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This instruction provides Requisition Preparers with an introduction to the PeopleSoft eProcurement 8 system.
Requisitions will be entered as shown below and later assigned to Purchase Orders by buyers.
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Assemble all the documentation for the requisition.
Login to the PeopleSoft ver. 8 eProcurement system and prepare to
create a requisition

Follow the Navigation into ePro8.

Select Create Requisitions from the panel selections available.

Within the Create Requisitions, you will be able to create requisitions by
browsing or searching company and external catalogs & cancel
requisitions.

You will need to select the Business Unit "LBNL", and as the "Preparer"
you will have to enter the Requester's name.

Add the Defaults to the requisition, enter the Requisition Type, and if
Applicable, enter the Requisition Title

Add the details for each item being requested for purchase.

If you have more than one item on the requisition, click the “Special
Request” button.

Restricted Items must conform to the LBNL policies.

Once complete you can either Save for Later or Save and Submit.

Should you need to create a Sole Source requisition.
Click on the Comments icon to add Attachments.
After you've uploaded your file you are complete.

Added multiple distribution lines will be used for Project ID’s, Cost
Distributions, and Ship To info.
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Step 1: Login

¢+ Launch Internet Explorer (IE)

0 Log into eProcurement 8 via the link of epro/eproprd for production
(or epro/eprotrn for the training database).

o Note: If your workstation is not set up with Internet Explorer contact the Help Desk (4357).
»  Enter your login name (UPPERCASE only)
»  Enter your password

3 PeopleSoft 8 Sign-in - Microsoft Internet Explorer
J File  Edit “iew Fawoites Tools Help |
e =4
e D | A G # | S
Back Fanward Stop Refresh Haome Search Favorites  History Print Digcuss
J Address I@ https: A#stargate. bl gov: 2443/ servlets Aiclientzerviet/EPROVAL Perd=login ;I @Go |J Links @ EFRO&%AL Sigh-in @ EFRO& DEY Sigh-in -~ **
Language: Enuolish Espafial Erancais
ltaliano Deutsch Frangais du Canada
BF:E Portugués  MNederlands
& Svenska
User ID: I.JJEIE'I‘I'EN
Password: ||
CUSTOMER:S - EMPLOVEES - SUPPLIERS
| @ 2000 FeopleSott |ncorporated._A£_rigms resemed. People power the internet! w
@ e 7
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Step 2: Navigation

eProcurement
eProcurement Home
Start

eProcurement Home

5 4 4 3

/} eProcurement Home - Microsoft Intemet Explorer

Fle Edt Yiew Favoites Iock Help
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[_[=]x]

= =5 @ 6 2 @ 3B 5 =
Back Eomwerd: Stop Refresh  Home Search Favortes  Media History Mail Print Edi

Address IEJ hittps://stargate. bl gow: 8443/ erviets/iclientservlet/EPROBOX/ Pemd=startk:

] @to [Links >

Home = eProcurement = eProcuremnent Home = Start

& Home

> Sign Qut

& Email Requisition [a Start
D eFrocurament Homa

elrocurement Home
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Step 3: Select Function

= Click “Create Requisition”

/3 eProcurement Home - Microsoft Internet Explorer

Fle Edit Yiew Favoite\ Took Help | ¥
= =S | @ Gd s | B
Back | etz e Stop Refresh  Home Search Favoites  Media Histary Mail Print 1= elje

Acdiess [{€] hitps: storgate. bl gov N3/ sl ichentservlel EPROBOX/ Pcmd-slartt =] @60 |Links >

@ Home

Home = eProcurement = eProcurement Hyme = Start = eProcurement Home Mew Window -

Create & new requisttion by browsing or
=earching company and external
catalogs

/,'% Wanage Requisitions Ity Profile
£ Review existing requisitions, edit, view Mocify information about yourself and

€ ok ctetus, panoel, receive, and retum your personal preferences
to vendor

ﬁ DueDate  Description

Stalus

N LER

@ [ 5 @ intemet
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Step 4: Enter the Requester

>

> Click on the OK button

If LBNL is not defaulted in as the Business Unit then enter LBNL.
» Verify that the Requester ID is correct (from your operator defaults)

frfrrre1r1r
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5 =
8 oo o Q [ F =) E|
Back Forard Stop  Refiesh Home | Search Favortes Media  Histoy | Mal  Print  Edi
Address [&] hitps:/stargate bl gov 8443/ servlets iclientservlet/EPROBOX, Temd=starti =] @t |Lir\ks
el
I Wil i =

Horme = eProcurerment = Main Menu = Reguests = Req Entry

New Requisition

‘Business Unit: [LBNL Q]
Requester ID: [JFSPEROS @

Name: John Speros

X

[ 15 [ mntemet

|

panel will be displayed.
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€] Done
Click the Requester 1D lookup @/ icon to find the specific requester’s name. The Lookup Requester 1D
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/Z New Req Entry - Microsoft Internet Explorer

