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FOREWORD

STAMIS Acquisition Repository (STAR) embodies many of the PEO STAMIS goals and objectives for automating standardized and repeatable business processes.  STAR provides the management tools for computer hardware acquisition, configuration controls, hardware fielding, maintenance information, and item life-cycle management.

STAR leverages the latest web technology providing authorized users worldwide access to a PEO STAMIS level centralized acquisition database through browsers available from the desktop of every person in the workflow process.   STAR uses a powerful e-mail generation application providing e-commerce to receive and prepare orders using one of five types of acquisition vehicles, then process and track electronic orders placed to the appropriate contracting activity.

The STAR ordering process begins at the STAMIS Program Manager level when an electronic “Request for Order” is submitted to an acquisition team composed of procurement specialists, engineers, budget analysts, and approval managers. Without staffing or moving one piece of paper, STAR establishes an electronic order flow process tailored to fit each type of acquisition and provides emails to accomplish the staffing and approval/disapproval process.  Approving officials receive an email notifying them they have an action to be completed.  The official “clicks on” the URL provided in the customized email to review the order, completes the action required, and either accepts or enters comments for rejecting the order as written.  Fiscal managers determine fund availability to support the procurement and apply fund citations directly to the order as required.  When an approval official’s signature is required, an electronic signature is applied to the appropriate document.  Acceptance of an order keeps the order moving along the workflow; rejection allows for the placement of a written explanation for the rejection and a return of the disapproved order for further staffing as required.

As each order moves through the workflow, metrics can be applied to determine where there are holdups or where additional staff might be applied to make things move faster.  Since all approvals and rejections are accomplished via email, an audit trail of those actions automatically becomes a matter of record.  Additionally, since the staffing of paper documents is virtually eliminated and the process is all web-based, approvals/rejections can be accomplished without paper, even when the workflow participants are on travel status.

Once an order receives final approval, it is passed to the appropriate acquisition agent (CAC-W, GSA) and is subsequently placed with a vendor.  Simultaneously the Systems Extension and Acceptance Team (SEAT), responsible for fielding the equipment, receives an e-mail a copy the approved order and the Required Delivery Date (RDD) at the receiving Installation.  This advanced notice to SEAT begins the hardware fielding planning cycle.

An extension of STAR is the Deployment Tool software used during worldwide hardware deployment to automate the hardware fielding process.  The Deployment Tool software resides on a laptop computer and leverages web and Radio Frequency Identification Devices (RFID) technology to inventory items ordered in STAR, and then document the issue and transfer of accountability at the receiving installation.  Data captured by the Deployment Tool is up-loaded to the STAR centralized database via the Internet to maintain asset visibility of fielded hardware products.  Program Managers now have visibility of the location of fielded assets including configuration, maintenance and warranty information.

STAR allows for the flagging by serial number item where warranty actions have been accomplished.  Currently this identification occurs via the use of data files provided by the PEO STAMIS primary IDIQ vendor, but could be expanded to other contract vehicles with the appropriate business case.  Essentially each warranty action that has taken place against a specific serial number is passed to the PEO organization.  This allows for the PEO to accomplish its own maintenance trend analysis and identify specific workstations that perform outside expectations.  It also facilitates replacement action by vendors where serial numbers are removed from the inventory and replacements are accomplished by a third party maintainer.

The net result of the development and use of STAR is the documentation of existing business practices, identification of best practices and migration to those practices where a business case can be made.  All of this is accomplished through a business practice rule-based development application that is 100% web enabled and highly adaptable to meet the needs of a diverse and complex organization. The STAR system’s ability to document metrics associated with differing business practices provides the necessary information for managers to continuously define and re-define their best practices to ensure maximum efficiency and cost savings for their programs.

Readers of this guide must remember: Access to the STAR application is limited and based on authorized user USERID/PASSWORD role and permissions.  Not all authorized users are granted access to all of the STAR modules.  Readers/users of this guide should read the authorized user roles and permissions section of this guide.

Comments on this User Guide should be submitted to the STAR Database Team at:

STARS@peostamis.belvoir.army.mil
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SECTION 1 
introduction

______________________________________________________________________________

1.1 Who Should Read This Guide?

This User Guide is designed to assist users to understand the basic functions of STAR.  This guide discusses the important features of the application.  It also familiarizes you with the graphical user interface through depiction of the various screens comprising STAR.

______________________________________________________________________________

1.2 What is STAR?

STAR (the STAMIS Acquisition Repository) is a software application developed under an initiative of the Operations and Mission Support Directorate (OMSD) to provide the the necessary tools to:

· Establish and maintain a centralized database for the Program Executive Office Standard Army Management Information Systems (PEO STAMIS)

· Provide management tools for hardware and software acquisition

· Establish Configuration Management and Control

· Automate hardware deployment (fielding)

· Enable life-cycle management

· Provide maintenance and warranty information

· Utilize web-based technologies to facilitate worldwide access

· Automate PEO STAMIS acquisition business practices and process; and

· Provide a paperless acquisition system

______________________________________________________________________________

1.3 How Will STAR Be Used?

STAR will be used to develop computer configurations that meet the needs of PEO STAMIS programs, to order those configurations or items through various contract vehicles, to track those orders from inception to completion, to use the information gathered from those orders to determine equipment location, and to determine the reliability of that equipment based on warranty and maintenance calls posted against that equipment.

______________________________________________________________________________

1.4 STAR Hardware deployment application

The STAR Hardware Deployment Application, commonly referred to as the Fielding Tool, is an existing application that has been integrated into the STAR system.  A description of this application, its purpose, and procedures for its use are explained in a separate users’ guide.

______________________________________________________________________________

1.5 STARSFILES Folders

Although not a part of the STAR system per se, the STARSFILES Folder Module functions as a closely related, web-based electronic filing system.  STARSFILES is not accessible from within STAR and access is limited to authorized individuals through a Desktop Shortcut.  Each time the Procurement Specialist (PS) creates and saves an order in STAR, unique Tracker and Package Numbers are assigned to that order.  At the same time, an empty folder is automatically created in STARSFILES and labeled with the Order Package Number.  (See Figure 1-1, below)
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Figure 1-1.  STARFILES Folders Initial Screen

The STARSFILES Folder is used to electronically file documentation pertaining to a particular order, such as the initial request, vendor quotations, etc.  The PS must ensure electronic documentation pertaining to an order is copied to the appropriate STARSFILES Folder to maintain an accurate order history.

______________________________________________________________________________

1.6 how to use this guide

This User Guide is task-driven and is divided into chapters based on these tasks.  This guide is designed so that you can read it in whole or in part.  Use it to quickly look up information about performing tasks in STAR based on your role permissions.  The following table depicts authorized user roles and the corresponding level of access for each role.

Table 1-1.  STAR Access Privileges by Role

	Role
	Order
	Order
Status
	Order
Review
	Forms
	Maint.
	Trouble
Tickets
	Config.
Mgmt.

	Approving Authority
	
	X
	X
	X
	
	X
	

	Budget Analyst
	
	X
	X
	X
	
	
	

	Budget Certification
	
	X
	X
	X
	
	
	

	CECOM Acquisition Center
 - Washington
	
	X
	X
	X
	
	
	

	General Services Administration
	
	X
	X
	X
	
	
	

	Operations & Maintenance
Support Directorate
	
	X
	X
	X
	X
	X
	X

	Product Manager/ Initiator
	
	X
	X
	X
	
	
	

	Procurement Analyst
	X
	X
	X
	X
	X
	
	

	Procurement Specialist
	X
	X
	X
	X
	X
	
	

	Requesting Authority
	
	X
	X
	X
	
	X
	

	SEAT
	X
	X
	X
	X
	
	
	

	Systems Engineer
	
	X
	X
	X
	
	
	

	Contracting Officers
Representative
	
	X
	X
	X
	
	X
	


______________________________________________________________________________

1.7 Security Information

1.7.1 General

STAR uses both development and production private web servers implementing secure sockets layer (SSL) protocol using a class 3 public-key certificate issued from the Department of Defense (DoD) Public Key Infrastructure (PKI).  A web server is defined as any server that uses Hyper Text Transfer Protocol (http) to present information.  Private web servers are web servers that restrict public access to the web site, or any portion of the site.  The common means of restriction are by the use of passwords or by limiting access to the web site from a specific domain, or from specific Internet Protocol (IP) addresses.

STAR provides electronic document encryption and decryption through secure sockets layer (SSL) protocol using a class 3 public key certificate issued by the DoD PKI on both the developmental and production private web servers.

Access to STAR is based on user name and password.  Only authorized users who have been assigned an individual user name and password may access STAR.  Depending upon the individual user’s need to access various modules in STAR, access has been granted for those areas that are necessary for the user to complete required functions.  A table depicting the various authorized user roles and the corresponding level of access for each role can be found in the section above entitled “How To Use This Guide.”

1.7.2 Security Procedures

To ensure the overall security of the system:

· Coordinate with your supervisor to obtain a user name and password.  You may request the STAR system administrator to change your assigned password.

· When you have logged on and started STAR, never leave your workstation unattended.  Be sure to log off before you leave your workstation.  If the workstation remains idle for 30 continuous minutes, STAR will time-out and automatically disconnect the workstation from STAR.

SECTION 2 
ORDER PROCESS

______________________________________________________________________________

2.1 INTRODUCTION

STAR provides the capability to process various types of delivery orders.  These delivery order processes encompass SCC-II (a STAMIS IDIQ contract), other IDIQ contracts, BPA/BPO, Open Market, and Credit Card.

Each OMSD order begins with the receipt of an order request from a PM/Initiator via e-mail (hardcopy is also acceptable).  Upon receipt of the request in the Contract Management Office (CMO), the Procurement Analyst reviews the request and resolves any questionable information.  After careful review, the Procurement Analyst e-mails the request to a Procurement Specialist for processing.

Paragraphs 2.2 through 2.8 describe the STAR ordering actions of the Procurement Specialist.

______________________________________________________________________________

2.2 initialize ordering process

Upon receiving the STAMIS request from the Procurement Analyst,

1.
Click on STAR Icon on your Windows desktop to access the STAR Introductory Screen (See Figure 2.2-1).
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Figure 2.2-1.  Introductory Screen

2.
Click on Ordering (first) option to display the Login Screen (See Figure 2.2-2.

[image: image4.png]



Figure 2.2-2.  LogIn Screen

3.
On the Log-In Screen, type your:

· User Name in the Login field, and

· Password in the Password field.

4.
Click [image: image5.png]Login



 (or press Enter) to display the Options Screen (Figure 2.2‑3).
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Figure 2.2-3.  Options Screen

5.
Click on New Package (first) option to display the New Package Screen (Figure 2.3-1).

______________________________________________________________________________

2.3 initialize order

2.3.1 New Package

This paragraph describes the initialization of an order regardless of order type.  Each order type requires the same or similar data (e.g., schedule information, funding type, and address information) to be entered prior to you selecting the type of order (e.g., SCC-II, other IDIQ, BPA/BPO, Open Market, or Credit Card) to be processed.  The following paragraphs described the specific information required for each type of order:

· Paragraph 2.4 – SCC-II

· Paragraph 2.5 – Other IDIQ

· Paragraph 2.6 – BPA/BPO

· Paragraph 2.7 – Open Market

· Paragraph 2.8 – Credit Card

[image: image7.png]Package No.
Initiator Em

Requesting STAMIS *
Funding STAMIS *
Package Created Date (dd-MMM.yy)

Package Remarks

ST2001-0132

ftest-integration-dv@peostamis. behvor army.mil

STACOMP &
STACOMP &
[11-May-01

]

required field




Figure 2.3-1.  New Package Screen

The New Package Screen provides for identifying the order package together with the requesting and funding STAMIS.  The screen consists of six fields, three of which (indicated by asterisks) are mandatory entries.  The Package No. field is system generated and will appear only after you save the required data, the Package Created Date field is system generated with the current (today’s) date, and the Remarks field is used for optional comments.

1.
ENTER DATA:  Complete the three mandatory fields as follows:

· Initiator Email – Enter the E-mail address of the “PM/initiator user group”

· Requesting STAMIS – Click the [image: image8.bmp] or anywhere within the field, scroll to the STAMIS, and click on it.  Alternatively, you may type the first letter of the requesting STAMIS acronym.  If the desired STAMIS is not displayed, continue typing the same letter until the desired STAMIS does appear in the field.

· NOTE:  The first letter you type automatically displays the first STAMIS that begins with that letter.  For example, if you type an S, the field displays SAAS-M.  If you continue to type an S, STACOMP will eventually appear.  If you type a T, the field jumps to TACMIS.

· Funding STAMIS – This field responds the same as the Requesting STAMIS field.

2.
SAVE YOUR DATA:  Once you have completed the New Package entries, be sure to save the data by clicking on [image: image9.png]


 at the top, right of the screen.  There are also [image: image10.png]undo.



 and [image: image11.png]


 buttons for editing purposes.

3.
SELECT “Order Detail”:  When you are ready to continue, click on [image: image12.png]Order Detail




 to at top of screen to move to the New Order Detail Screen (Figure 2.3-2).

Order Detail
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Figure 2.3-2.  New Order Detail Screen

The New Order Detail Screen is a scrolling screen as depicted in Figure 2.3‑2.  There are 23 fields on this screen.  Two fields (Requisition Number and Acctg Classification) are to be left blank; the data will be entered by Budget personnel.

You may move from field to field by using the TAB key or the mouse.  DO NOT use the Enter key: the cursor will not move but the bell will ring.

1.
ENTER DATA:  Complete the following fields, as appropriate:

· Procurement Specialist – Click the [image: image15.bmp] or anywhere within the field, scroll to your name, and click on it.  Alternatively, you may type the first letter of your last name.  This field responds the same as all fields with a [image: image16.bmp].

· RDD – Enter the Required Delivery Date requested by the user, but it must be a valid, appropriate date.  The date format is dd-MMM-yy.  If the entry does not conform to this format, the system will attempt to correct it; if the system cannot correct it, the cursor will not move until the date is entered in the correct format.

· No. of Days ARO – Enter an ARO based on the contract or other information.  Most SCC-II CLINs have an ARO of 15 days for CONUS and 20 days for OCONUS.  However, for CLINs pertaining to most HP items the ARO is 45 days for CONUS and 60 days for OCONUS.

· Fund Type – Click the [image: image17.bmp] or anywhere within the field, scroll to the fund specified by the Procurement Analyst, and click on it.  Alternatively, you may type the first letter of the fund.  This field responds the same as all fields with a [image: image18.bmp].

· Order Description – Enter a brief description of the order.

