tab 2) 

 

 

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) 

 

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) 
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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) 

       

 

 

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

 

 
 
 
 
  

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

         

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) 
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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. 

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

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

 

 

 

 

 

 

 

 

The Abbr. Table View displays 

4. Click the  icon to sort results in 

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

5. Utilize the scroll bar to view all 
available columns. 

6. Select from the Results Per Page 
dropdown menu to adjust the number 
of results per page. 

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

8. Click the Stock Number to be viewed. 

 

 

 

 

 

 

 

View Master Stock Number – Detail Screen 

 

View Master Stock Number Screen 

 
 
 
 
 
 

View Master Stock Number – Table View Screen 
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STEP/ACTION EXAMPLE 

9. The View Master Stock Number – 
Detail View displays the specific stock 
number that was selected in the table 
view. 

 

 

 

 

 

View Master Stock Number – Detail View Screen 
(Specific Stock Number Selected) 
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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 
Menu, place the cursor over the 
Master Catalogs menu bar and 
select View Master Catalogs. 

The Master Catalogs Main Menu 

displays. 

 

Main Menu – View Master Catalogs Sub-menu 

 

2. Click a report title to view a given 
report. 

3. Click Return to STORES 
Catalog to return to the STORES 

Catalog Main Menu. 

 

The Master Catalogs Main Menu Screen 
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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 

 

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 . 

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

Select Contract Number Screen (two example close-ups) 

 
 

 



STORES Catalog – Vendor User Guide  Chapter 9:  Baseline Reports 

STORES Catalog 83 September 2019 
 

FOR OFFICIAL USE ONLY 

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 Items Report Screen– from an Edit Screen (partial view) 
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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.  

 Back displays the viewable 

version of the report. 

 Disable/Enable Paging 

alternately displays the report in 
single page or multiple page 
formats. 

 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. 

Matched Items Report – Printable Version Screen 

 

 

Matched Items Report – Printable Version 
Set for Single Page (partial view) 
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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 

 

2. Select a contract number 

 

3. Click . 

 

The File Download dialog box 
displays (below right). 

Select Contract Number Screen (two example close-ups) 
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STEP/ACTION EXAMPLE 

4. Click . 

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 

 

5. When done viewing the report, 
close Excel. 

The Select Contract Number screen 
is still displayed.  

Catalog Item Disapproval Report 

 

6. Click  to return to the 
Main Menu. 

 

Select Contract Number Screen (close-up) 
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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 
Menu: 

1. From the STORES Catalog Main 
Menu, place your cursor over the 
Reports menu bar, click the 
Production Reports submenu 
bar and select 832 Version 
Compliance Report(s) from the 

submenu.   

The Select Contract Number screen 
displays. 

Main Menu – Production Reports Submenu 

 

2. Enter a contract number 

 

3. Click . 

 

The Compliance Report 
Specification screen appears (below 
right). 

 

 

Select Contract Number Screen (two example close-ups) 
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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. 

 

 
 

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. 

 

 
 
 

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

 

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

. 

 

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 Report Specification Screen (2 close-ups) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Compliance 
Version 

Active or Pending 
Catalog 

All, Non-Compliant, or 

Compliant Items 
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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: 

 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. 

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

 
Close-up 2: 

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

 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: 

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

 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) 

 

 

832 Version Compliance Report (close-up 2) 

 

 

832 Version Compliance Report (close-up 3) 

 

 

832 Version Compliance Report (close-up 4) 

 

 

832 Version Compliance Report (close-up 5) 

 

 

1 
2 

3 
4 

4 

5 
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STEP/ACTION EXAMPLE 

1. Click "Printable Version" 
 
The report displays in the printable 
version. 

 

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

 
 
 
In the above close up: 

 Main Menu returns to the Main 
Menu. 

 “Back” returns to the original 
report screen. 

 “Disable Paging” shows all the 
data on one page – it can then be 
printed all at once. 

 “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. 

 

832 Version Compliance Report (printable version) 

 

3. Click “Details”. 

The Item Details screen displays 
(next page). 

832 Version Compliance Report (main report partial view) 
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STEP/ACTION EXAMPLE 

From this screen you can print the 
non-compliance issues for a stock 
number or return to the main report. 

4. Click “Back to Main Report”. 

The main report displays (not shown). 

832 Compliance Report – Item Details 
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STEP/ACTION EXAMPLE 

5. Click “Download to Excel”. 
 
The “File Download” Dialog Box 
appears. 

832 Version Compliance Report (main report close-up) 

 

6. Click “Open” to view the file. 

The Excel spreadsheet displays (not 
shown). 

 

File Download Dialog Box 

 

To the right is a list of the columns 
appearing in the Non-Compliant 
download.  The second column 
(NON_COMPLIANT_ITEMS) is a list 
of fields which do not meet standards 
for the version being checked.  It is 
the only column which does not also 
appear in the Compliance download. 

7. Close Excel. 

8. Click “Main Menu” on the report 
screen. 

The Main Menu screen displays (not 
shown). 

832 Compliance Report – Non-Compliant Items Download Column 
Headings 
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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 

 

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) 
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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 . 

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 

 to return to the 
Main Menu. 

 

Select Format Screen (two example close-ups) 
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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 
Download Vendor User Guide 
from the Downloads submenu 

from the Main Menu. 

The Select Format screen displays. 

Main Menu –Downloads Submenu 

  

NOTE:  The Acrobat PDF format is 

recommended over Microsoft® Word. 
Select Format screen close-up 

 

2. Select a format to download. 

3. Click . 

The File Download pop up window 
displays. 

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©).   

NOTE: Remember the name you give 

the downloaded file. 

4. When the download is complete 

click   or 

 to return to the 
Main Menu screen. 

Select Format Screen (two example close-ups) 
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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 

 

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) 

 

A 

B 
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STEP/ACTION EXAMPLE 

Section C contains your contact 

information.  You can modify any field 
in this section except Last Name, 
which is read-only.  Confirm Email 
Address always displays blank when 

you access this screen. 

IMPORTANT NOTE:  Whenever you 

make a change to this screen, 
regardless of what information you 
change, you will be required to 
confirm your email address in the 
Confirm Email Address field before 

the modifications are accepted by the 
system. 

 

My User Information Screen (central portion) 

 

C 
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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 
screen, if desired. 

3. Click  or the Close Window 

link to close the separate window. 

-Continued on next page- 

My User Information Screen (lower portion) 

 

Current Role Assignment Screen 
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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  (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 
particular field (such as Password, 

right). 
 

3. Click  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. 

5. Click . 

 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. 

 If no errors are found… 

…a Confirmation screen displays. 

 

Close-ups of My User Information Screen 

 

           

 

 

Data Entry Help Screen (in a separate window) 
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Close-ups of My User Information Screen 
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Your user information has been 
successfully modified. 
 
 
Click the Continue link to return to 

the Main Menu screen. 
 

Confirmation Screen 

 

 