=1 E3
Fle Edit Yiew Favoites Tooks Help |ﬁ
= s D AT e R B L — e

Back Forard Stop  Refresh  Home Seaich Favoites Media  History Mail Print A

Addiess [{€] htps://stargate. blgov:8443/servIets/iclientservlet/EPROBOX/ Pomd-=statt

] 6o | Links >

S Sign Out

Home = eProcurement = Main Menu = Requests = Req Entry

Tl i i

Lookup Requester ID
Search By | Marme hd

MName: |CLA

Advanced Lookup

Search Results

16 of B

003732 JSClare@ibl.gov
Clark,David J 168750 DJClarkgibl gow
Clark Roderick b 645501 RMClarki@lbl gov
Clatterbuck,David M 001451 DMClatterbuckglbl.aow
Claude Scotto-di-Perta CBSCOTTO chscotto-di-perta@lbl.uoy
ClausnitzerEvelyn L 800094 ELClausnizeri@lhl.gov

[T 15 [@ ntemet .

» Inthe Search By field, change the value to “Name”.

In the Name box, enter the beginning of the requester’s last name and click the Lookup button. All
requesters matching the name you entered will be returned.

»  Select the requester you want by clicking on the link. The value will appear on the previous “New
Requisition” page.
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Step 5: Enter the Requisition Defaults

» Click the Vendor Lookup link to select a vendor or leave the vendor blank and have the buyer choose one.

= |favendor’s name is not listed, type in the vendor’s Name, Phone Number, and Contact in Line 1°s
Comments section (see below).

» Leave the PCard Suggested box checked unless the items are over $5,000, restricted, or will be on an Extended
Term (blanket) order.

» Leave the Buyer box blank unless you have been working with a buyer and the buyer instructed you to enter their
name. You can select a buyer by clicking on the &/ next to the buyer name, clicking the Lookup button, and
clicking on the applicable buyer’s name.

» Verify that the Ship To address & Location are correct. (Location is taken from the Requester defaults). If you
want to change these, click the Override button and select the appropriate values using the Ql icon. Laboratory
locations must have 3-digit building numbers. (Do not uncheck the Override Suggested Vendor box.)

» Enter the Due Date when you need your items

» Enter an Approver from your division with enough dollar authority to approve the requisition. (See the IRIS
“Authorized Signers” page.) The Approver is entered similarly to the Requester in Step 4 above.

& ~
@ Requisitions - Microsoft Internet Explorer g@
E = >
: File Edit Miew Favorites Tools Help @ Ll |ﬂ Ig h P ) —\ %\ ﬁl
3 g f pi
: pddress -g,!j hktp: fieprosry . bl.govi 8000} servietsficdientservlet [EPROTRNS Pemd=starté: IV% G0 Links Q Google

e

S Sign Out]
Requisition Defaults s
@ Default O Override
Vendor: Q)
Wendor Lookup
PCard Suggested
Buyer: Ql One Time Address
Ship Ta: 0B8-01580 LBML MAIN RECEIVING
Location: 37 Enclosed Office
Due Date: Bl
| ‘Approver: ﬂ
C 3
Certifier: ertlvme
Begin End 0:
Date: Date: Previik:
GL Unit: ~ LBNL
Project ID: Q)
Project D
Cancel OK [see|
-El Done \'j Local intranet
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If this requisition is for a new Extended Term Agreement (blanket order), uncheck the PCard Suggested box and
check the Extended Term Agreement box. (If the requisition will be used to change an existing Extended Term
agreement, enter the below information in Line 1’s Comments box and do not enter the information on the
Requisition Defaults page.)

= Select a Certifier who will be responsible for approving invoices. A Certifier is entered similarly to the
Requester name in Step 4 above.

= Enter a Begin Date and End Date.

= Enter a previous PO number in the Prev PO box if this replaces an existing Extended Term Agreement.
= Select a Cert Type to indicate how invoices should be handled.

Enter the default Project ID for the requisition.

Click the OK button

6: Enter the Requisition Type

Click on the Special Request link each time you want to add a new line to the requisition. Enter a requition line
for each item that you expect to be indepedently received or invoiced. (We only use Special Request now.)

4} Requisitions - Miciosoft Intemnet E xplorer

File Edit “iew Favoites Took Help | i
. ="
= s @ 2 \Na @ & @ | B =
Back Fonward Stop Refresh  Home ach  Favorites  Media History i ail Print Edit
Address I@ hitps: .ffstargate.\b\.gov:8443/selv\ets/ic\iantservla\EPF\DBDX/?cmd:start& j ff@Go | Links **
) & Home (2 Wiew Warklis S Sign Out
Home = gPracurement = Main Menu = Reguests = PV Requisitiong Tl Wi ol v =]

Requisition for: John Speros
CatedoriesfRestricted  Edit Defaults

Requisition Title: | Hm] G Reason: I
= Just Attachmi
k8] Search Fawvorite Item g  Special
= Catalog ems Templates Request

Requisition Summary

Click "Search Catalog™ to begin your requisition.