2.
ENTER ADDRESS DATA:  Complete the following fields with specified data as provided by the requesting STAMIS.  Questionable data should be verified by the Procurement Analyst and provided to the Procurement Specialist.

· Ship To Name – Enter name of the ship to activity.

· Attention – Enter identity of individual or activity; normally a Point-of-Contact (POC).

· Address Line 1 – Enter .(normally) a street address of ship to activity.

· Address Line 2 – Enter (normally) a building/room/suite number of the ship to activity.

· Address Line 3 – Enter additional address, as required.

· City – Enter city, post, camp, or station in which ship to activity is located.

· State – Click the [image: image19.bmp] or anywhere within the field, scroll to the desired State name, and click on it.  Alternative, you may type the first letter of the desired State until it is displayed.  This field responds the same as all fields with a [image: image20.bmp].

· NOTE:  The first letter you type automatically displays the first State that starts with that letter.  If you continue entering the same letter, the list will step through each state that starts with the same letter.  For example, if you type C, California appears, if you again type C, Colorado appears, etc.

· ZIP – Enter Zip Code of ship to activity.

· Country – Enter country in which ship to activity is located.

· Ship To DODAAC – Enter DODAAC of ship to activity.

· Mark For Recv. Activity – Enter name of individual or activity; normally the same as the Attention line, above.

· Mark For POC Name – Enter the point-of-contact (POC) at destination.

· Phone – Enter telephone number of POC.

· Fax – Enter fax number of POC.

· E-mail Address – Enter e-mail address of POC.

· Additional Instructions – Enter specific instructions for the vendor.

· SCC-II orders will specify:

·  “Vendor is to provide Serial Numbers for all serial numbered items on DD250.”

· Other instructions, as appropriate.

Non-SCC-II orders will specify:

·  “Vendor is to provide Serial Numbers for all serial numbered items on Invoice.”

· Other instructions, as appropriate.

3.
SAVE YOUR DATA:  Once you have completed the New Order Detail entries be sure to save the data by going to the top right of the screen and clicking [image: image21.png]


.  There is also a [image: image22.png]undo.



 in case you want to undo the entries.

4.
SELECT ORDER TYPE:  When you are ready to continue, go to the top of the screen and at
[image: image23.png]Card Open Market BPA SCCIl BPO IDIQ




click the desired order type.

______________________________________________________________________________

2.4 scc-Ii Orders

2.4.1 New SCC-II

This paragraph describes the specifics of an SCC-II order.  This results from your selection of SCC-II from the bar at the top of the New Order Detail Screen (Figure 2.3-2), above.
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Figure 2.4-1.  New IDIQ (SCC II) Screen

The New IDIQ (SCC II) Screen (Figure 2.4-1) provides for verifying the primary order data.  The primary order data consists of six fields, two of which (Vendor and Delivery Order No.) will be displayed only after you save the screen

1.
VERIFY DATA:  The New IDIQ (SCC II) Screen displays primary order data as follows:

· Tracker Number – System generated.

NOTE:  The Tracker Number is composed of the Package Number plus a hyphen and a three-digit suffix that identifies the specific order within the package.  For example, ST-2001-0125-001 indicates this as Package Number ST-2001-0125 and –001 indicates this as the first order within the package.

· Order Type – Shown as SCC II

· Contract – Shown as SCC II

· Vendor – This field will be displayed after you click Save.

· Delivery Order No. – This field will be displayed after you click SAVE.

· Order Total – Shown as $0.00.  Total will be displayed after you select the CLINs.

2.
SAVE YOUR DATA:  Once you have verified the data, be sure to save the data by going to the top right of the screen and clicking [image: image25.png]


.  There is also a [image: image26.png]undo.



 in case you want to undo the entries.

3.
SELECT “Add Item(s)”:  When you are ready to continue, go to the bottom right of the screen and click [image: image27.png]Add Item(s)



 to display the Add Items Screen (Figure 2.4-2).

CLIN List
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Figure 2.4-2.
Add Items Screen

The Add Items Screen is a scrolling screen as depicted in Figure 2.4-2.  It contains a list of STAMIS configurations followed by a list of SCC-II CLINs.

At the bottom, left of the screen there is [image: image30.png]First Previous Next Last



 that you may use to move through the configuration/CLIN listing.  In this case, there are four screens of data.

1.
SELECT CLINs:  You may select a CLIN identified as a unique item or a configured system by clicking (checking) [image: image31.png]


 in the first column.

2.
SAVE YOUR DATA.  Once you have completed selecting the configurations/CLINs that are to be included in the order, be sure to save the data by going to the bottom of the screen and clicking [image: image32.png]ok




.

3.
NEXT SCREEN:  When you click OK, the Selected Items Screen (See Figure 2.4-3) is displayed.

Selected Items Screen
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Figure 2.4-3.  Selected Items Screen

The Selected Items Screen is a scrolling screen as depicted in Figure 2.4‑3.  It contains the primary order data followed by detailed information of the selected CLINs.

At the bottom, left of the screen there is [image: image35.png]First Previous Next Last



 that you may use to move through the configuration/CLIN listing.

1.
SEQUENCE LINE NUMBERS.  A “1” is initially shown in all Line Number (column 1) fields.  You must numerically sequence the Line Numbers according to sequence you want them to appear in the order.

2.
SPECIFY QUANTITY.  A “1” is shown in all Quantity (column 7) fields.  If a CLIN quantity is to be greater than “1”, you must enter the required quantity in the Quantity field.

3.
SELECT “Package Overview and Processing”:  When you have sequenced the line numbers, entered the quantities, and are ready to continue, go to the top of the screen and click on [image: image36.png]ackage Overview & Processing



 to display the Package Overview Screen (Figure 2.4-4).

2.4.2 Package Overview
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Figure 2-4.4.  Package Overview Screen

The top section of the Package Overview Screen provides the primary identifying data of the order package while the bottom of the screen lists the orders (and related information) contained in the order package.

1.
SELECT DESIRED ORDER:  Click on [image: image38.bmp] (in first column) to select the desired order.

2.
SELECT “Process Selected Order”:  When you have reviewed and verified the displayed data, go to the lower right of the screen and click [image: image39.png]Process Selected Order




 to display the Order Summary Screen (Figure 2.4-5).

Order Summary
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Figure 2.4-5.  Order Summary Screen

The Order Summary Screen is a scrolling screen as depicted in Figure 2.4‑5.  It displays all of the information pertaining to the order.  The CLIN listing is at the bottom of the screen.

At the bottom, left of the screen there is [image: image43.png]First Previous Next Last



 that you may use to move through the configuration/CLIN listing.  In this case, there are four screens of data.

1.
VERIFY DATA:  Verify the data to ensure that all entries are correct.

2.
SELECT “Submit Order”:  When you have verified the data, go to the top of the screen and click on
[image: image44.png]


 to display the Submitted for Approval Screen (Figure 2.4-6).

Submitted for Approval
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Figure 2.4-6.  Submitted for Approval Screen

The Submitted for Approval Screen shows the primary order information.

From this screen, you may:

· Add another order to the package by clicking the Add a New Order to Package hyperlink.

· Select one of the five options on the left of the screen, or

· Exit Windows.

NOTE:  Place initial order request in “STARSFILE” folder.

______________________________________________________________________________

2.5 IDIQ orders

2.5.1 New IDIQ

This paragraph describes the specifics of an IDIQ (non-SCC-II) order.  This results from your selection of IDIQ from the bar at the top of the New Order Detail Screen (Figure 2.5-1), above.
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Figure 2.5-1.  New IDIQ Screen

The New IDIQ Screen provides for verifying the primary order data and inserting item records.

The primary order data at the top of the screen consists of ten fields.  The Vendor will be displayed only after you select the contract and save the screen.  Leave blank the Delivery Order No. field; a Delivery Order Number may or may not be assigned by CAC-W.

1.
VERIFY DATA:  The New IDIQ Screen displays primary order data as follows:

· Tracker Number – System generated.

NOTE:  The Tracker Number is composed of the Package Number plus a hyphen and a three-digit suffix that identifies the specific order within the package.  For example, ST-2001-0125-001 indicates this as Package Number ST-2001-0125 and –001 indicates this as the first order within the package.

· Order Type – Shown as IDIQ.

· Order Total – Shown as $0.00.  Total will be displayed after you select CLINs.

· Contract – Click the [image: image48.jpg]


 or anywhere within the field, scroll to the contract name, and click on it.  Alternatively, you may type the first letter of the contract name.  This field responds the same as all fields with a [image: image49.jpg]


.

· No. of Days ARO – Enter an ARO based on the selected contract.

· Vendor – This field will be displayed after you click SAVE.

· Processing Fee – Enter fee as specified by the contract.  If there is no fee, leave blank.

· Delivery Order No. – This field must be entered by the Procurement Specialist.

· Shipping Cost – Enter cost as specified by the contract.  If there is no cost, leave blank.

· Shipping Method – Enter desired shipping method.

2.
SAVE YOUR DATA:  Once you have verified the data, be sure to save it by going to the top right of the screen and clicking [image: image50.png]


.  There is also a [image: image51.png]undo.



 in case you want to undo the entries.

3.
SELECT “Insert”:  When you are ready to continue, go to the bottom right of the screen and click [image: image52.png]


 to display a record line in which to identify an order item.  Click [image: image53.png]


 to display each additional record line (Figure 2.5-2).
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Figure 2.5-2.  Order Item Screen

4.
ENTER ORDER ITEM.  An order item record includes:

· Line # - The system generates all line numbers as “1”.  For the second and subsequent lines, you must overtype the “1” with sequential line numbers.

· Part Number – Enter part number of item.

· Description – Enter description of item.

· Warr Mos – Enter warranty period, in months.

· Warr. Prov. – Enter name of warranty provider.

· OEM – Enter name of manufacturer.

· Qty – Enter item quantity required.

· Unit – “EA” is shown as unit of issue default.  If a unit of issue other than “EA” is appropriate, overtype “EA” with correct unit of issue (e.g., BX, FT, RL, etc.).

· Price – The price will be entered by the GSA representative.

· Ext. Price – System generated (Unit x Price).

5.
SAVE YOUR DATA:  Once you have verified the data, be sure to save it by going to the top right of the screen and clicking [image: image55.png]


.  There is also a [image: image56.png]undo.



 in case you want to undo the entries.

6.
SELECT “Package Overview & Processing”:  When you are ready to continue, go to the top of the screen and click [image: image57.png]ackage Overview & Processing



 to display the Package Overview Screen (Figure 2.5-3).

Package Overview
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Figure 2.5-3.  Package Overview Screen

The top section of the Package Overview Screen provides the primary identifying data of the order package while the bottom of the screen lists the orders (and related information) contained in the order package.

1.
SELECT DESIRED ORDER:  Click on [image: image59.bmp] (in first column) to select the desired order.

2.
SELECT “Process Selected Order”:  When you have reviewed and verified the displayed data, go to the lower right of the screen and click [image: image60.png]Process Selected Order




 to display the Order Summary Screen (Figure 2.5-4).

Order Summary
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Figure 2.5-4.  Order Summary Screen

The Order Summary Screen is a scrolling screen as depicted in Figure 2.5‑4.  It displays all of the information pertaining to the order.  The CLIN listing is at the bottom of the screen.

At the bottom, left of the screen there is [image: image64.png]First Previous Next Last



 that you may use to move through the configuration/CLIN listing.

1.
VERIFY DATA:  Verify the data to ensure that all entries are correct.

2.
SELECT “Submit Order”:  When you have verified the data, go to the top of screen and click [image: image65.png]


 to display the Submitted for Approval Screen (Figure 2.5-5).

2.5.2 Submitted for Approval
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Figure 2.5-5.  Submitted for Approval Screen

The Submitted for Approval Screen shows the primary order information.

From this screen, you may:

· Add another order to the package by clicking the Add a New Order to Package hyperlink.

· Select one of the five options on the left of the screen, or

· Exit Windows.

NOTE:  Place initial order request in “STARSFILE” folder.

______________________________________________________________________________

2.6 BPA/BPO orders

2.6.1 New BPA/BPO

This paragraph describes the specifics of a BPA/BPO order.  This results from your selection of BPA or BPO from the bar at the top of the New Order Detail Screen (Figure 2.3-2), above.
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Figure 2.6-1.  New BPA/BPO Screen

The New BPA/BPO Screen (Figure 2.6-1) provides for verifying the primary order data at the top and order item lines at the bottom.  The primary order data consists of nine fields.

1.
VERIFY DATA:  The New BPA/BPO Screen displays primary order data as follows:

· Tracker Number – System generated.

NOTE:  The Tracker Number is composed of the Package Number plus a hyphen and a three-digit suffix that identifies the specific order within the package.  For example, ST-2001-0125-001 indicates this as Package Number ST-2001-0125 and –001 indicates this as the first order within the package.

· Order Type – Shown as BPA or BPO.

· Order Total – Shown as $0.00.  For a BPA, the total (includes total items cost, GSA fee, and any shipping costs) will be entered later by the GSA representative.  For a BPO, you (Procurement Specialist) will enter the total based on the vendor quote.

· Vendor – Click the [image: image69.jpg]


 or anywhere within the field, scroll to the vendor name, and click on it.  Alternatively, you may type the first letter of the contract name.  This field responds the same as all fields with a [image: image70.jpg]


.

· Vendor POC Name – Enter POC of vendor.

· Quote Date (dd-MMM-yy) – Enter date quote was prepared by the vendor.  The date format is dd-MMM-yy.  If the entry does not conform to this format, the system will attempt to correct it.  If the system cannot correct it, the cursor will not move until the date is entered in the correct format.

· Shipping Cost – Enter cost as specified by the vendor quote.  If there is no cost, leave blank.

· Shipping Method – Enter desired shipping method.

· Order Remarks – If appropriate, enter comments.

2.
SAVE YOUR DATA:  Once you have verified the data, be sure to save it by going to the top right of the screen and clicking [image: image71.png]


.  There is also a [image: image72.png]undo.



 in case you want to undo the entries.

3.
SELECT “Insert”:  When you are ready to continue, go to the bottom right of the screen and click [image: image73.png]


 to display a record line in which to identify an order item.  Select [image: image74.png]


 to add each additional order item (Figure 2.6-2).
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Figure 2.6-2.  Order Item Screen

4.
ENTER ORDER ITEM.  An order item record includes:

· Line # - The system generates all line numbers as “1”.  For the second and subsequent lines, you must overtype the “1” with sequential line numbers.

· Part Number – Enter part number of item.

· Description – Enter description of item.

· Warr Mos – Enter warranty period, in months.

· Warr. Prov. – Enter name of warranty provider.

· OEM – Enter name of manufacturer.

· Qty – Enter item quantity required.

· Unit – “EA” is shown as unit of issue default.  If a unit of issue other than “EA” is appropriate, overtype “EA” with correct unit of issue (e.g., BX, FT, RL, etc.).

· Price – For a BPA, the price will be entered by the GSA representative.  For a BPO, you (Procurement Specialist) will enter the price based on the vendor quote.

· Ext. Price – System generated (Unit x Price).

5.
SAVE YOUR DATA:  Once you have entered the order item records, be sure to save them by going to the top right of the screen and clicking [image: image76.png]


.  There is also a [image: image77.png]undo.



 in case you want to undo the entries.

6.
SELECT “Package Overview & Processing”:  When you are ready to continue, go to the top of the screen and click [image: image78.png]ackage Overview & Processing



to display the Package Overview Screen (Figure 2.6-3).

Package Overview
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Figure 2.6-3.  Package Overview Screen

The top portion of the Package Overview Screen provides the primary identifying data of the order package while the bottom of the screen lists the orders (and related information) contained in the order package.

1.
SELECT DESIRED ORDER:  Click on [image: image80.bmp] (in first column) to select the desired order, if there is more than one order shown.

2.
SELECT “Process Selected Order”:  Once you have reviewed and verified the displayed data, go to the lower right of the screen and click [image: image81.png]Process Selected Order





to display the Order Summary Screen (Figure 2.6-4).

Order Summary
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Figure 2.6-4.  Order Summary Screen

The Order Summary Screen is a scrolling screen as depicted in Figure 2.6‑4.  It displays all of the information pertaining to the order.  The list of required items is at the bottom of the screen.

At the bottom, left of the screen there is [image: image84.png]First Previous Next Last



 you may use to move through the order items, assuming that there are more than enough to fill one screen.

1.
VERIFY DATA:  Verify the data to ensure that all entries are correct.

2.
SELECT “Submit Order”:  When you have verified the data, go to the top of the screen and click [image: image85.png]


 to display the Submitted for Approval Screen (Figure 2.6-5).

2.6.2 Submitted for Approval
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Figure 2.6-5.  Submitted for Approval Screen

The Submitted for Approval Screen shows the primary order information.

From this screen, you may:

· Add another order to the package by clicking the Add a New Order to Package hyperlink.

· Select one of the five options on the left of the screen, or

· Exit Windows.

NOTE:  Place initial order request in “STARSFILE” folder.

______________________________________________________________________________

2.7 open market orders

2.7.1 New Open Market

This paragraph describes the specifics of an Open Market order.  This results from your selection of Open Market from the bar at the top of the New Order Detail Screen (Figure 2.3-2), above.

[image: image87.png]s
e

STAMIS Acquis

New Open Market

isition Repository

ckage Overview & Proce:

Tracker No.
GSA No.

Order Type
Order Total
Vendor

Vendor POC Name

Processing Fee

Shipping Cost
ing Method

Quote Date (dd-MMM.yy)

Order Remarks

ST-2001-0131-001

Open Market
$0.00

CompUSA

[Sally May
[50.00
-
[Ground
oMayol





[image: image88.png]|| Line# | PartNumbor | Description | Warr Mos | Warr Prov. | OFM | Qty [ Unit [ Price | Ext. Price |

First Previous Next Last Delete Insert I




Figure 2.7-1.  New Open Market Screen

The New Open Market Screen (Figure 2.7-1) provides for verifying the primary order data.  The primary order data consists of eleven fields.

1.
VERIFY DATA:  The New Open Market Screen displays primary order data as follows:

· Tracker Number – System generated.

NOTE:  The Tracker Number is composed of the Package Number plus a hyphen and a three-digit suffix that identifies the specific order within the package.  For example, ST-2001-0125-001 indicates this as Package Number ST-2001-0125 and –001 indicates this as the first order within the package.

· GSA No. – Enter by GSA representative.

· Order Type – Shown as Open Market.

· Order Total – Shown as $0.00.  Total will be displayed after order is fully processed by GSA representative.

· Vendor – Click the [image: image89.jpg]


 or anywhere within the field, scroll to the vendor name, and click on it.  Alternatively, you may type the first letter of the contract name.  This field responds the same as all fields with a [image: image90.jpg]


.

· Vendor POC Name – Enter POC of vendor.

· Processing Fee – Shown as $0.00.  Fee, if applicable, will be displayed after order is fully processed by GSA representative.

· Shipping Cost – Shown as $0.00.  Fee, if applicable, will be displayed after order is fully processed by GSA representative.

· Shipping Method – Enter desired shipping method.

· Quote Date (dd-MMM-yy) – Enter date quote was prepared by the vendor.  The date format is dd-MMM-yy.  If the entry does not conform to this format, the system will attempt to correct it.  If the system cannot correct it, the cursor will not move until the date is entered in the correct format.

· Order Remarks – If appropriate, enter comments.

2.
SAVE YOUR DATA:  Once you have verified the data, be sure to save it going to the top right of the screen and by clicking [image: image91.png]


.  There is also a [image: image92.png]undo.



 in case you want to undo the entries.

3.
SELECT “Insert”:  When you are ready to continue, go to the bottom right of the screen and click [image: image93.png]


 to display a record line in which to identify an order item.  Click [image: image94.png]


 to add each additional order item (Figure 2.7‑2).
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Figure 2-7-2.  Order Item Screen

4.
ENTER ORDER ITEM:  An order item record includes:

· Line # - The system generates all line numbers as “1”.  For the second and subsequent lines, you must overtype the “1” with sequential line numbers.

· Part Number – Enter item part or model number.

· Description – Enter item description.

· Warr Mos – Enter warranty period, in months.

· Warr. Prov. – Enter warranty provider.

· OEM – Enter name of manufacturer.

· Oty. – Enter quantity required.

· Unit – “EA”is shown as unit of issue default.  If a unit of issue other than “EA” is appropriate, overtype “EA” with correct unit of issue (e.g., BX, FT, RL, etc.).

· Price – Enter price as $0.00.  (GSA will enter actual price.)

· Ext. Price – System calculated (Unit x Price).

5.
SAVE YOUR DATA:  Once you have verified the data, be sure to save it by going to the top right of the screen and clicking [image: image96.png]


.  There is also a [image: image97.png]undo.



 in case you want to undo the entries.

6.
SELECT “Package Overview & Processing”:  When you are ready to continue, go to the top of the screen and click [image: image98.png]ackage Overview & Processing



 to display the Package Overview Screen (Figure 2.7‑3).

Package Overview
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Figure 2.7-3  Package Overview Screen

The top section of the Package Overview Screen provides the primary identifying data of the order package while the bottom of the screen lists the orders (and related information) contained in the order package.

1.
SELECT DESIRED ORDER:  Click on [image: image100.bmp] (in first column) to select the desired order.

2.
SELECT “Process Selected Order”:  Once you have reviewed and verified the displayed data, go to the lower right of the screen and click [image: image101.png]Process Selected Order





to display the Order Summary Screen (Figure 2.7-4).

Order Summary
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Figure 2.7-4.  Order Summary Screen

The Order Summary Screen is a scrolling screen as depicted in Figure 2.7‑4.  It displays all of the information pertaining to the order.  The list of required items is at the bottom of the screen.

At the bottom, left of the screen there is [image: image104.png]First Previous Next Last



 that you may use to move through the order items, assuming that there are more than enough to fill one screen of data.

1.
VERIFY DATA:  Verify the data to ensure that all entries are correct.

2.
SELECT “Submit Order”:  Once you have verified the data, go to the top of screen and click [image: image105.png]


 to display the Submitted for Approval Screen (Figure 2.7-5).

2.7.2 Submitted for Approval
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Figure 2.7-5.  Submitted for Approval Screen

The Submitted for Approval Screen shows the primary order information.

From this screen, you may:

· Add another order to the package by clicking on [image: image107.png]Add a New Order to Package




 at top of screen.

· Select one of the five options on the left of the screen, or

· Exit Windows.

NOTE:  Place initial order request in “STARSFILE” folder.

______________________________________________________________________________

2.8 CREDIt Card orders

2.8.1 New Credit Card

This paragraph describes the specifics of a Credit Card order.  This results from your selection of Credit Card from the bar at the top of the New Order Detail Screen (Figure 2.3-2), above.
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Figure 2.8-1.  New Credit Card Screen

The New Credit Card Screen provides for verifying the primary order data.  The primary order data consists of nine fields.

1.
VERIFY DATA:  The New Credit Card Screen displays primary order data as follows:

· Tracker Number – System generated.

NOTE:  The Tracker Number is composed of the Package Number plus a hyphen and a three-digit suffix that identifies the specific order within the package.  For example, ST-2001-0125-001 indicates this as Package Number ST-2001-0125 and –001 indicates this as the first order within the package.

· Order Type – Shown as Credit Card.

· Order Total – Shown as $0.00.  Total will be displayed after ________.

· Vendor – Click the [image: image109.jpg]


 or anywhere within the field, scroll to the vendor name, and click on it.  Alternatively, you may type the first letter of the contract name.  This field responds the same as all fields with a [image: image110.jpg]


.

· Vendor POC Name – Enter vendor’s POC Name and Telephone Number.

· Quote Date (dd-MMM-yy) – Enter date quote was prepared by the vendor.  The date format is dd-MMM-yy.  If the entry does not conform to this format, the system will attempt to correct it.  If the system cannot correct it, the cursor will not move until the date is entered in the correct format.

· Shipping Cost – Enter cost as specified by the contract.  If there is no cost, leave blank.

· Shipping Method – Enter desired shipping method.

· Order Remarks – Enter vendor’s web address (if known) and other comments (if appropriate).

2.
SAVE YOUR DATA:  Once you have verified the data, be sure to save it by going to the top right of the screen and clicking [image: image111.png]


.  There is also a [image: image112.png]undo.



 in case you want to undo the entries.

3.
Select “Insert”:  When you are ready to continue, go to bottom right of the screen and click [image: image113.png]


 to display a record line in which to identify an order item.  Click [image: image114.png]


 to add each additional order item (Figure 2.8-2).
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Figure 2-8-2.  Order Item Screen

4.
ENTER ORDER ITEM:  An order item record includes:

· Line # - The system generates all line numbers as “1”.  For the second and subsequent lines, you must overtype the “1” with sequential line numbers.

· Part Number – Enter item part or model number.

· Description – Enter item description.

· Warr Mos – Enter warranty period, in months.

· Warr. Prov. – Enter warranty provider

· OEM – Enter name of manufacturer.

· Oty. – Enter quantity required.

· Unit – “EA” is shown as unit of issue default.  If a unit of issue other than “EA” is appropriate, overtype “EA” with correct unit of issue (e.g., BX, FT, RL, etc.).

· Price – Enter price of item.

· Ext. Price – System calculated (Unit x Price).

5.
SAVE YOUR DATA:  Once you have verified the data, be sure to save it by going to the top right of the screen and clicking [image: image116.png]


.  There is also a [image: image117.png]undo.



 in case you want to undo the entries.

6.
Select “Package Overview & Processing”:  When you are ready to continue, go to the top of the screen and click on [image: image118.png]ackage Overview & Processing



to display the Package Overview Screen (Figure 2.8-3).

Package Overview
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Figure 2.8-3.  Package Overview Screen

The top portion of the Package Overview Screen provides the primary identifying data of the order package while the bottom of the screen lists the orders (and related information) contained in the order package.

1.
VERIFY DATA:  Verify the data to ensure that all entries are correct.

2.
SELECT “Process Selected Order”:  Once you have reviewed and verified the displayed data, go to the lower right of the screen and click [image: image120.png]Process Selected Order





 to display the Order Summary Screen (Figure 2.8-4).

Order Summary
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Figure 2.8-4.  Order Summary Screen

The Order Summary Screen is a scrolling screen as depicted in Figure 2.8‑4.  It displays all of the information pertaining to the order.  The list of required items is at the bottom of the screen.

At the bottom, left of the screen there is [image: image123.png]First Previous Next Last



 that you may use to move through the order items, assuming that there are more than enough to fill one screen of data.

1.
VERIFY DATA:  Verify the data to ensure that all entries are correct.

2.
SELECT “Submit Order”:  When you have verified the data, go to the top of screen and click on [image: image124.png]


 to display the Submitted for Approval Screen (Figure 2.8-5).

2.8.2 Submitted for Approval
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Figure 2.8-5.  Submitted for Approval Screen

The Submitted for Approval Screen shows the primary order information.

From this screen, you may:

· Add another order to the package by clicking on [image: image126.png]Add a New Order to Package




at top of screen.

· Select one of the five options on the left of the screen, or

· Exit Windows.

NOTE:  Place initial order request in “STARSFILE” folder.

______________________________________________________________________________

2.9 edit orders

This paragraph describes procedures for editing orders.  The examples illustrate the editing of an SCC-II order, however, the procedures for each type of order are basically the same.  If you understand the procedures for editing an SCC-II order, you will have no trouble editing any type of order.

NOTE:  Any order may be edited by a PS until the order has been awarded to a vendor.  Once an order has been awarded, any change requires a modification.

2.9.1 Find Package

Once you have logged-on and displayed the Options Screen (Figure 2.2‑3), click on Edit Order (third) option to display the Find Package Screen (Figure 2.9-1).
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Figure 2.9-1.  Find Package Screen

The Edit Package Screen provides for entering the Package Number of the order that you wish to edit.  Enter the Package Number, go to the top of the screen, and at [image: image128.png]‘Find  Clear




 click on Find to display the Edit Package Screen (Figure 2.9-2).

2.9.2 Edit Package
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Figure 2.9-2.  Edit Package Screen

The Edit Package Screen displays the primary package data, including the package number you identified in the previous screen.  If this is, in fact, the order you wish to edit, go to the top of the screen and click [image: image130.png]Edit Orderfs}



 to display the Edit Order Detail Screen (Figure 2.9-3).

Edit Order
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Figure 2.9-3.  Edit Order Detail Screen

The Edit Order Detail Screen is a scrolling screen as depicted in Figure 2.9-3.  You may make changes to most of the fields on this screen.  You may NOT make changes to:

· Tracker No.

· Order Type

· Delivery Order No.

· Requisition Number (entered by budget personnel)

· Acctg Classification (entered by budget personnel)

NOTE:  The “Fielded” (last entry) field is not currently in use.

After you have make all necessary changes to this screen, go to the top of the screen and at [image: image134.png]Card Open Market BPA SCCIl BPO IDIQ



 click on the appropriate order type to display the Edit Screen (in this case the Edit IDIQ (SCC-II) Screen).
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Figure 2.9-4.  Edit Screen

The Edit Screen provides for editing the CLINs/order items by adding items, deleting items, re-sequencing line number, and/or changing quantities.  After you have completed your changes to this screen, go to the top of the screen and click [image: image137.png]ackage Overview & Processing



 to display the Package Overview Screen (Figure 2.9-5).