Tao add an item to this Reguisition, click one ofthe options on the menu above. Ywhen you are
0 done adding items, clicking the 'checkout' bhutton will return you back to this page to save vour
Renquisition.

eProcurement Home Create New Reguisition Manage Reguisiions

)|
[ElDore [ (& [ memet
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Enter the Special Request Type

> Click the Next button

3 Requisitions - Microsoft Internet Explorer

Fle Edt Yiew Favortes ook Help

S e B A = B B- 9 &
Back Forwar d Stop  Refresh  Home Search Favortes  Media il Prirt Edit

Address I@ hittpes: /stargate. bl gov: 8443/ servists Aiclientservlet/EPROBOX/ Pemd=starté

Horme = gProcurement = Main Menu » Reguests = PV Requisiti

Special Request

Select the type of itern you would like to order below:

 Goods

Dl Window =

&
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Step 7: Enter the Requisition Details

» Enter a Description of the item or service being requested. (Do not just say “See attached quote.”) Try to use the
first 40 characters to describe your requirement since only those are sent to the PCard system and are available for
Receiving. The Description box holds 254 characters. Additional characters will be truncated. If you need more
space to describe your requirement, use the Comment Text box.

» Enter a quantity (Qty) and unit price (Price). For Extended-Term requisitions, enter the total dollar amount for
the line in Qty and enter a Price of $1.00 to enable Accounts Payable to pay multiple invoices for the line.

Select a Unit of Measure (usually use “Each”).

YV VYV

Select the Category that best applies to the item. Use the Categories/Restricted link for a description of categories
and their requirements. (See Step 8 below for details on restricted categories.)

\4

Due Date will default from the defaults panel. You can change it for a particular item.

A\

Enter any Comments Text (if applicable) within this area up to 2001 characters. Use this as an overflow for the
description field which is limited to 254 characters.Include the suggested vendor previously mentioned.

As the Preparer, you can check who will be have access to the Comment Text.
Click on the Add Item button.

v v

File Edt ‘\fiew Favortes Tools Help |ﬁ

3 =
e A A= B (< Rt B e Bl
Back Forpad Stop  FRefresh  Home Search Favortes  Media History il Print Eit
Addiess I@ https: A/ stargate. bl gow: 8443/ servlstsficlientserviet/EPROB 0%/ Pomd=statd: j & Bo |Links ®

S Sign Out

Haorme = gProcurement = Main Menu = Requests = PV Requisitions e N O =

Special Request - Goods

Description: Categories/Restricted
WORKSTATIONS =l
"oty ‘Price: Unit of Measure: Category:
|5 150 Each j |Cnmputer Hardware LI
Vendor.,. o | ook Due Date:
1D: IDSH 52002 ||
Comment Text:
COMMENTS ARE HERE ;I

cancel { © M SendtoVendor ¥ Shown atVoucher I Shown at Recei

Add lterm |

|
=] l_,_ l—g @ Intemnet
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Restricted Items Purchases

»  The Laboratory is prohibited by its Prime Contract with DOE from purchasing certain items with
Government funds. Other items require special internal approvals or safety measures before purchasing them.

By selecting an EH&S Restricted Item category from the list, the item will be routed to EH&S for approval

or an email notification. A pop-up window will warn the user when the item Category is an EH&S Restricted

item.

LBNL maintains the Restricted Item List which can be viewed on the Procurement Web site at
http://procurement.lbl.gov/restrict.htm.

The chemicals and materials on the list are either dangerous to people or harmful to the environment and
are regulated by Federal, DOE, State, or LBNL.

These items are restricted but not prohibited from being purchased. The Laboratory needs to ensure that
the proper controls and authorizations are in place before the items are purchased. This is a Line
Management responsibility.

EH&S should be consulted before purchasing restricted items.
Some substances/equipment require approval before purchase.
The requisition should contain all contact names and phone numbers to call in any case.

When you submit a requisition for a Restricted Item, you are acknowledging that you have followed the
rules regarding its purchase.

A link to the Categories page appears in each ePro requisition line and on the Requisition Summary page.
Items on the Categories page in red may pose environmental, health, or safety risks and require special
notifications/approvals and precautions. The eProcurement Categories page indicates which categories require
EH&S approval and which ones require EH&S notification. The Categories page provides item Category
definitions, whether or not an item is restricted, and applicable contact names (see example below).

11 of 23
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/3 eProcurement Item Categories List - Microsoft Internet Explorer _[Ol
Fle Edit Yiew Favoites Tooks Help |
T Q G g | 9 B
Brck Forard Stop  Refresh  Home Seaich Favoites Media  History Mail Print Edit
Addiess [{€] htp: //procurement Ibl gov/categories HTH = @B |L|nks =
eProcurement Item Categories List l
Refer to the links on this list for farther information on restricted and other items. Items in red may pose environmental, health, or safety risks and require special
notifications/approvals and precautions.
R Contact for T
e Short Name Links for further Authorization
Category Description " further
{PeopleSoft) Information Ntification Note —
Architect-Engineer Arch-Engr
Services
Biological Agents Bio-Agent Eestricted ltern List Faul Blodgett Biological Use
Authorization
Binsafety Plan (Institutional
Binsafety
FUs 3000 Chyt 6 commitee)
Binsafety Cahinets Bio-Cabnt Eestricted ltern List Faul Blodgett
Biosafety Plan
Building Materials Bldg-Matrl
Chemical Storage Chem-Cabnt Eestricted ltern List Larry McLouth
Cabinet
Chemical Hvgiene Plan
Chermicals, Non- Chem-Non.R
Restricted
Chemicals, Restricted Chem-Rstr Eestricted ltern List Larry McLouth Activity Hazard
Document
Peroxide Forming
Chermical List
Chemical Hygiene Plan
Pub 3000 Chpt &
Clothing Clothing
Comoutar CPL Comn_CPLI =
& [T T [ ntemet .

When the user saves the requisition, they will receive a warning pop-up panel showing that they’ve
selected a restricted item.

ns - Microsoft Internet Explorer

File Edit View Favorites Tools Help

Qe - © - %] A & /-USearch Sz pavortes @ vedia €2 AN ) ] ﬁ

address 48] httpsfjstargate. bl goviB443{serviets/icient sorvietjEPROBOX emd=starte: Rl E

Home = eProcurement = Main Menu = Reguesis = PV Requisitions Mew Window

arning -- You have chosen to purchase material which has potential to harm people or the ervironment. (32767 13

ou have chosen to purchase material which has potential to harm people or the environment. The procurement and use of this material is governed by Federal, DOE, state, local, or
Laboratory reguirements. Use of this material must bhe done with the appropriate controls andior authorizations. The reguest will either be processed and the appropriate party at the
Lab will be notified or the request will not be processed until approved by EHE&S. A Laboratory work authorization may be needed. Refer to hitpdprocurement.|bl.govicategories.him for
specific requirernents for the treatment ofthese categories. By submitting this requisition, the requester ar the ariginator acknowledges the potential harm associated with the material
and i both aware of the requirements governing their procurement and use and will abide by them

£&] Done ) @ Irternet

The Preparer must acknowledge the receipt of this warning by clicking on the OK button. Once accepted,
the requisition will be saved and a requisition number will be assigned. When the requisition is submitted,
EH&S will either be notified via email or be required to approve the request before the request is sent to
Procurement.
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Step 9: Save for Later or Submit Requisition

»  When you finished with the requisition, you can either Save and Submit the requisition for approval and
further processing or Save for Later. The Save for Later function allows you to save the requisition and
get a requisition number You can then lookup the requisition number and edit it a future time. Save for
Later does not send the requisition to the approver but lets you continue to work on it at a later time.

>

Here is the requisition number:

3 Requisitions - Microsoft Intemet Explorer

JE\\e Edit  Wiew Favoites Tools  Helg

=
S A a H @ B £ 9 v . 2
Back Foryerd Stop fiesh  Home | Seach  Fawores  Histo Mai Size Fint Edt  Messenger
| Aderess [ @] hitp.#stargate. ol gov 8080 senfiets iclientserviet/EPRODEV  Fomd=start =] @e |j Lirks *

Save for
Later

& Home

Home > eProcuremnent = Main Merfu > Requests » PV

a

Ilewr iindow 1=
Saved

Save and Submit

13 of 23

Requisition for: James Bettencourt
CatedariesiRestricted Edit Defaults
RequisitionY ™ Sole Source Flay ~ Reason:
7 Just Attachmnt
oEd)  Search Favorite ttem £ Special
il Cataloy W Itetns Templates i Reduest
Requisition Summary
- Use . _
Description PCard Price Unit
Requistion for a computa in the Life ,— =
(=N
1 Selences Departrent i ) A0 USD B B =
IS na 110000 USD
SE
Save For Later | Save and Submit |
Reguisition has been saved and assigned ID number: 0000000738
# This Requisition has been submitted to the approval process.
ePracurernent Home Create New Requisition Manane Requisitions =
[l
| Intemet

|&] Dore
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Step 9: Requisition Summary Page

» Once you’ve reached this panel, you have the option of clicking the Save and Submit button to complete
the requisition. Should there be a requirement to add file attachments you will need to click on the

Comments icon.