2.9.3 Package Overview
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Figure 2.9-5.  Package Overview Screen

The Package Overview Screen display the primary package data and the order(s) associated with the package.  Go to the bottom of the screen and click [image: image139.bmp] at the left of the appropriate order.  Then click [image: image140.png]Process Selected Order




 
to display the Order Summary Screen (Figure 2.9-6).

Order Summary
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Figure 2.9-6.  Order Summary Screen

The Order Summary Screen is a scrolling screen as depicted in Figure 2.9‑6.  It displays all of the information pertaining to the edited order.  The CLIN/order item listing is at the bottom of the screen.

At the bottom left of the screen there is [image: image144.png]First Previous Next Last




that you may use to move through the CLINs/order items.

Once you have verified the edited data, go to top of screen and click [image: image145.png]


 to display the Submitted for Approval Screen (Figure 2.9-7).

2.9.4 Submitted for Approval
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Figure 2.9-7.  Submitted for Approval Screen

The Submitted for Approval Screen shows the primary order information.

From this screen, you may:

· Add another order to the package by clicking the Add a New Order to Package hyperlink.

· Select one of the five options on the left of the screen, or

· Exit Windows.

______________________________________________________________________________

2.10 MOD orders (to be developed)

______________________________________________________________________________

2.11 REVIEW orders

This paragraph describes procedures for reviewing orders.  The examples illustrate the review of an SCC-II order, however, the procedures for each type of order are basically the same.  If you understand the procedures for reviewing an SCC-II order, you will have no trouble reviewing any type of order.

Once you have logged-on and displayed the Options Screen (Figure 2.2‑3), click on Review Orders (fourth) option to display the Review Orders Screen (Figure 2.11-1).
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Figure 2.11-1.  Review Orders Screen

The Review Orders Screen provides six fields that may be used to query the system for orders to be reviewed.  You may use one or more fields to select the order(s) that you wish to review.

NOTE:  The “Fielded?” field is not currently in use.

For example, enter a Package Number in the Package No. field as depicted in Figure 2.11-2.

[image: image148.png]STAMIS Acquisition Repository

Package No. [ST-2001-012]

Tracker No.

Requesting STAMIS —
Funding STAMIS —
Package Created Date (dd- [

MMM-yy)

Procurement Specialist =
Fielded? =





Figure 2.11-2.  Review Orders Screen (with Package Number Entry)

Go to the top of the screen and at [image: image149.png]‘Find  Clear




 click on “Find” to display and review the order(s) for Package Number ST-2001-0125.

To begin another query, go to the top of the screen and at [image: image150.png]‘Find  Clear




 click on “Clear” to clear the current entries before entering data for a subsequent query.

NOTE:  You may use any of the first six fields in any combination to prepare a query.  However, the entries must relate to valid orders.  You should not enter data, e.g., a non-existent Package Number, a date on which no orders were created, etc.

From this screen, you may:

· You may prepare another query

· Select one of the five options on the left of the screen, or

· Exit Windows.
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Figure 2.11-3.  Review Order Screen

To move from order to order within a group of orders, go to the top of the screen and at [image: image154.png]First Previous Next Last



 select your desired option.

NOTE:  In the above example, you can move to any order within the queried package, but not to orders in any other package.  If you queried a specific order, you cannot move to another order without returning to the Reviews Order Screen (Figure 2.11-1).

From this screen, you may:

· Select one of the five options on the left of the screen, or

· Exit Windows.

______________________________________________________________________________

2.12 FORMS

2.12.1 Available Forms

The three basic forms that may be automatically generated by STAR are:

· Delivery Order,

· Purchase Request and Commitment (DA Form 3953), and

· Solicitation/Contract/Order for Commercial Items (SF 1449).

The Delivery Order format is the same for all types of delivery orders, however, some of the details vary within the format.

2.12.2 Printing Forms

Users may access and print the forms from:

· STAR Introductory Screen (Figure 2.2-1), or

· STAR Options Screen (Figure 2.2-3) within the Ordering Module

When you select forms from either of the above noted screens, the Forms Introductory Screen (Figure 2.12-1) is displayed.
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Figure 2.12-1.  Forms Options Screen

From the Forms Options Screen you must enter a Tracker Number to before you have access to any of the three forms.  After you enter a Tracker Number, you may click [image: image156.png]Get Farm



 to display the delivery order, [image: image157.png]


 to display DA Form 3953, and/or [image: image158.png]SF 1449



 to display SF 1449.  However, until the budget certification is performed the DA Form will not be complete and until the order is awarded you will not have a completed SF 1449.

2.12.3 Delivery Order

A example of a delivery order is shown at Figure 2.12-2.
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Figure 2.12-2.  SCC-II Delivery Order (First Page)
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Figure 2.12-2.  SCC-II Delivery Order (Last Page)

2.12.4 DA Form 3953

An example of a DA Form 3953 is shown at Figure 2.12-3.
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Figure 2.12-3.  DA Form 3953

SF 1449

An example of an SF 1449 is shown at Figure 2.12-4.
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Figure 2.12-4.  SF 1449

SECTION 3 
APPROVAL PROCESS

______________________________________________________________________________

3.1 ORDER FLOW

3.1.1 PM/Initiator Request

When the Contract Management Office (CMO) receives a request from a PM/Initiator, the request is reviewed by the Procurement Analyst and then forwarded to a Procurement Specialist for delivery order initiation and processing.  The delivery order then goes through a series of reviews to ensure that the order not only meets the PM/Initiator’s requirements, but also complies with the contract and/or Government regulations.

3.1.2 Process Flow

The majority of PMs provide funds to the OMSD Budget Office and the Budget Office certifies funding for delivery orders.  A few PMs, however, retain their funds and therefore provide their own certification.  In this document, the former is referred to as the standard process while the latter is referred to as the exception process.

A flow diagram for each type of order approval process flow is shown in Appendix B.  There are five separate order processes; they are:

· SCC-II (with standard and exception processes)

· BPA & Open Market (with standard and exception processes)

· BPO

· Credit Card

· Other Contract Vehicles (with standard and exception processes)

The sequence of process flow steps vary based on the five separate order processes, but also based on the standard versus exception processes.  The following subparagraphs describe the actions of each function (person) within the process flow.

______________________________________________________________________________

3.2 PM/INITIATOR

3.2.1 Request Submission

A PM/Initiator initiates the order process by submitting a request to the CMO.  Ideally, the request is submitted via e-mail.  For standard configurations, PM/Initiator should submit the applicable configuration template indicating the required items.  Otherwise, the PM/Initiator submit an e-mail listing of the required items.  The request should contain specific information to allow the delivery order to be completed without having to query the PM/Initiator for additional information.

3.2.2 Budget Certification

The following STAMIS retain their funds and provide for their own budget certification:

· CPO-V

· HSMS

· SET-D

· SIDPERS

· TC-AIMS

The budget certification for these STAMIS is considered the exception process as depicted in the flow diagrams of Appendix B.  These STAMIS perform the same functions as the Budget Analyst and Budget Certifier do for the standard process.

3.2.2.1 Receive Order

The PM/Initiator may receive a system-generated e-mail (Figure 3.2-1) from:

· AA for SCC-II

· SE for:

· BPA/BPO or

· Other Contract Vehicles
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Figure 3.2-1.  E-Mail for PM/Initiator Review

When the PM/Initiator clicks on the hyperlink, the Security Alert appears (Figure 3.7-2).

[image: image164.png]Information you exchange with tis site cannol be viewed o1
changed by others. However,there is » roblem with the sie's
secuiy catiicate.

@ The secuity cerficate s fiam a tusted ceriving oty

@ The secuitycertcate date s valid

) The name on the secuiy ceticats does ot malch the
name ofthe sie.

Doyou want o proceed?

Yes G View Ceticale





Figure 3.2-2.  Security Alert

When the Security Alert appears, click [image: image165.png]


 to display the Login Screen (Figure 3.2-3).
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Figure 3.2-3.  Login Screen

On the Login Screen, enter your:

· User Name in the Login field, and

· Password in the Password field.

Click [image: image167.png]Login



 (or press Enter) to display the delivery order to be reviewed (Figure 3.2-4).
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Figure 3.2-4.  PM/Initiator Review Screen

The PM/Initiator reviews the delivery order to ensure that the Fund Type is correct and enters the following data:

· Requisition Number, and

· Accounting Classification

3.2.2.2 Approve Order

Even though the PM/Initiator determines that the delivery order is correct, s/he should so indicate in the Remarks field.  The PM/Initiator then goes to the top right of the screen and clicks [image: image170.png]


 before going to the top of the screen and clicking [image: image171.png]Approve



.  This initiates a system-generated PM/Initiator signature on the DA 3953 and an e-mail that is sent to the:

· AA for BPA/BPO delivery orders

· RA for Other Contract Vehicle delivery orders

· CAC-W for SCC-II delivery orders

3.2.2.3 Reject Order

If there is data to be corrected, the PM/Initiator notes the corrections in the Remarks field.  The PM/Initiator then goes to the top right of the screen and clicks [image: image172.png]


 before going to the top of the screen and clicking [image: image173.png]Reject



.  This initiates a system-generated e-mail returning the delivery order to the PA for correction.

_____________________________________________________________________________

3.3 PROCUREMENT ANALYST (PA)

3.3.1 Receive PM/Initiator Request

Upon receipt of a PM/Initiator request, the PA reviews it for accuracy and completeness.  When the PA is satisfied that the request is acceptable, s/he forwards it to the Procurement Specialist (PS).

3.3.2 Receive Delivery Order from PS

When the PS has completed preparation of the delivery order, the PA is notified by e-mail (Figure 3.3-1)
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Figure 3.3-1.  E-Mail for Procurement Analyst Review

When the PA clicks on the hyperlink, the Security Alert appears (Figure 3.3-2).
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Figure 3.3-2.  Security Alert

When the Security Alert appears, click [image: image176.png]


 to display the Login Screen (Figure 3.3-3).
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Figure 3.3-3.  Login Screen

On the Login Screen, enter your:

· User Name in the Login field, and

· Password in the Password field.

Click [image: image178.png]Login



 (or press Enter) to display the delivery order to be reviewed (Figure 3.3-4).

3.3.3 Review Delivery Order from PS
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Figure 3.3-4.  Procurement Analyst Review Screen

The PA reviews the delivery order for correctness and completeness.

3.3.3.1 Approve Order

Even though the PA determines the delivery order is correct, s/he should so indicate in the Remarks field.  The PA then goes to the top right of the screen and clicks [image: image181.png]


 before going to the top of the screen and clicking [image: image182.png]Approve



.  This initiates a system-generated e-mail that is sent to the System Engineers.

3.3.3.2 Reject Order

If there is data to be corrected, the PA notes the corrections in the Remarks field.  The PA then goes to the top right of the screen, and clicks [image: image183.png]


 before going to the top of the screen and clicking [image: image184.png]Reject



.  This initiates a system-generated e‑mail returning the delivery order to the PA for corrections.

______________________________________________________________________________

3.4 PROCUREMENT SPECIALIST (PS)

3.4.1 Receive Request from PA

When the PS receives the PM/Initiator’s request from the PA, s/he initiates a delivery order.  When the PS has completed preparation of the delivery order, s/he forwards it to the PA for review.

3.4.2 Forward Delivery Order to PA

To forward the delivery order to the PA for review, the PS goes to the top of the Order Summary Screen (see Section 2) and clicks on [image: image185.png]


. The Submitted for Approval Screen (Figure 3.4-1) is displayed and the e-mail notice to the PA is sent.
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Figure 3.4-1.  Submitted for Approval Screen

______________________________________________________________________________

3.5 SYSTEM ENGINEER (SE)

3.5.1 Receive Delivery Order from PA

When the PA approves a delivery order, a system-generated e-mail is sent to the SE (Figure 3.5-1).
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Figure 3.5-1.  E-Mail for System Engineer Review

When the SE clicks on the hyperlink, the Security Alert appears (Figure 3.5-2).
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Figure 3.5-2.  Security Alert

When the Security Alert appears, click [image: image189.png]


 to display the Login Screen (Figure 3.5-3).
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Figure 3.5-3.  Login Screen

On the Login Screen, enter your:

· User Name in the Login field, and

· Password in the Password field.

Click [image: image191.png]Login



 (or press Enter) to display the delivery order to be reviewed (Figure 3.5-4).

3.5.2 Review Delivery Order from PA
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Figure 3-5.4.  System Engineer Review Screen

The SE reviews the delivery order for technical details.  S/he must ensure that, if applicable, the order conforms to the STAMIS configuration.

3.5.2.1 Approve Order

Even though the SE determines that the delivery order is technically correct, s/he should so indicate in the Remarks field.  The SE then goes to the top right of the screen and clicks [image: image194.png]


 before going to the top of the screen and clicking [image: image195.png]Approve



.  This initiates a system-generated e-mail that is sent as follows:

· SCC-II goes to Requesting Authority

· BPA/Open Market goes to GSA

· BPO goes to PM/Initiator

· Credit Card goes to Approving Authority

· Other Contract goes to Requesting Authority for standard process or PM/Initiator for exception process

3.5.2.2 Reject Order

If there is data to be corrected, the SE notes the corrections in the Remarks field.  The SE then goes to the top right of the screen and clicks [image: image196.png]


 before going to the top of the screen, and clicking [image: image197.png]Reject



.  This initiates a system-generated e‑mail returning the delivery order to the PA for corrections.

______________________________________________________________________________

3.6 GENERAL SERVICES ADMINISTRATION (GSA)

Only BPA and Open Market orders are processed through GSA.

3.6.1 Receive Delivery Order from SE

When the SE approves a BPA/Open Market delivery order, a system-generated e-mail is sent to the GSA representative at CMO (Figure 3.6-1).
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Figure 3.6-1.  E-Mail for GSA Review and Processing

The first hyperlink in Figure 3.6-1 is to display the order for the GSA representative at CMO to review the order, print it, and fax it to GSA, Kansas City.  When the order is returned from Kansas City, the second hyperlink is for the GSA representative to display the order for addition of pricing and other information received from Kansas City.  When the GSA representative clicks either of the hyperlinks, the Security Alert appears (Figure 3.6-2).

[image: image199.png]Information you exchange with tis site cannol be viewed o1
changed by others. However,there is » roblem with the sie's
secuiy catiicate.

@ The secuity cerficate s fiam a tusted ceriving oty

@ The secuitycertcate date s valid

) The name on the secuiy ceticats does ot malch the
name ofthe sie.

Doyou want o proceed?

Yes G View Ceticale





Figure 3.6-2.  Security Alert

When the Security Alert appears, click [image: image200.png]


 to display the Login Screen (Figure 3.6-3).
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Figure 3.6-3.  Login Screen

On the Login Screen, enter your:

· User Name in the Login field, and

· Password in the Password field.

Click [image: image202.png]Login



 (or press Enter) to display the delivery order to be reviewed (Figure 3.6-4).

3.6.2 Review Delivery Order from SE
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Figure 3.6-4.  GSA Review Screen

After the GSA representative has reviewed the delivery order, s/he prints it and faxes a copy to GSA, Kansas City, for processing.  When GSA, Kansas City, has obtained prices and related data, it forwards the data to the GSA representative at CMO.

3.6.3 Review Delivery Order from GSA

When the GSA representative at CMO receives the delivery order with pricing from GSA, Kansas City, s/he clicks on the second hyperlink in the e-mail (Figure 3.6-1).  Whereupon, s/he moves through the Security Alert (Figure 3.6-2) and the Login Screen (Figure 3.6-3) to the delivery order (Figure 3.6-5).
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Figure 3.6-5.  GSA Completion Screen
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Figure 3.6-5.  GSA Completion Screen (Cont’d)

There are eight fields (in the upper portion) and four fields (in the lower portion) that the GSA representative can affect.  Most of these fields, if applicable, should have been completed by GSA, Kansas City; however, if they were not completed by Kansas City, the GSA representative can enter the data.  These fields are:

· Upper Portion of Screen

· Delivery Order #

· Vendor

· Vendor POC Name

· Quote Date

· Requisition Number

· Processing Fee

· Shipping Cost

· Shipping Method

· Lower Portion of Screen

· Price (must be entered by GSA representative)

· OEM

· Warr Mos

· Warr Prov

NOTE:  The Order Total in the upper portion of the screen is system generated based on the line item prices in the lower portion of the screen.

3.6.3.1 Approve Order

Even though the GSA representative determines that the delivery order is correct, s/he should so indicate in the Remarks field.  The GSA representative then goes to the top right of the screen and clicks [image: image208.png]


 before going to the top of the screen and clicking [image: image209.png]Approve



.  This initiates a system-generated e-mail that is sent as follows:

· Standard process goes to AA with info copy to PM/Initiator

· Exception process goes to PM/Initiator for Budget and Order Approval

3.6.3.2 Reject Order

If there is data to be corrected (not the responsibility of GSA), the GSA representative notes the corrections in the Remarks field.  The GSA representative then goes to the top right of the screen and clicks [image: image210.png]


 before going to the top of the screen and clicking [image: image211.png]Reject



.  This initiates a system-generated e-mail returning the delivery order to the SE for technical review before it is returned to the PA for further processing.

______________________________________________________________________________

3.7 REQUESTING AUTHORITY (RA)

3.7.1 Receive Delivery Order

The RA may receive a system-generated e-mail (Figure 3.7-1) from either the:

· SE for:

· SCC-II or

· Other Contract Vehicles (standard process) or

· PM/Initiator for:

· BPO or

· Other Contract Vehicles (exception process)
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Figure 3.7-1.  E-Mail for Requesting Authority Review

When the RA clicks on the hyperlink, the Security Alert appears (Figure 3.7-2).
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Figure 3.7-2.  Security Alert

When the Security Alert appears, click [image: image214.png]


 to display the Login Screen (Figure 3.7-3).
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Figure 3.7-3.  Login Screen

On the Login Screen, enter your:

· User Name in the Login field, and

· Password in the Password field.

Click on [image: image216.png]Login



 (or press Enter) to display the delivery order to be reviewed (Figure 3.7-4).
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Figure 3.7-4.  Requesting Authority Review Screen
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Figure 3.7-4.  Requesting Authority Review Screen (Cont’d)

The RA reviews the delivery order for correctness.

3.7.1.1 Approve Order

Even though the RA determines that the delivery order is correct, s/he should so indicate in the Remarks field.  The RA then goes to the top right of the screen and clicks [image: image219.png]


 before going to the top of the screen and clicking [image: image220.png]Approve



.  This prints the RA’s electronic signature on the DA Form 3953 and initiates a system-generated e‑mail that is sent to the AA.

3.7.1.2 Reject Order

If there is data to be corrected, the RA notes the corrections in the Remarks field.  The RA then goes to the top right of the screen and clicks [image: image221.png]


 before going to the top of the screen and clicking [image: image222.png]Reject



.  This initiates a system-generated e-mail that is sent to the SE for technical review before it is returned to the PA for further processing.

______________________________________________________________________________

3.8 APPROVING AUTHORITY (AA)

3.8.1 Receive Delivery Order

The AA may receive a system-generated e-mail (Figure 3.8-1) from the:

· RA for:

· SCC-II

· BPO

· Other Contract Vehicles

· SE for:

· BPA/Open Market

· Credit Card

· PM for BPA/Open Market (exception process)
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Figure 3.8-1.  E-Mail for Approving Authority Review

When the AA clicks on the hyperlink, the Security Alert appears (Figure 3.8-2).
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Figure 3.8-2.  Security Alert

When the Security Alert appears, click [image: image225.png]


 to display the Login Screen (Figure 3.8-3).
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Figure 3.8-3.  Login Screen

On the Login Screen, enter your:

· User Name in the Login field, and

· Password in the Password field.

Click [image: image227.png]Login



 (or press Enter) to display the delivery order to be reviewed (Figure 3.8-4).
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Figure 3.8-4.  Approving Authority Review Screen
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Figure 3.8-4.  Approving Authority Review Screen (Cont’d)

The AA reviews the delivery order for correctness.

3.8.1.1 Approve Order

Even though the AA determines that the delivery order is correct, s/he should so indicate in the Remarks field.  The AA then goes to the top right of the screen and clicks [image: image230.png]


 before going to the top of the screen and clicking [image: image231.png]Approve



.  This prints the AA’s electronic signature on the DA Form 3953 and initiates a system-generated e‑mail that is sent to:

· BA for:

· SCC-II (standard process)

· BPA/Open Market (standard process)

· Credit Card

· Other Contract Vehicles (standard process)

· CAC-W for:

· BPA/Open Market (exception process)

· BPO

· PM/Initiator for:

· SCC-II (exception process)

· Other Contract Vehicles (exception process)

3.8.1.2 Reject Order

If there is data to be corrected, the AA notes the corrections in the Remarks field.  The AA then goes to the top right of the screen and clicks [image: image232.png]


 before going to the top of the screen and clicking [image: image233.png]Reject



.  This initiates a system-generated e-mail that is sent to the SE for technical review before it is returned to the PA for correction.

______________________________________________________________________________

3.9 BUDGET ANALYST (BA)

3.9.1 Receive Delivery Order from AA

The BA is not involved with the exception process whereby a PM retains control of funding.  The BA may receive a system-generated e-mail from the AA (Figure 3.8-1).
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Figure 3.9-1.  E-Mail for Budget Analyst Review

When the RA clicks on the hyperlink, the Security Alert appears (Figure 3.9-2).
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Figure 3.9-2.  Security Alert

When the Security Alert appears, click [image: image236.png]


 to display the Login Screen (Figure 3.9-3).
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Figure 3.9-3.  Login Screen

On the Login Screen, enter your:

· User Name in the Login field, and

· Password in the Password field.

Click [image: image238.png]Login



 (or press Enter) to display the delivery order to be reviewed (Figure 3.9-4).
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Figure 3.9-4.  Budget Analyst Review Screen
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Figure 3.9-4.  Budget Analyst Review Screen (Cont’d)

The BA reviews the delivery order to ensure that the Fund Type is correct and enters the following data:

· Requisition Number, and

· Accounting Classification

3.9.1.1 Approve Order

Even though the BA determines that the delivery order is correct (including Requisition Number and Accounting Classification), s/he should so indicate in the Remarks field.  The BA then goes to the top right of the screen and clicks [image: image241.png]


 before going to the top of the screen and clicking [image: image242.png]Approve



.  This initiates a system-generated e‑mail that is sent to the BC.

3.9.1.2 Reject Order

If there is data to be corrected, the BA notes the corrections in the Remarks field.  The BA then goes to the top right of the screen and clicks [image: image243.png]


 before going to the top of the screen and clicking [image: image244.png]Reject



.  This initiates a system-generated e-mail returning the delivery order to the PA for correction.

______________________________________________________________________________

3.10 budget certifier (bc)

3.10.1 Receive Delivery Order from BA

The BC, like the BA, is not involved with the exception process whereby a PM retains control of funding.  The BC may receive a system-generated e‑mail from the BA (Figure 3.10‑1).
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Figure 3.10-1.  E-Mail for Budget Certifier Review

When the BC clicks on the hyperlink, the Security Alert appears (Figure 3.10-2).
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Figure 3.10-2.  Security Alert

When the Security Alert appears, click [image: image247.png]


 to display the Login Screen (Figure 3.10-3).
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Figure 3.10-3.  Login Screen

On the Login Screen, enter your:

· User Name in the Login field, and

· Password in the Password field.

Click [image: image249.png]Login



 (or press Enter) to display the delivery order to be reviewed (Figure 3.10-4).
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Figure 3.10-4.  Budget Certifier Review Screen
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Figure 3.10-4.  Budget Certifier Review Screen (Cont’d)

The BC reviews the delivery order for correctness.

3.10.1.1 Approve Order

Even though the BC determines that the delivery order is correct, s/he should so indicate in the Remarks field.  The BC then goes to the top right of the screen and clicks [image: image252.png]


 before going to the top of the screen and clicking [image: image253.png]Approve



.  This prints the BC’s electronic signature on the DA Form 3953 and initiates a system-generated e‑mail that is sent to the:

· PM/Initiator for:

· SCC-II (standard process), and

· Other Contract Vehicles (standard process)

· GSA for BPA/Open Market (standard process)

3.10.1.2 Reject Order

If there is data to be corrected, the BC notes the corrections in the Remarks field.  The BC then goes to the top right of the screen and clicks [image: image254.png]


 before going to the top of the screen and clicking [image: image255.png]Reject



.  This initiates a system-generated e-mail returning the delivery order to the PA for corrections.

______________________________________________________________________________

3.11 CECOM ACQUISITION CENTER – WASHINGTON (CAC-W)

3.11.1 Receive Delivery Order

CAC-W may receive a system-generated e-mail (Figure 3.8-1) from the:

· PM/Initiator for:

· SCC-II, and

· Other Contract Vehicles (standard process)

· AA for:

· BPO, and

· Other Contract Vehicles (exception process)
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Figure 3.11-1.  E-Mail for CAC-W Review

When CAC-W clicks on the hyperlink, the Security Alert appears (Figure 3.11-2).
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Figure 3.11-2.  Security Alert

When the Security Alert appears, click [image: image258.png]


 to display the Login Screen (Figure 3.11-3).
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Figure 3.11-3.  Login Screen

On the Login Screen, enter your:

· User Name in the Login field, and

· Password in the Password field.

Click [image: image260.png]Login



 (or press Enter) to display the delivery order to be reviewed (Figure 3.11-4).
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Country United States

7P 401215000

Ship To DODAAC W22G3N

Mark For Recv. Activity DBOS, ATZK-OSP, CSSAMO

Mark For POC Name Elaine King

Phone 502-624-5199

Fax

E-mail Address elaine king@knox.army. mil

Vendor is to supply sefial numbers for all serial numbered items on the DD250
GSTlis to supply Action Tech modems for this order.





Figure 3.11-4.  CAC-W Review Screen
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Figure 3.11-4.  CAC-W Order Review Screen (Cont’d)

The CAC-W reviews the delivery order for correctness.

3.11.1.1 Approve Order

Even though the CAC-W representative determines that the delivery order is correct, s/he should so indicate in the Remarks field.  The CAC-W representative then goes to the top of the screen and clicks [image: image263.png]


 before going to the top of the screen and clicking [image: image264.png]Approve



.  After approving the delivery order, the CAC-W representative must go to the Forms Module (Figure 2.2-1, Option 6) and print:

· Delivery Order

· DA Form 3953

· SF 1449

The CAC-W representative faxes the three above forms to:

· GTSI for SCC-II, or

· Selected Vendor for BPO and Other Contract Vehicles

3.11.1.2 Reject Order

If there is data to be corrected, the CAC-W notes the corrections in the Remarks field.  The CAC-W representative then goes to the top right of the screen and clicks [image: image265.png]


 before going to the top of the screen, and clicking [image: image266.png]Reject



.  This initiates a system-generated e-mail returning the delivery order the PA for corrections.

SECTION 4 
order status

______________________________________________________________________________

4.1 INTRODUCTION

This paragraph describes procedures for obtaining and updating order status.  The examples illustrate the reviewing of an SCC-II order, however, the procedures for each type of order are basically the same.  If you understand the procedures for reviewing an SCC-II order, you will have no trouble reviewing any type of order.

Once you have accessed STAR, the Options Screen (Figure 2.2-3) is displayed.  Click on the Order Status (second) option to display the Log-in Screen.  A successful log-in displays the Status Options Screen (Figure 4.1-1).

______________________________________________________________________________

4.2 INITIALIZE STATUS PROCESS

To initialize the order status process:

1.
Click on STAR Icon on your Windows desktop to access the STAR Introductory Screen (Figure 4.2-1).
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Figure 4.2-1.  Introductory Screen

2.
Click on Order Status (second) option to display the Login Screen (Figure 4.2-2)

[image: image268.png]



Figure 4.2-2.  Log-In Screen

3.
On the Log-In Screen, type your:

· User Name in the Login field, and

· Password in the Password field.

4.
Click [image: image269.png]Login



 (or press Enter) to display the Status Options Screen (Figure 4.2‑3).
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Figure 4.2-3.  Status Options Screen

5.
Click on View Routing Status (first) option to display the Find Order Routing Status Screen (Figure 4.3-1).

______________________________________________________________________________

4.3 View routing status

This paragraph describes the obtaining and reviewing of order routing status.  It includes the actions taken by each element as the order is processed by the system from the initial request of the PM/initiator through CAC-W or GSA approval (and award to vendor).  The status also allows for an indication of cancellation and rejection.
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Figure 4.3-1.  Find Order Routing Status Screen

The Find Order Routing Status Screen provides six fields although only the Tracker No. (first) entry is the only reliable function at this time.

For example, enter a tracker number in the Tracker No. field as depicted in Figure 4.3-2.

[image: image272.png]STAMIS Ac

(% JFind Order Routing Status

Find _Clear

Tracker No.