} Requisitions - Micrasoi* Internet Explorer HEE
File Edt View Favertes \Took Help | "
=
o @ @ E @ @B S H
Back Eonad Stop  Refsgh  Home Search Favoites  Media  History tdail Print Zeii
fudress [€] ps./stargate Jbl gov:3443/sNetsfich JeLEPROB 0N Tomdestartt =] @6o ‘Lmks »
=0
S Sign Out
Home = eP| 1t > Main Wenu = Reguests » PV Dew Window =l
Requisition for: John Speros
CXegories/Restricted  Edit Defaults
Requisition Title: i i Reason:
I Just Attachm
oEd Search Eavorite tem 5
d  catalog w tems Templates i
Requisition Summary
. Use 5
Description Ay peard Price
1 WORKSTATIONS
Total Amt. 750.00 USD
™ Mark As Template | Save For Lat Save and Submit |
To add an itern to this Requisition, click one of the options on the menu ahove. When you are
e done adding items, clicking the ‘theckout' button will return vou back to this page to save your
Reguisitian
eProcurerment Home Create New R Manage R o
& 8 [ nemet

Use this Icon to edit/update the delivery schedule details
and project distribution information.

At

The distribution page (accessible when you click on the
above truck icon) will allow you to create multiple project
distributions (split the requisition among several projects).

-
&l
1l

Adding “One-Time Addresses”

=

Delete 1 Line

[ +

Add 1 Line

=11

‘=

Line Detail Information for the requisition line items

Comments Page

; Special
i Request

To add an additional item to this Requisition, click the
“Special Request” icon/link.

Save and Submit |

When you are done adding items, click on the Save and
Submit button to create a requisition.

14 of 23
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Step 10: Sole Source Items
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Click the Sole Source Flag checkbox if you only want the requisition to be purchased from the vendor

you specify. When you click this box, select a Reason (see below) for why it is a sole source.

/3 Requisitions - Microsoft Internet Exploiar

Fle Edt View Favoites Tooks Help
© .= 0 Q B =
Back Forward Stop  Refresh  Home Search Favorites  Media  History Mail Print Edit
Address [&] hitps.//stargate Iblgov 3443/servlets/iche\servleusPHnanxncmdzstan& =l @t ‘Lmks »
=2
@ Home 2 W dig S Sign Out
Home = eProcurement » Main Menu = Requests = PV Ty Windior =
Requisition for: John Speros \
Requisition Title:
s Search Eavorite ltem
E@ Catalog w hems @ Templates _f Request
Requisition Summary Wiew A
Description oty EE‘; 4 Price Unit
1 WIORKSTATIONS 5 (] 150.00 USD Eaeh &3 B @ [=]
Tatal Amt: 76000 USD
™ Mark As Template Save For Later | Save and Submit |
To add an itern to this Reguisition, click one of the options on the menu above. 'When you are
0 done adding items, clicking the ‘checkout' button will return you back to this page to save your
Reguisgition. -
gProcurement Home: Create Mew Requisition Manage Requisitions
|
€] [ &8 [ nemet v
These tables show when sole source information is required:
Typical Requisitions
< 25K Nothing is Required
25K — 100K Check Sole Source box and select a reason.

Check Sole Source box and attach

> 100K Justification Form

IUT (Intra-University Transactions — UC)

< 25K Nothing is Required

Check Sole Source box and attach
2 25K Justification Form

M&O (DOE Management & Operating Contractors)

Check Sole Source box and attach

Anyamount | j sidication Form

8/16/03
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Select a reason from the Table. |1_|Unique Capability

[10 [Other

2 |[Compatibility with equiprment

EICDntinued Develop or enhance

EIUnusual ar compelling urgency

|5 [Industrial Mabilization

Elﬂuthnrized or red'd by statute

Ellnternatinnal Agreement

2 [Leaderin Field

|ﬂ_|NatinnaI S e Uity

If a Sole Source Justification Form is needed, click on the Comments icon to access the panel.

2} Requisitions - Microsoft Intemnet Explarer

File Edt View Favoites Took Help

frfrrre1r1r
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B 3 &

Mail Print Eif

Q B

Search Favoites Media  History

S AR R A

/

Back Eoward| Stop Refresh  Home
Address [&] hitps./stargete.Ibl gov- 8443 servlets/iclientservlet/EPFIOBON/ 7omd=startl

/

€ Home

S Sign Out

Home = eProcurement = Main Menu = Requests = PV Tlews Window =
Requisition for: John Speros
Cateqories/Restricted Edit Defaults
Requisition Title: ¥ Sole SourceFlag Reason: [z @]
= Just Attachmnt
T] Search Eavorite lem Y- Special
I Catalog hems Templates ‘ Request
Requisition Summary
T Use n .
Description o plad Price Unit
1 WORKETATIONS B r 150.00 USD Each G [
i Tatal Amt: 76000 USD
™ Mark As Template Save For Later | Save and Submit |
To add an itern to this Reguisition, click one of the options on the menu above. 'When you are
0 done adding items, clicking the ‘checkout' button will return you back to this page to save your
Reguisgition. -
£Procurernent Home Create Mew Reguisition Manage Requisitions
‘€] Done IEN 4
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=S Q G @ 3 E =
Back Femyerd Stop  Refiesh  Home Search Favortes  Media  History Mail Prirt Edif
Address |ﬂj https: #/stargate. Ibl gow: 8443/ serviets ficlientserviet /E PROB O/ 7emd=start j & Go ‘ Links **
]
Home > eProcurernent » Main Menu » Reguests = PV ey Wind o
Line Comments
Line Description Quantity Unit Price
1 WIDRKSTATION 15.0000  Each 50.00000 USD
Hile S 0K
Add Attachment
] / [ (5 4 tntemet 4