Delivery Order No
RequestingStamisiD
Procurement Specialist
Closed

Cancelled

|5T-2001-0125-001
—
I—
|

|

sition Reposito:





Figure 4.3-2.  Find Order Routing Status Screen (with Tracker Number)

Go to the top of the screen and at [image: image273.png]‘Find  Clear




 click “Find” to display the order status for Tracker Number ST-2001-0125-001 (Figure 4.3-3).

To begin another query, go to the top of the screen and at [image: image274.png]‘Find  Clear




 click “Clear” to clear the current entry before entering data for a subsequent query.

NOTE:  If you enter an invalid Tracker Number, the following is displayed:

“The data that you requested could not be located”
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Figure 4.3-3.  Routing Status Screen

The step-by-step approvals as depicted in this section and the flow diagrams (see Appendix B) automatically are posted as routing status and subsequently shown on the Routing Status Screen.  Both the [image: image277.png]


 indicating approval and the approval date will be shown in the appropriate areas.

______________________________________________________________________________

4.4 update tracking

This paragraph allows for updating tracking information of an order.

Once you have logged-on and displayed the Options Screen (Figure 2.2-3), click on Update Tracking (second) option to display the Find Order Tracking Screen (Figure 4.4-1).
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Figure 4.4-1.  Find Order Tracking Screen

The Find Order Tracking Screen provides six fields although only the Tracker No. (first) entry is the only reliable function at this time.

For example, enter a tracker number in the Tracker No. field as depicted in Figure 4.4-2.
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Figure 4.4-2.  Find Order Tracking Screen (with Tracker No.)

Go to the top of the screen and at [image: image280.png]‘Find  Clear




 click “Find” to display the order status for Tracker Number ST-2001-0125-001 (Figure 4.4-3).

To begin another query, go to the top of the screen and at [image: image281.png]‘Find  Clear




 click “Clear” to clear the current entry before entering data for a subsequent query.

NOTE:  If you enter an invalid Tracker Number, the following is displayed:

“The data that you requested could not be located”
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Figure 4.4-3.  Update Tracking Screen

The PA uses this screen to:

· Enter information on status of current order, and

· Cancel/close order

SECTION 5 
maintenance

______________________________________________________________________________

5.1 introduction

The Maintenance Application is used by authorized personnel to populate tables or lists in the STAR database.  These lists or tables then provide information used during other applications of STAR.  The Maintenance Application consists of six modules, each of which populates one or more tables:

· Warranties ( Provides warranty information for the various contracts.

· Vendors ( Provides a list of vendors associated with STAMIS contracts and IT applications.

· CLINs ( Provides Contract Line Item Number (CLIN) lists for the various contracts.

· Users ( Provides a list of authorized users of STAR contact information.

· Contracts ( Provides a list of STAMIS Contracts.

· Parts ( This module will provide more detailed information about specific CLIN items not included in the basic item description; for example, CPU operating speeds, RAM size, hard drive specifications, etc.

______________________________________________________________________

5.2 WARRANTY

5.2.1 Warranty Module

After selecting [image: image284.png]Maintenance



 from the STAR Introductory Screen (Figure 2.2-1) and logging in, you will be presented with the following screen (Figure 5.2-1).
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Figure 5.2-1.  Maintenance Options Screen

Selecting 
[image: image286.wmf] 

 from the list at the left side of the screen brings up the Warranties Module (Figure 5.2-2).
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Figure 5.2-2.  Warranties Initial Screen

The Warranties module provides a means to add new warranty information, delete old information, and look up warranty information by “Warranty Provider”.  The search function will also search and sort on the categories “Contractual Warranty?” (that is, is this warranty associated with a contract?) and “Active?” (is the warranty active?)  These three data fields are used to locate a particular warranty.  Enter data as follows:

Warranty Provider ( If you know the exact name of the Warranty Provider, you may type it in the Warranty Provider field [image: image288.png]Warranty Provider

[GTs]




.  Then select [image: image289.bmp] from the bar at the top of the data entry area and the warranty information will be displayed as follows:
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Figure 5.2-3.  Warranties Look-up Screen

You may also display a list of all the warranties in the Warranty Table by clicking on [image: image291.png]


 from a blank Warranties Initial Screen (Figure 5.2-2).  You will then see a list of all the warranties in the Warranty Table (Figure 5.2-4).
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Figure 5.2-4.  Warranties Provider Screen

You may also use “wild cards” in searching for a particular Warranty Provider.  For example, if you know GTSI is the Warranty Provider but are unsure of the exact spelling, you may enter “G*” in the Warranty Provider field (Figure 5.2-5).  The example also shows the use of the “Contractual Warranty?” and “Active?” fields to further limit the search.  Then select [image: image293.bmp] from the bar at the top of the data entry area and the warranty information will be displayed as shown below:
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Figure 5.2-5.  Warranties Information Display Screen

The “Contractual Warranty?” and “Active?” fields are not required to find a particular warranty, although you may initiate warranty searches using either or both of these parameters without specifying a “Warranty Provider”.  These two fields may be used to limit your search when you know the status of a particular warranty.  These fields are also used to further categorize information in the Warranties Table for use with other STAR functions.

The [image: image295.png]Clear



 function on the bar at the top of the data entry area clears all entries in the three data fields (Warranty Provider, Contractual Warranty?, and Active?).  Clicking on [image: image296.png]New Search



 on the bar at the bottom right of the screen will clear the screen of all entries and return it to its initial state.

A fourth, more time-consuming search method is also available.  From the Warranties Module Initial Screen, you may click on [image: image297.bmp] to the right of the “Warranty Provider” field data entry box.  This action takes you to the Choose a Vendor Screen shown below in Figure 5.2-6.
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Figure 5.2-6.  Choose a Vendor Screen

The Choose a Vendor Screen provides contact information for each vendor in the database.  When you scroll to the bottom of the list of vendors, you may then use the [image: image300.png]First Previous Next Last



 buttons to navigate through the entire series of vendor screens.  Clicking on the [image: image301.png]


 function located in the first column of each vendor entry, provides the warranty information for that particular vendor.  The [image: image302.bmp] function on the bottom bar removes the vendor information from the screen and returns you to the Warranties Initial Screen (Figure 5.2-2).

5.2.2 Editing and Adding Warranty Data

The “Edit Selected” and “Add Warranty” functions located on the bottom bar of the Warranties Initial Screen are used by authorized personnel to add new warranties to the warranties table, and to edit existing warranty entries.

NOTE:  A new warranty cannot be added to the Warranties Table unless the Warranty Provider is first listed in the Vendors Table.  See the Vendors Module (paragraph 5.3) for procedures to enter a new vendor.  More than one warranty may be entered for a single Warranty Provider or Vendor.  This situation can occur when different Contract Line Items offered by the same Warranty Provider have different warranty periods.

5.2.2.1 Edit Warranty

Use one of the methods discussed above to list a Warranty Provider or Providers.  To select a Provider for editing, click on the appropriate [image: image303.bmp] in the left-hand column of the desired Warranty Provider entry (Figure 5.2‑7).  In the following example, the “wild card” method is used for the search.
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Figure 5.2-7  Warranties Information Display Screen

Select [image: image305.png]Edit Selected



 from the bottom bar.  You will see the following presentation:
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Figure 5.2-8.  Warranties Edit Screen

From the above screen, you may now add, change, or delete information in any of the data fields.  From the Warranties Edit Screen, the [image: image307.bmp] will bring up the entire vendor list, from which a vendor selection may be made.  When a vendor is selected from the “pick” list by clicking on[image: image308.png]


 , you will then be returned to the Warranties Edit Screen.  If changes are made in any of the data fields, you may save the changes by clicking on [image: image309.png]


 at the bottom of the screen.  You will then be returned to the Warranties Initial Screen.  Clicking on [image: image310.png]


 ignores any changes you may have made, leaves the original information in the database intact, and returns you to the Warranties Initial Screen.

5.2.2.2 Add Warranty

From the Warranties Initial Screen, select [image: image311.png]Add Warranty



 from the bar at the bottom of the screen (Figure 5.2-9).
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Figure 5.2-9.  Warranties Initial Screen

You will then be presented with the Add Warranties Screen (Figure 5.2‑10).
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Figure 5.2-10.  Add Warranties Screen

You may now enter information in the following fields:

· Warranty Provider

· Term (in mos.)

· Service Repair Phone

· Comments

· Contractual Warranty, and

· Active

NOTE:  None of the fields are marked “as required”.  However, in order to save new warranty information, it is mandatory that the Warranty Provider (vendor) be listed in the Vendor Table.

When you have entered the information, clicking on [image: image314.png]


 at the bottom of the screen will save the information and return you to the Warranties Initial Screen.  Clicking on [image: image315.png]


 ignores any entries you may have made, and returns you to the Warranties Initial Screen.

______________________________________________________________________________

5.3 Vendors

5.3.1 Vendors Module

After selecting [image: image316.png]Maintenance



 from the STAR Introductory Screen (Figure 2.2-1) and logging in to STAR, you will be presented with the Maintenance Options Screen (Figure 5.3-1).
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Figure 5.3-1.  Maintenance Options Screen

Selecting [image: image318.png]Yendors



 from the list at the left side of the screen brings up the Vendors Initial Screen (Figure 5.3-2).
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Figure 5.3-2.  Vendors Initial Screen

The Vendors Initial Screen provides a means for authorized personnel to maintain the Vendors Table.  The Vendors Module allows the user to edit selected vendor information, add new vendor profiles, and to look-up vendor information by “Vendor Name”.  The search function will also search and sort on the category “Active?” (is the vendor active or inactive?).  These two data fields are used singly or in concert to locate a particular vendor or group of vendors.

To locate a vendor profile using “Vendor Name”, you may type the name in the “Vendor Name” field if you know the exact spelling [image: image320.png]Vendor Name

[GTs]




.  Then select [image: image321.bmp] from the bar at the top of the data entry area and the vendor information will be displayed as follows:
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Figure 5.3-3.  Vendors Look-up Screen

You may also display a list of all the vendors in the Vendors Table by clicking on [image: image323.bmp] from a blank Vendors Initial Screen (Figure 5.3-2).  You will then see the initial, scrollable screen of a list of all the vendors in the Vendors Table (Figure 5.3-4, below).
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Figure 5.3-4.  Initial Scrollable Screen of Complete List of Vendors

You may also use “wild cards” in searching for a particular vendor.  For example, if you are searching for GTSI but are unsure of the exact spelling, you may enter “GT*” in the “Vendor Name” field (Figure 5.3-5).  The example also shows the use of the “Active?” field to further refine the search.  Then select [image: image326.bmp] from the bar at the top of the data entry area and the vendor information will displayed as shown below:
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Figure 5.3-5.  Vendors Search Using Wild Card and Active Status

The “Active?” field is not required to find a particular vendor, although you may initiate vendor searches specifying “Yes” or “No” in the “Active?” field.  For example, from an unpopulated Vendors Initial Screen, specify “Yes?” in the “Active?” field.  Click on [image: image328.bmp] located on the bar above the data entry area and you will see the following results:
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Figure 5.3-6.  Vendors Search Using “Active?” Status Only

The [image: image330.png]Clear



 function on the bar at the top of the data entry area clears all entries in the two data fields (Vendor Name and Active?).  Clicking on [image: image331.png]New Search



 on the bar at the bottom right of the screen will clear the screen of all entries and return it to its initial state.  The Navigation bar at the bottom of the screen is used to navigate through lists that are too lengthy to be displayed on one screen (Figure 5.3-7).
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Figure 5.3-7.  Navigation Bar at Bottom of Vendor List Screens

5.3.2 Editing and Adding Vendor Data

The “Edit Selected Vendor” and “Add Vendor” functions located on the bottom bar of the Vendors Initial Screen are used by authorized personnel to edit existing vendor profiles and to add new vendors to the Vendors Table.

5.3.2.1 Edit Vendors

Use one of the methods described above to list a vendor or vendors.  To select a Vendor for editing, click [image: image333.bmp] to the left of the desired Vendor (Figure 5.3-8, below).
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Figure 5.3-8.  Selecting a Vendor for Editing

Then, click on [image: image335.png]Edit Selected Vendor



 located on the bar at the bottom of the screen.  You will then see an Edit Vendor Screen (Figure 5.3-9, below).

[image: image336.png]dit Vendo

Vendor Name
Address

City
State

TS

[4100 Lafayette Dr,

[Chantilly

Virginia =

ois

(B00) 9554874 Ext 2064

* required field

ok





Figure 5.3-9.  Edit Vendor Screen

From the above screen, you may now add, change, or delete information in any of the data fields.  If changes are made in any of the data fields, you may save the changes by clicking on [image: image337.png]ok




 at the bottom of the screen.  You will then be returned to the Vendors Initial Screen.  Clicking on [image: image338.png]


 ignores any changes you may have made, leaves the original information intact, and returns you to the Vendors Initial Screen.

5.3.2.2 Add Vendor

From the Vendors Initial Screen, select [image: image339.png]Add Vendor



 from the bar at the bottom of the screen (Figure 5.3-10).

[image: image340.png]Vendor Name City State Phone POC Name
First Previous Next Last Edit Selected Vendor Add Vendor New Search





Figure 5.3-10.  Vendors Initial Screen

You will be presented with an unpopulated “Vendors” screen (Figure 5.3‑11, below).
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Figure 5.3-11.  Unpopulated Vendors Screen for Adding New Vendor

You may now enter information in the following fields:

· Vendor Name

· Address

· City

· State

· Zip

· POC Name

· Phone

· Fax

· E-mail, and

· Active

NOTE:  “Vendor Name” is marked as a required field.  When you have finished entering the information for the new vendor, clicking on [image: image342.png]ok



 at the bottom of the screen will save the information and return you to the Vendors Initial Screen.  Clicking on [image: image343.png]


 disregards any entries you may have made, and returns you to the Vendors Initial Screen.

______________________________________________________________________________

5.4 CLINS

5.4.1 CLINs Module

After selecting [image: image344.png]Maintenance



 from the STAR Introductory Screen (Figure 2.2-1) and logging in to STAR, you will be presented with the following screen:
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Figure 5.4-1.  Maintenance Options Screen

Selecting [image: image346.bmp] from the list at the left side of the screen brings up the Contract Line Items Initial Screen shown below:
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Figure 5.4-2.  Contract Line Items Initial Screen

The Contract Line Items Module provides a means for authorized personnel to maintain the CLIN (Contract Line Item Number) Tables.  The Contract Line Items Module allows the user to edit selected CLIN entries, add new CLINs, and to search for a particular CLIN using the CLIN designation.  The search function also searches for CLINs by “Contract Number”, “Contract” (Contract Abbreviation), “Active?” (that is, is the CLIN active or inactive?), “Part Type”, and “Manufacturer”.  The Contract Line Items Module is capable of performing searches on the previously mentioned data fields; however, only the SCC II contract currently has a CLIN structure that is practical for inclusion in the STAR database.  The function of the SCC II CLIN Table is to provide the required CLIN information when an SCC II order is prepared.  Other contract vehicles and contract types use other means of identification (instead of CLINs) when preparing an order.  See section on “Ordering” for more information.