Click on the Sole Source Link to access the Sole Source Justification Form.

e s Q G F 3 | s .
Bock | Fonward Stop  Refiesh  Home | Search Favoites Media  History Mal  Prnt  Edt
Address |g‘| hitp: #/procurement Ibl.gow/SOLESOLURCE. HTM j @ hio ‘ Lirks >
B
Sole Source
A wrritten sole-source justification is required for all sole-source subcontracts exceeding $100,000 where only one vendor will be considered
S I for a subcontract. For requests from $25,000-$100,000, just select a sole source reason in the Sale Source Reason box
ole
bzt bt he Sole Source Form, fill in the form, and attach it to your PeopleSoft requisition
Source
. For assistance on completing the form, go to the appropriate link below:
Link _
General goods and services
Research & Development
Further information appears in Labaoratory Procurement Standard Practice 6.2
J -
|&] Done [ [ | |@ Intemet o
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Sole Source Justification Form

4 hitp:/#procurement bl gov/sole. 1t - Microsoft Internet Explorer

Inssrt Farmat s Tabls Go Fovorss  Help
s a2 &= @ 3 -
Back  fowsd | Swop  Pehesh  Home | Geach Favorles Medi  Mistow | Todk  Mal Pt Edt Disuss
Address [ @) htp. /2procurement bl gov/sole ~| PG ‘L\r\ks »
= g 0 s ‘ 3 ‘ : 0 5 ‘ : ‘ ey =

BERKELEY LAB JUSTIFICATION FOR SOLE SOURCE PROCUREMENT
or INTRA-UNIVERSITY TRANSACTION

N I Complete and submit this form with the requisition when the total estimated cost is over $100,000 and it appears to bea
sole source. This form is also used when ri ing pr from the Uni ity of G ia over $25,000.

1. A. Fillin data for the procurement

1. Requisition Mumber: 4. Program and Project
s 2. Account Number: 4. Personin charge:
3. Estimated Cost/Price: 6. Estimated delivery time

or period of performance

B. Check reason(s) for sole source:

. & [1 1. Unigue capahility, expertise, facilties, or equipment [ 6. | Authorized or recuired by statute. (Please identify
- that no other source can provide to satisfy the the statute and explain ts effect in an attachment
- Lahoratory's recuirements aor space below.)

[1 2. Standardization of parts and/or compatibility with [1 7. | Intermnational agreement.

existing equipment.

” [ 1 3. Folow-onworkfor continued development or [] B. | Identified source is acknowledged to be the leader
) enhancement of goods or services and it is likely that in its field of expertise as demonstrated in
B award to a source other than the incumbent reputable and valid literature, symposia
- subcortractor would result in substantial duplication of presentations, etc. (Normally appropriate in
- costs that would not be recovered or wolld cause subcortracting for research and development but
- unacceptable delays in fulfilling program needs not goods and services )
L [ 1 4. Unusualor compeling urgency (1.2 the necessity o [1 3. Mational Securty or public interest

shorten procurement cycle time to meet milestone
dates established by a govemment agency)
[ 1 & Industrial mokilization or engineering, development, [

o

Other: (Please explain.)

e [ 1 | 4 Drknown Zons ~

Fill-in the form and save it to your computer if the form is required according to the above table. Click the Add

Attachment icon to upload the form (or any other attachment) to ePro. Only enter requisition attachments on
Line 1.

Once the attachment has been uploaded, the page will look like this. Check the Justification Attachment Flag
box before you click OK.

2} Requisitions - Microsoft Intemet Explorer

File Edit View Favoites Tools Help

ECR < P

Q G & @ B

Back  fowsd St Rehesh  Home | Geach Favoites Meda  Mitow | Mal P L
Adihess [ &) hitps/stargateIl.gow 8443/ serviets/iclientserIet EPR OB I Tomdsstartt ;l/@ﬁn | Links »
o\

& Hame

Home = gProcurement = Wain Menu » Reguests = PV

Line Comments

Line Description Quantity Unit Price
1 WORKSTATIONS 5.0000  Each 140.00000 USD
™= There is an EFRO attachment for this item. =™ ;I

Sole Source Link

Add Atachment |

Attached File
1 solerf

Send to Vendor

[} =

|&] Done [ |8 [ ntemet 7
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Once the file has been attached, the Requisition Summary Page will appear with a check in the Just Attachment

oo L 3w [a m @ 3|
Back Frariard Stop  Refresh  Home Search Favortes  Media  Histoy Mail Piint |=elie
Addiess |e;| hittps: //stargate. Ibl gov: B44 3/ serviets/ichentserviet/E PROBOX / Pemd=start: Mn | Links *
22
) & Hame
Home > eProcurement » Main henu > Reauests » PV R Hew Window =
Requisition for: John Speros
Requisition Title: ¥ Sole Source Flag
¥ Just Attachmnt
g Search Eavorite Item
Catalog W ltems Templates Request
Requisition Summary
s Use - .
Description aty pcard Price Unit
1 WORKSTATION B (] 15000 USD Each & B @ [=]
Total At 75 5D
™ Mark As Template = Save For Later | Save and Submit |
To add an item to this Requisition, click one ofthe options on the menu above. When you are
0 done adding itemns, clicking the ‘checkout' button will return you back o this page to save your
Requisition. =
eProcurement Home Create Mew R 1 Manage R i
& RRET T ~
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Step 11: Adding File Attachments

» Click on the Add Attachment button to browse to and attach specific files to your requisition.
* To add additional attachments repeat these steps.
= All attachments should be added to Line #1 only.

2} Requisitions - Microsoft Internet Explorer

File Edit View Favoites Tools Help
3 =
L A R A = e < R I S L
Back Fanyard Stop  Fefresh  Home Search Favoites  Media  History Mail Print; |=elie
Edhess [{€] hitps. ¢/stargete bl gov-844 3 servlets iientservet/E PROBON Zomd=stath =] ot ‘Lmks »
=
S Sign Out
Home = eP 1t = Main Menu = Requests » PV Hewr \tWindaw
Line Comments
Line Description Quantity Unit
1 TESTING 10.0000  Each 150.00000 USD
COMMENTS FOR THE DEPARTMENTS ;I
Bole Source Link 0K
Add Attachment
@& [ 2 [ ntemet

» The Browse button will allow you to search your computer for files to attach.

2} Requisitions - Microsoft Intemnet Explorer

File Edt Vie\ Favoites Tools Help | :

5 =
. +\ @ Ala & @ - 5
Back Fonsard. Stap Refresh  Home Search Favortes  Media History Mail Print Edit
Adduess [{€] hitps:/stardte bl gov 8443/ serviets/iclisntserviet/ EPRUBUR, Zemd=starts =] @b |Liks >
]
S Sign Out

€ = eProcurement » = Reguests = PV Requisitions Mew Window

Birowse
Upload || Cancel

[&] Done [ 2 [ ntemet
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Adding multiple line distributions (Project splits)

Note: For PCard requisitions, only the project(s) on requisition Line 1 go to the PCard order. To split a line’s
costs among several Project IDs, begin by clicking on the line’s truck Shipping Info icon.

2} Requisitions - Microsoft Internet Explorer

File Edit Yew Favortes Took Help
3 =
L2 @ B o R @ B g 3
Back Forward Stop  Refresh  Home Search Favorites  Media  History il Print Edit
Address [{€] hitps: /stergate bl.gav. 8443/ servlets/iclentserviet/EPROBON/ Zomd=starth / =l @t ‘ Links *
ol
€ Home
Horme > ePracurernent » hain Menu » Requests = PV Re s indow =
Requisition for: John Speros
Categories/Restricted  Edit Defaults
Sl L [T Soie Souiceflag  Reason:
7 Just Attachmnt
g Search Favorite Item ry- Special
= Catalog w Hems Templates i Request
Requisition Summary
T Use : .
Description [eL Price Unit
1 |BMWORKSTATIONS 5 [ 1,000.00 USD Eaf ® =
\mit 5, 50
™ Mark As Template = Save For Later | Save and Submit |
To add an item 1o this Reguisition, click one of the options on the menu above. ihen you are
0 done adding items, clicking the theckout' button will return you backto this page to save your
Requisition
P 1t Home Create Mew Manage Requisitions
& 8 | intemet o

On the Shipping Information panel click on the “Cost Distribution Info” icon.

3 Requisitions - Microsoft Internet Explorer

Fle Edt Yiew Favortes Iack Help

3 =
S o IR P A B = B R IS S B |
Back Frarpard Stop  Refresh Home Search Favortes  Media  History Mail Prirt Edif
Address |§‘| hittps: #/stargate Ibl. gov: 844 3/semlets/iclientservlet/E PROBOM/ Zemd=starth / =l @t ‘ Links **
e 2 Help
Home = gProcurerment » Main Meny = Reguests = PV M Window
Shipping Information
Line Description Quartity _Unit
1 IBM WORKETATIONS 5.0000  Each 1,000.00000 USD
Shipping Information
‘Ship To Location  Attention Quantity Due Date Total
069-0150 Q) [Jahn Speras [5.0000  [osizdz002 ] 5,000.04 =
Eeturn to Requisition Summary
To change accounting [ cost distribution information click the g ican on an the line you wish
1o update
/2] Done T[S [ intemet o
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On the “Distribution Information” page, you can add project distribution lines to the requisition (split the

requisition line among several projects).