To locate a CLIN for which you know the designation, enter the CLIN in the “CLIN” data field and select [image: image348.bmp] on the bar above the data entry area.  For the CLIN “3055AA”, the results will be displayed as follows:
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Figure 5.4-3.  Search for CLIN by CLIN Designation

In the above display, a “Description” of the CLIN is provided, as well as the “Price”, “Contract”, “Part Type”, and “Active?” status.  In this case, “true” in the “Active?” column indicates the CLIN is active or current.  The [image: image350.bmp] function on the bar above the data entry area is used to clear entries in the six data entry fields.  The “First Previous Next Last” [image: image351.png]First Previous HNext Last



 functions on the bottom bar are used to navigate through lists that are too extensive to be presented on one page.  The “New Search” [image: image352.png]New Search



 function located on the bottom bar at the right will clear the display of all entries and return you to an unpopulated Contract Line Items Initial Screen.

To search for a CLIN for a particular item when you do not know the full CLIN designation, you may conduct a search using a partial CLIN and an asterisk to initiate a wild card search.  For example, a search for CLIN 3005 may be entered as “30*”.  Selecting [image: image353.bmp] on the bar above the data entry area will then produce the following results:
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Figure 5.4-4.  Search for CLINs Using Partial CLIN Plus Wild Card

Searches may also be conducted using the “Contract Number” as the search criteria, as in the example below:
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Figure 5.4-5.  CLIN Search Using Contract Number as Search Criteria

In the above example, all the CLINs will be listed for the SCC II contract.  You will note that the CLIN Table lists Configurations first.  Configurations are unique assemblages of CLINs from the SCC II contract that satisfy a requirement for a particular STAMIS or application.  Use of a Configuration Designator allows the Procurement Specialist to order a suite of equipment using a single designator.  This practice reduces the need to select numerous CLINs, one at a time, in order to satisfy a particular order.  A Configuration Designator such as 01CFG001 is structured as follows:

·  “01” indicates the fiscal year in which the Configuration was created

· “CFG” indicates the designator is a Configuration

· “001” is the unique identifier for a particular Configuration

Searches may also be conducted using “Contract” (Contract Abbreviation) as the search criteria.  Again, since SCC II is the only CLIN Table in the STAR database, you will not be able to retrieve any other CLIN list.  See the following example for an illustration of search initiation using Contract Abbreviation:
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Figure 5.4-6.  Initiating a CLIN Search by Contract Abbreviation

The results of the above search appear below:
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Figure 5.4-7.  Results of Search Using Contract Abbreviation as Search Criteria

The “Part Type” column is not currently used but will provide more detailed information about specific CLIN items not included in the basic item description; for example, CPU operating speeds, RAM size, hard drive specifications, etc. These detailed descriptions will allow the user to search for particular items purchased through the STAR application; for example, a user could determine how many 15” monitors had been purchased and the location of the monitors.  The same “Part Type” may be used by more than one CLIN.
5.4.2 Editing and Adding CLIN Data

The “Edit Selected CLIN” and “Add CLIN” [image: image358.png]Edit Selected CLIN Add CLIN



 functions located on the bar at the bottom of the Contract Line Items Initial Screen are used by authorized personnel to edit selected CLINs and to add CLINs to the CLINs Table.

5.4.2.1 Edit CLIN

Use one of the methods described above to search for and display a CLIN or CLINs.  To select a CLIN for editing, click [image: image359.bmp] to the left of the desired CLIN as shown below:
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Figure 5.4-8.  Selecting a CLIN for Editing

After you have selected the appropriate CLIN, select [image: image361.png]Edit Selected CLIN



 from the bar at the bottom of the screen.  You will then be presented with an edit screen as shown below:

[image: image362.png]it Contract Line Item

CLIN
Description

Unit
Qty

Price

Part Type
Contract*
Manufacturer

Warranty

ECP Date (dd-MMM.yy)

Acti
ECP

305548

[Surcharge: Expedited Defivery with Transit
case

E~

[519.00

SCCIl =

GE]





[image: image363.png]PO00D

PO00D Date (dd-MMM.yy)

* required field

|| PartType | Value | Unit]

First Previous Next Last

Edit Part Add Partfs)





Figure 5.4-9.  Edit Contract Line Item Screen

From the above screen, you may now add, change, or delete information in any of the data fields.  One function of editing may be to change the status of a CLIN from active to inactive.  This action would be accomplished at the end of a fiscal year or when the CLIN is no longer current.  In this case, clicking on the box to the right of “Active?” would remove the check mark and change the status of the CLIN to inactive.  If changes are made in any of the data fields, you may save the changes by clicking on [image: image364.png]ok




 at the bottom of the screen.  You will then be returned to the Contract Line Items Initial Screen.  Clicking on [image: image365.png]cancel




 ignores any changes you may have made, leaves the original information in the database intact, and returns you to the Contract Line Items Initial Screen.

5.4.2.2 Add CLIN

From the Contract Line Items Initial Screen, select the “Add CLIN” [image: image366.png]Add CLIN



 function from the bar at the bottom of the screen.  You will then be presented with an Unpopulated Contract Line Items Screen, as shown below:
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Figure 5.4-10  Unpopulated Contract Line Items Screen for Adding a New CLIN

You may now enter data in the fourteen data fields shown above.  As mentioned previously, the “Part Type” data field is not currently used but will provide more detailed information about specific CLIN items not included in the basic item description; for example, CPU operating speeds, RAM size, hard drive specifications, etc. These detailed descriptions will allow the user to search for particular items of purchased through the STAR application; for example, a user could determine how many 15” monitors had been purchased and the location of the monitors.  The same “Part Type” may be used by more than one CLIN.  Similarly, the “Part Type” navigation and editing functions at the bottom of the screen are not used at this time.  See example below
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Figure 5.4-11.  Part Type Navigation and Editing Display

When you have finished entering the information for the new CLIN, selecting [image: image370.png]ok




 at the bottom of the screen will save the information you have entered and return you to the Contract Line Items Initial Screen.  Selecting [image: image371.png]cancel




 at the bottom of the screen disregards any entries you may have made and returns you to the Contract Line Items Initial Screen.

______________________________________________________________________________

5.5 USERS

5.5.1 Users Module

After selecting [image: image372.png]Maintenance



 from the STAR Introductory Screen (Figure 2.2-1) and logging in to STAR, you will be presented with the following screen (Figure 5.5-1).
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Figure 5.5-1.  Maintenance Options Screen

Selecting [image: image374.bmp] from the list at the left side of the screen brings up the Users Initial Screen (Figure 5.5-2, below).
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Figure 5.5-2.  Users Initial Screen

The STARS Users Module provides a means to maintain a list of the authorized Users of the STARS system.  The STARS Users Module allows the user to edit selected User name entries, add new Users to the database, and to look-up Users by “First Name”, “Last Name”, “User ID”, “Role”, and “Active?” status.

To locate the listing of an authorized STAR User, you may type in the name if you know the exact spelling.  You may use either or both of the “First Name” and “Last Name” fields (Figure 5.5-3, below).
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Figure 5.5-3.  Users Query Screen

Then, select [image: image377.bmp] from the bar at the top of the data entry area and the User information will be displayed as follows:
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Figure 5.5-4.  Users Look-Up Screen

The “Prefix” field shown above may be used for titles (Mr., LTC, etc.), and the “Suffix” field may be used for “Junior”, “Senior”, “III”, etc.  The “User ID” field is a number assigned by the system administrator that is used for internal tracking purposes.

A search for authorized STARS Users may also be conducted using the “Role” field [image: image379.png]Role




.  Open the pull-down list of roles by clicking on the [image: image380.bmp] button at the right of the field window.  You will then be presented with a scrollable list of STAR roles (Figure 5.5-5).
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Figure 5.5-5.  Scrollable List of STAR Roles

Select a role by clicking on it and then click on [image: image382.bmp] from the bar at the top of the data entry area.  The results of your search will be displayed as follows:
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Figure 5.5-6.  Search Results Using Role as Criteria

The search function will also search and sort on the category “Active?” (is the User active or inactive?).  The “Active?” field is not required to find a particular STARS User, although you may initiate User searches specifying “Yes” or “No” in the “Active?” field.  An “Active” status is indicated by “Yes” in the field box (Figure 5.5-7, below).
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Figure 5.5-7.  Search Using “Active” as the Criteria

By clicking on [image: image385.bmp] you will be presented with a list of all the active users of STAR (Figure 5.5-8, below).
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Figure 5.5-8.  List of Active Users

You may also display a list of all the Users in the STARS Users Table by clicking on [image: image388.bmp] from an unpopulated Users Initial Screen.  You will be presented with a list of all the users in the Users Table (Figure 5.5-9).
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Figure 5.5-9.  Initial Screen of All Users

You may also use “wild cards” in searching for a particular STARS User.  For example, if you are searching for “Wright” but are unsure of the exact spelling, you may enter “W*” in the STARS Users “Last Name” field (Figure 5.5-10).  The example also shows the use of the “Active?” field to further refine the search.
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Figure 5.5-10.  Search for User Using Wild Card

Then, select [image: image392.bmp] from the bar at the top of the data entry area and the User information will be displayed as shown below (Figure 5.5-11).
[image: image393.png]STARS Users

[ [ Find_Clear

First Narne

Last Narme a

UserID

Role |

Active? Ves

-lﬂ-_

®  Wison Rebecea Procurernent
Specialist

o Wight Jarmes w Procurerment
Specialist

O Wy Amy CACW

- t Previous Next Last Edit Selected Add New User New Search





Figure 5.5-11.  Users Search Results Using Wild Card and Active Status

The [image: image394.bmp] function on the bar at the top of the data entry area clears all entries in the five data entry fields (“First Name”, “Last Name”, “User ID”, “Role”, and “Active?”).  Clicking on [image: image395.png]New Search



 on the bar at the bottom right of the screen will clear the screen of all information and return it to its initial state.  The [image: image396.png]First Previous Next Last



 functions located on the bar at the bottom of the screen are used to navigate through lists too long to display in one screen.

5.5.2 Editing and Adding User Data

The “Edit Selected” and “Add New User” [image: image397.png]Edit Selected Add New User



 functions located on the bottom bar of the Users Initial Screen are used by authorized personnel to edit existing user profiles and to add new users to the Users Table.

5.5.2.1 Edit User

Use one of the methods described above to search for and display a STARS User or Users.  To select a STARS User profile for editing, click [image: image398.bmp] to the left of the desired User as shown below:
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Figure 5.5-12.  Selecting a User for Editing

Then, click on [image: image400.png]Edit Selected



 located on the bar at the bottom of the screen.  You will then be presented with an edit screen as shown below:
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Figure 5.5-13.  Edit Users Screen

From the above screen, you may now add, change, or delete information in any of the data fields.  If changes are made in any of the data fields, you may save the changes by clicking on [image: image403.png]


 at the bottom of the screen.  You will then be returned to the Users Initial Screen.  Clicking on [image: image404.png]


 ignores any changes you may have made, leaves the original information in the database intact, and returns you to the Users Initial Screen.

5.5.2.2 Add User

From the Users Initial Screen, select the “Add New User” [image: image405.png]Add New User



 function from the bar at the bottom of the screen.  You will then be presented with an unpopulated Users Screen, as shown below:
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Figure 5.5-14.  Unpopulated Users Screen for Adding a New User

You may now enter information in the following fields:

· Prefix

· First Name

· Middle Initial

· Last Name

· Suffix

· User ID

· Address

· City

· State

· Zip

· Phone

· E-Mail Address

· Role, and

· Active

When you have finished entering the information for the new user, clicking on [image: image408.png]ok




 at the at the bottom of the screen will save the information you have entered and return you to the Users Initial Screen.  Clicking on [image: image409.png]


 disregards any entries you may have made, and returns you to the Users Initial Screen.

______________________________________________________________________________

5.6 CONTRACTS

5.6.1 Contracts Module

After selecting [image: image410.png]Maintenance



 from the STAR Introductory Screen (Figure 2.2-1) and logging in to STAR, you will be presented with the following screen:
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Figure 5.6-1.  Maintenance Options Screen

Selecting [image: image412.png]Contracts



 from the left side of the screen brings up the Contracts Initial Screen, as shown below:
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Figure 5.6-2.  Contracts Initial Screen

The Contracts Initial Screen provides a means for authorized users to maintain a list of contracts for purchasing configurations and items using STAR.  The Contracts Module allows the user to:

· Edit selected contract profiles

· Add new contracts to the Contracts Table, and

· Look-up contracts by:

· Contract Abbrev.

· Vendor Name

· Contract Type”, and

· Active? status (is the contract active or inactive?)

To locate a specific contract, you may type in the contract abbreviation, if you know the exact spelling.  Selecting [image: image414.bmp] from the bar at the top of the data entry area then locates and displays the contract profile.  See the example below:
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Figure 5.6-3.  Contracts Look-Up Screen

The [image: image416.png]Clear



 function on the bar at the top of the data entry area clears all entries in the four data fields (“Contract Abbrev.”, “Vendor Name”, “Contract Type”, and “Active?”).  Clicking on [image: image417.png]New Search



 located on the bar at the bottom right of the screen will clear the screen of all information and return it to its initial state.