First, decide if you want to Distribute By quantity (Qty) or amount (Amt). For example if there is a quantity of

3, you can distribute by Qty and put 2 on one project and 1 on another. If
put $50 on one project and $60 ¢

guantities or amounts.

If you distributed by Qty, eny
If you distributed by Amt,

4} Requisitions - Miciosoft Interne! Explorer

File Edit Miew Favoites Togls  Help

you want to distribute by Amt, you can

another. For either Qty or Amt, you can enter percentages instead of actual

r the lesser Quantity OR Percent you want to apply to the first project.
ter the lesser dollar Total OR Percent you want to apply to the first project.

Sa S AT I A s B E= - e B S S
Back Eomwerd! Stop Refresh  Home Search Favoites  Media Histary Mail PFrint Edf

Address [€] hupsﬂsnargaxelh\’[uv 44 1vlet/EPROBOR/ Zomd:

=] @60 | Links »

Home » eProcurermngnt = Main Menu = Reguests » PV

Distributigh Information

Quantity Unit
50000 Eath

Line Description
1 1BMIORKSTATIONS

1,000.00000 uso
Quantity  Due Date

5.0000 09252002

Line St .ed Num Ship To
1 1 LBNL RECY

5,000.00 USD

“Distribute by Yistributed Quantity:  Speedchart
oty 5.0000 |
Line Percent Quantity : =1
1 100.0000 IE aoon
GL Unit Account Department Project ID:
LBNL 614010 Fa 150150 =Y

‘Location Code Froject
37 Q) EnterAsset Info,

Fund Code MARS Code B +R Classification
WA FPLANT 38KE01000

Eeturn to previous main nanel

Mew Window

€] Done

N & @ nemet

Click on the “+” button to add additional project distribution lines. Click the View All link to access all the

project distribution lines and distribute the projects correctly.
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If you need to change the project ID for the items, you do that on this page as well. Here are both
distribution lines:

/3 Requisitions - Microsoft Internet Explorer

Fie Edi View Favoiles Tods Help \i

5 =

N AN I R BN R B e |

Back Forward Stop  Refiesh  Home Search Favoites  Media  Histoy bail Frint Edit
Address [&) hitps #/stargate Ibl.gov-B443/servlsts/ichentserviet/E PROBO3, 2cmd=starth = @6e ‘ Links
il
S Sign Out

1 IBM WORKSTATIONS 50000 Each 1,000.00000 usoD ;I
Line Sched Num Ship To Quantity  Due Date Total

1 1 LBNL RECY 50000 052512002 5,000.00 USD

Line Percent Quantity EI
1 [20.0000 [1.0000
GL Unit Account Department
LBMNL G14010 FA
‘Location Code Project

937 Q] EnterAsset nfo.

Fund Code MARS Code B +R Classification
WA PLANT 38KG01000

Line Percent Quantity EI
2 20.0000 [1.0000
GL Unit Account Department
LBRL 614010 FA
*Location Code Project
937 Q] EnterAsset Inf
Fund Code MARS Code B +R Classification
WA PLANT 39KG01000
— =
_a 1S [ ntemet 4

When you complete the project distribution, click the “Return to Previous Page” links at the bottom of each page
to get back to the main Requisition Summary page. There you can click Save and Submit.

If you need to later look at your requisition’s project distributions or attachments, go to the “Manage
Requisitions” page, click on the requisition number, and go to its “Requisition Schedule and Distribution” link. A
paperclip will appear if there is an attachment. You can click on it to view the ePro attachments.

/A req detail summary - Microsoft Internet Explorer

(Fle Edi vew Faoies Tosk BB .
& =2 0 [N oA A Ee @ B 59 #H

Back | Feigfzigef Stop Refiesh  Home Search Favortes  Media Histony tail Print. |2 elje
Address [&] hitps. /stargate. bl.gov:8443/servlets/iclientserviet/EPROB O/ Pomd=starth =] @60 | Liks >

Oper. Unit IN Unit Loc Affiliate Activity % Dist. Total
937 20 1000
2 LBNL 614010 FA 150150 1
Oper. Unit IN Unit Loc Affiliate Activity % Dist. Total
937 20
3 LBNL 614010 FA 150150 1
Fund Code Pragram Class Budget Period _ Entry Event
Oper. Unit IN Unit Loc Affiliate Activity %
937 20

istrib. Line GL Unit Acct Dept Project Qty
1

4 LBML 614010 FA 160150

Fund Code Pragram Class Budget Period _ Entry Event
Oper. Unit IN Unit Loc Affiliate Activity %

937 20

istrib. Line GL Unit Acct Dept Project Oty

5 LBML 614010 FA 160150 1
Fund Code Pragram Class Budget Period _ Entry Event

Oper. Unit IN Unit Loc Affiliate Activity %

937
Total Amount: 5000.000
Return to Previous Page  Hetum in Requisiion Manades
_E [ |2 [ mtemet A
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