You may also further refine you search if you have more information about the contract you are searching for.  “Vendor Name”, “Contract Type”, and “Active?” may also be used in concert or as stand-alone criteria to further define your search.  For example, if you don’t know the contract abbreviation but know the vendor, you may search using the “Vendor Name”.  In the example below, the search has been conducted on vendor “GTSI”.  You will note that the vendor has more than one contract listed in the database.
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Figure 5.6-4.  Contracts Search Conducted by Entering Vendor Name

If you are uncertain of the vendor’s name or the correct spelling, you may display an alphabetical listing of all the vendors in the database by selecting the “pick” button [image: image420.bmp]located to the right of the “Vendor Name” data field [image: image421.png]Vendor Name




, as in the following example:
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Figure 5.6-5.  Complete List of Vendors

The Choose a Vendor Screen, above, provides vendor profiles for each vendor in the database.  When you scroll to the bottom of the current page of vendor profiles, you may then use the [image: image424.png]First Previous Next Last



 buttons to navigate through the entire series of vendor screens.  The [image: image425.bmp] function on the bottom bar removes the vendor list from the screen and returns you to the Contracts Initial Screen.  Clicking on the [image: image426.png]


 function located in the first column of a vendor’s profile returns you to the Contracts Initial Screen, and enters the vendor’s name in the “Vendor Name” data field.  You may then search for that particular vendor’s contract or contracts by clicking on [image: image427.bmp] located on the bar at the top of the data entry area, as shown in the example below:
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Figure 5.6-6.  List of Contracts by Specific Vendor

You may also search for a contract by selecting a “Contract Type” from the drop-down box in the data entry area, as in the following example:
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By selecting contract type “IDIQ”, and further limiting your search to “Active” contracts, you can then initiate a search by clicking on [image: image431.bmp] located on the bar at the top of the data entry area.  You will be then be presented with a listing of all active IDIQ contracts in the database, as shown in the following example:
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Figure 5.6-7.  Partial List of Profiles of Active IDIQ Contracts

You may also search for a contract profile using the “wild card” method in the “Contract Abbrev.” and “Vendor Name” fields.  If you are unsure of the complete spelling of the contract abbreviation or the vendor’s name, a wild card may be used.  In the following example, “GT*” is used as search criteria for “GTSI”.
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Figure 5.6-8.  Partial Results of Search for Contracts Using a Wild Card

5.6.2 Editing and Adding Contract Data

The [image: image434.png]Edit Selected



 and [image: image435.png]Add Contract



 functions located on the bottom bar of the Contracts Initial Screen are used by authorized personnel to edit existing contract profiles and to add new contracts to the Contracts Table.

5.6.2.1 Edit Contract

Use one of the methods described above to locate a contract or contracts.  To select a contract for editing, click on the appropriate [image: image436.bmp] in the left-hand column of the desired contract.  In the following example, the contract abbreviation method is used for the search:
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Figure 5.6-9.  Contract Profile Display Screen

Select [image: image438.png]Edit Selected



 from the bar at the bottom of the screen.  You will then see the following presentation:
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Figure 5.6-10.  Contracts Edit Screen

From the above screen, you may now add, change, or delete information in any of the data fields.  As mentioned previously, the “pick” button [image: image441.bmp] will bring up the entire vendor list, from which a vendor selection may be made.  When a vendor is selected from the “pick” list by clicking on [image: image442.png]


, you will then be returned to the Contracts Edit Screen.  If changes are made in any of the data fields, you may save the changes by clicking on [image: image443.png]ok




 at the bottom of the screen.  You will then be returned to the Contracts Initial Screen.  Clicking on [image: image444.png]cancel




 ignores any changes you may have made, leaves the original information in the database intact, and returns you to the Contracts Initial Screen.

5.6.2.2 Add Contract

From the Contracts Initial Screen, select [image: image445.png]‘Add Contract



 from the bar at the bottom of the screen.  See the example below:
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Figure 5.6-11.  Contracts Initial Screen

You will then be presented with the Add Contracts Screen, as in the example below:
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Figure 5.6-12.  Add Contracts Screen

You may now enter information in the nineteen fields, as needed.  Note that none of the fields are marked as required.  However, to save a new contract profile, it is mandatory that the vendor be listed in the Vendor Table.

When you have entered all the desired information, clicking on [image: image449.png]


 at the bottom of the screen will save the information and return you to the Contracts Initial Screen.  Clicking on [image: image450.png]cancel




 ignores any entries you may have made and returns you to the Contracts Initial Screen.

______________________________________________________________________________

5.7 PARTS
(TO BE DEVELOPED)

SECTION 6 
trouble tickets









(TO BE DEVELOPED)

SECTION 7 
configuration management

______________________________________________________________________________

7.1 introduction

This paragraph describes procedures for establishing and updating STAMIS configurations.  These configurations pertain only to SCC-II contract items; there are no configurations for any other contract, BPAs, etc.

______________________________________________________________________________

7.2 INITIALIZE configuration management PROCESS

To initialize the configuration management process:

1.
Click on the STAR Icon on your Windows desktop to access the STAR Introductory Screen (See Figure 7.2-1).
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Figure 7.2-1.  Introductory Screen

2.
Click on Configuration Management (fifth) option to display the Login Screen (Figure 7.2-2).

[image: image452.png]



Figure 7.2-2.  Login Screen

3.
On the Login Screen, type your:

· User Name in the Login field, and

· Password in the Password field.

4.
Click [image: image453.png]Login



 (or press Enter) to display the Configuration Options Screen (Figure 7.2‑3).

[image: image454.png]



Figure 7.2-3.  Configuration Options Screen

5.
Click on New Configuration (first) option to display the New Configuration Screen (Figure 7.4-X) or Find Configuration (second) option to display the Find Configuration Screen (Figure 7.3-1).

______________________________________________________________________________

7.3 find configuration

7.3.1 Find a Configuration
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Figure 7.3-1.  Find Configuration Screen

The Find Configuration Screen provides four fields that may be used to query the system for configurations.  You may enter:

· Config ID - if known

· Description - if known

· Contract – SCC-II is only valid entry.  (Even though the [image: image456.bmp] will display a list of all STAMIS, there are configurations only for SCC-II).

· Active (Yes or No) – May be used with the Contract field to obtain only SCC-II active configurations (Yes) or only inactive configurations (No).

For example, enter SCC-II in the Contract field as depicted in Figure 7.3‑2 to display the first ten SCC-II configurations.
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Figure 7.3-2.  Find Configuration Screen (with Configurations 1-10)

The Find Configuration Screen contains, in addition to the four query fields, a list of the first ten configurations (there are no more than 10 configurations per screen).  The configuration list portion of the screen contains the following columns:

· Radio Button – for selecting a configuration

· Config ID – A two-digit number identifying the configuration

· Description – A description identifying the STAMIS and the type of configuration, e.g., Server, Notebook, Printer, etc.

· Contract – SCC-II in all cases

· Price – Total cost of the configuration

· Active? – Indication of the configuration being active (true) or inactive (false)

At the bottom, left of the screen there is
[image: image458.png]First Previous Next Last



 that you may use to move from screen to screen through the configurations.

Figures 7.3-2 through 7.3-5 display all of the current SCC-II configurations.  The configurations are sequenced by description; NOT by Config ID.
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Figure 7.3-3.  Find Configuration Screen (with Configurations 11-20)
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Figure 7.3-4.  Find Configuration Screen (with Configurations 21-30)
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Figure 7.3-5.  Find Configuration Screen (with Configurations 31-Last)

7.3.2 New Search

To clear the Find Configuration Screen for a new search, go to the lower right of the screen and click [image: image462.png]New Search



.  You may now begin a new search for a contract (only applicable to SCC-II), a configuration ID, a description, or active/inactive configurations.

7.3.3 Edit Configuration

Select a configuration to review its list of items.  To select a configuration, highlight the [image: image463.bmp] to the left of the Config ID and click on [image: image464.png]Selected Config



 to display a list of configuration items.

For example, highlight the [image: image465.bmp] to the left of the “ULLS-A Configuration Low-end Server HP VLi8” description and click on [image: image466.png]Selected Config



 to display the Configuration Manager Screen (Figure 7.3-6).
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Figure 7.3-6.  Configuration Manager Screen

The upper portion of the Configuration Manager Screen identifies the configuration; the lower portion of the screen lists all items of the selected configuration.  The lower portion includes the CLIN, quantity, unit of issue, description, unit price, and extended price for each item.

The Configuration Manager Screen allows you to edit a configuration item, insert an item, add an item, and delete an item.

NOTE:  [image: image468.png]Add to CLIN Table



 at top of screen is used only if a configuration has not yet been added to the CLIN table.  If a Config ID is showing, the configuration has already been added to the CLIN table.

7.3.3.1 Insert Item

To insert an item, highlight [image: image469.bmp] to the left of the CLIN below which you want to insert the item, go to the bottom middle of the Configuration Manager Screen, and click on [image: image470.png]


.  A row will be inserted below the highlighted [image: image471.bmp] in which you may add the item.

If you highlight the incorrect [image: image472.bmp], go to the top right of the screen and click on [image: image473.png]undo.



.  The inserted row will be removed; the entries below the insert will relocate upward.

7.3.3.2 Edit Item

The Configuration Items Screen (Figure 7.3-7) displays only a list of the selected configuration items.  You are permitted to modify only the quantity of each item; you are not permitted to make any other modifications to the items.
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Figure 7.3-7.  Configuration Items Screen

NOTE:  The [image: image475.bmp] has no significance on this screen.  Do not use the [image: image476.png]undo.



 button at the lower right of the screen; it does not function on this screen.
7.3.3.3 Add Item

To add an item, highlight [image: image477.bmp] to the left of the CLIN below which you want to add an item, go to the bottom right of the Configuration Manager Screen, and click on [image: image478.png]Add Item(s)



 to display the Select CLINs Screen (Figure 7.3-8).
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Figure 7.3-8.  Select CLINs Screen

To add an item to the configuration check [image: image480.png]


, scroll to bottom of listing, and click [image: image481.png]ok




.  The selected item(s) will be added (inserted) below the CLIN for which the [image: image482.bmp] was highlighted.

If you check [image: image483.png]


, the incorrect item you may go to the bottom of the listing, and click [image: image484.png]


.  After returning to the Configuration Manager Screen (Figure 7.3-7), you may cancel the added item(s) by clicking [image: image485.png]Delete



.

7.3.3.4 Delete Item

To delete an item, highlight [image: image486.bmp] to the left of the CLIN that you want to delete, go to the bottom middle of the Configuration Manager Screen, and click on [image: image487.png]Delete



.  The selected row will be deleted.

NOTE:  If you delete a configuration item at this point, there is no way you can undo the deletion.

______________________________________________________________________________

7.4 Add CONFIGURATION

7.4.1 Add a New Configuration
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Figure 7.4-1.  Configuration Manager Screen

The Configuration Manager Screen provides for identifying the configuration in the top portion of the screen and provides for listing configuration items at the bottom.

1.
SYSTEM GENERATED:  The system will generate:

· Config ID – Automatically assigned by system

· Config Price – Calculated by system after selection of configuration items

· Active? – Active is default.  If you want to make the configuration inactive, click on box to remove checkmark.

2.
ENTER DATA:  Complete the two mandatory fields as follows:

· Contract – Click on [image: image489.bmp] or anywhere within the field, scroll to SCC-II, and click on it.  Alternatively, you may type “S” twice to display SCC-II.

· Description – Enter a description for the configuration.

7.4.1.1 Add Item

To add an item, go to the bottom of the Configuration Manager Screen, and click on [image: image490.png]Add Item(s)



 to display the Select CLINs Screen (Figure 7.4-2).
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Figure 7.4-2.  Select CLINs Screen

To add an item to the configuration, check [image: image492.png]


 for each item you want to add, scroll to bottom of listing, and click [image: image493.png]ok




.  The Configuration Items Screen (Figure 7.4-3) is displayed.

If you check [image: image494.png]


 the incorrect item, you may go to the bottom of the listing, and click [image: image495.png]


 and return to the Configuration Manager Screen (Figure 7.4-1).
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Figure 7.4-3.  Configuration Items Screen

The Configuration Items Screen displays the CLINs you selected to be added to the configuration.  The quantity for each item defaults to “1”.  If you want a CLIN to reflect a quantity of more than “1”, enter the desired quantity in the quantity field.

7.4.1.2 Delete Item

To delete an item, highlight [image: image497.bmp] to the left of the CLIN that you want to delete, go to the bottom right of the Configuration Items Screen, and click on [image: image498.png]Delete



.  The selected row will be deleted.

NOTE:  If you delete a configuration item at this point, there is no way you can undo the deletion.  The [image: image499.png]undo.



 button does not function on this screen.
SAVE YOUR DATA:  Once you have verified the configuration items, be sure to save it by clicking [image: image500.png]


 at the bottom right of the screen.

After saving the configuration items, click [image: image501.png]ok




 to return to the Configuration Manager Screen (Figure 7.4-4).
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Figure 7.4-4.  Configuration Manager Screen

Notice at the top of screen, the Config ID and Config Price are now displayed.

To add this new configuration to the CLIN Table, go to top of screen and click on [image: image503.png]Add to CLIN Table
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glossary

A-1
ACRONYMS

ARO
After Receipt of Order

BPA
Blanket Purchase Agreement

BPO
Blanket Purchase Order

CAC-W
CECOM Acquisition Center – Washington

CECOM
Communications-Engineering Command

CLIN
Contract Line Item Number

CMO
Contract Management Office

CPO-R
Civilian Personnel Office - Region

CONUS
Continental United States

CPU
Central Processing Unit

DoD
Department of Defense

DODAAC
Department of Defense Activity Address Code

GSA
General Services Administration

GUI
Graphical User Interface

GTSI
Government Technology Services, Inc.

HSMS
Hazardous Substance Materiel System

IDIQ
Indefinite Delivery Indefinite Quantity

IMPAC
International Merchants Purchase Authorization Card

IP
Internet Protocol

OEM
Original Equipment Manufacturer

OMA
Operations and Maintenance - Army

OMSD
Operations and Mission Support Division

OPA
Other Procurement - Army

OCONUS
Outside Continental United States

PEO
Program Executive Office

PKI
Public Key Infrastructure

PM
Program Manager

POC
Point-of-Contact

RAM
Random Access Memory

RDD
Required Delivery Date

RDT&E
Research, Development, Testing & Evaluation

SCC-II
STAMIS Computer Contract II

SEAT
Systems Extension and Acceptance Team

SET-D
Security Electronic Transmission - Devices

SIDPERS
Standard Installation/Division Personnel System

SSL
Secure Socket Layer

STAMIS
Standard Army Management Information System

STAR
STAMIS Acquisition Repository

TC-AIMS
Transportation Coordinators’ Automated Information for Movement System

order process flow diagrams

STANDARD PROCESS:  Signifies the processing of orders for those STAMIS for which OMSD provides funding certification.

EXCEPTION PROCESS:  Signifies the processing of orders for those STAMIS that retain control of their own funding.

PROCESS FLOW FOR
SCC-II ORDERS
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PROCESS FLOW FOR
BPA & OPEN MARKET ORDERS
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PROCESS FLOW FOR
BPO ORDERS
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NOTE:
For BPO orders, funding is determined prior to ordering.  Thus, the above diagram applies to all BPO orders without exception.

PROCESS FLOW FOR
CREDIT CARD ORDERS
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OMSD does not process SIDPERS, TC-AIMS, CPO-R, SET-D, & HSMS orders.

PROCESS FLOW FOR
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