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Section 1: Introduction

Overview

Welcome to the Navy Marine Corps Intranet (NMCI) eMarketplace website. The NMCI
website provides Information Strike Force clients the ability to lease information technology
products and services. Clients are able to create, maintain and manage order requests up
the command chain using state of the art e.commerce functionality, along with reporting,
invoicing and order tracking features. The purpose of the site is to provide streamlined
efficient processes to create and manage orders, reducing manual intervention, and
centralizing the processes used to acquire NMCI products and services.

This document contains step-by-step instructions for every feature of the NMCI site. For
information on a specific task please refer to the table of contents. If you are reviewing this
document on-line simply click on the topic of interest and you will be forwarded to that
location in the document.

"Notes:" are located throughout the document and are designed to draw special attention
to a topic or task. Notes are in bold and should be reviewed.

Help icons are available throughout the site and are positioned in the upper right hand
corner of a page. The help pages provide a detailed explanation of a task along with step-
by-step instructions.

Text boxes, drop down lists and basic page aesthetics may vary depending on individual
screen resolution settings. This guide maps to a setting of 1024 x 768. Please take care
when following instructions if your screen resolution is not set to the above.

When the word "User" is used in this document it refers to an NMCI Login Id type of "User",
not a generic User of the application.

The NMCI eMarketplace Website site is compatible with Internet Explorer version 4.0 or
greater, and Netscape Communicator version 4.7 or greater.

Information described in this document is believed to be accurate and reliable, and much
care has been taken in its preparation. However, no responsibility, financial or otherwise, is
accepted for any consequences arising out of the use or misuse of this material.
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Section 2: Logging On

Overview

Before you can access the NMCI website you are required to Logon. Your Login Id
contains permissions that allow or disallow certain functionality within the application. Also,
your Login Id is tied to specific Unit Identification Code (UIC) Ids. Login Ids are assigned to
work groups based on those UIC Id assignments.

Logging On to the NMCI Website

1. Enter the following URL in your browser Address drop down list, and hit the enter key:

https://www.ecommerce.nmci-eds.com/login.jhtml |

You are transferred to the NMCI login page (diagram 2.1).
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2. Enter your assigned Login Id in the "LOGIN ID" text box.
3. Enter your password in the "PASSWORD" text box.
4. Click on"login". You are transferred to the NMCI "Home" page.
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Note:
If you have problems logging on to the application please refer to "Help" section 14 of
this document for the NMCI helpdesk contact number.
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Section 3: Work List

Overview
The NMCI "Home" page contains your "Work List" (diagram 3.1).

Diagram 3.1
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The work list contains order requests that are available for you to work on. If an order
request is not in your work list you may not make changes to it. All the information about
the order request is listed and available for review.

The work list is comprised of order requests that belong to a specific work group, which are
a grouping of orders that are tied to specific UIC Ids, and Claimants. More than one login
Id may have the same order requests in their work list.

The invoice work list contains invoices that are available for you to view, approve or reject.
An invoice contains all the Contract Line Iltem Numbers (CLINS) for a specific UIC, and the
monthly charges. If an invoice is not in your work list you may not make changes to it.

Note:
Customer Technical Representatives (CTR)s and CORs are the only login Ids that will
have an invoice work list on the "Home" page.

If you have no order requests or invoices to display on the "Home" page a message
appears in place of the lists indicating so.
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Viewing an Unapproved Order Request

1. Onthe "Home" page work list (diagram 3.2) click on the order request number in the
"Order #" column you wish to review. You are transferred to the "Order Detail" page.
The order detail summary is read only.

Diagram 3.2
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The top portion of the "Order Detail" page (diagram 3.3) lists the order request header
information. The second section of the page contains all the CLINs and options
(options) that have been added to the order. All the information about the order
request is listed including sub and grand totals.

Diagram 3.3
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Only two Login Id types may add, change, and delete CLINS and options on unapproved
orders. They are CTR and User. The processes used to access unapproved orders are
different for a User than for a CTR. The separate processes are explained in detail below.

User Access to an Unapproved Order Request

1.

If you have just logged on to the application the default page is the "Home" page. To
get to the "Home" page from another part of the application click on "Home" in the left

hand toolbar.
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On the "Home" page work list (diagram 3.4) identify the order request number you
would like to access in the "Order #" column. Click on "Complete" in the "Action”
column.

Diagram 3.4
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You are transferred to the "Shopping Cart" page (diagram 3.5). All the information
about the order request is displayed on the page. To access a specific CLIN within
the order request click on "Edit" in the right most column of that CLIN.

Diagram 3.5
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You are transferred to the "Edit item" page (diagram 3.6).

Diagram 3.6
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To return to the "Shopping Cart" page click on "Back to Shopping Cart" on the bottom of
the page.

CTR Access to an Unapproved Order Request

1.

If you have just logged on to the application the default page is the "Home" page. To
get to the "Home" page from another part of the application click on "Home" in the left
hand toolbar.
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On the "Home" page work list (diagram 3.7) identify the order request number you
would like to access in the "Order #" column. Click on "Check Out" for that order
request. Checking out the order request gives ownership of the order to you. No one
else may update the order request when it is checked out by another login Id.

Diagram 3.7
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3. You are transferred to the "working on Order#" page (diagram 3.8). There are two
versions of this page.

Diagram 3.8 shows the "working on order #" page were the order request was
submitted to the CTR by a User.

Diagram 3.8
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Diagram 3.8.1 shows the "working on order#" page where the order was originally created
by the CTR. If the CTR created the order request they do not have the option to send the
order back for rework.

Diagram 3.8.1
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Click on "Edit This Order".
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You are transferred to the "Shopping Cart" page (diagram 3.9). All the information
about the order request is displayed on the page. To access a specific CLIN click on
"Edit" in the right most column of that CLIN.

Diagram 3.9
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5. You are transferred to the "Edit Item" page (diagram 3.10).

Diagram 3.10
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To return to the "Shopping Cart" page without saving your changes click on "Back to
Shopping Cart" on the bottom of the page.

Changing the Order Request's Quantity, Dates, Location or Building

1. For a User Login Id follow the instructions "User Access to an Unapproved Order
Request" in section 3 of this document, and then continue at step 2.

For a CTR Login Id follow the instructions "CTR Access to an Unapproved Order
Request" in section 3 of this document, and then continue at step 2.

Enter a new quantity in the "Quantity:" text box.

Select a new "Start Date Month" from the drop down list.
Select a new "Start Date Day" from the drop down list.
Select a new "End Date Month" from the drop down list.
Select a new "End Date Day" from the drop down list.

oukwnN

Note:
If the dates are changed the date to the right of the date drop down lists is not
immediately updated.

7. Select a new "Location"” from the drop down list.
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8. Enter a new building number in the "Building:" text box.
9. Click on "Update" on the bottom of the page. The changes are applied and you are
returned to the "Shopping Cart" page.

Delete a CLIN and options from an Order Request

1. For a User Login Id follow the instructions "User Access to an Unapproved Order
Request" in section 3 of this document, and then continue at step 2.

For a CTR Login Id follow the instructions "CTR Access to an Unapproved Order
Request" in section 3 of this document, and then continue at step 2.

2. Onthe "Edit Item" page click on "Delete" at the bottom of the page. The CLIN is
removed along with all the options. You are returned to the "Shopping Cart" page.
The CLIN and options have been removed from the shopping cart.

Delete options from an Order Request

1. For a User Login Id follow the instructions "User Access to an Unapproved Order
Request" in section 3 of this document, and then continue at step 2.

For a CTR Login Id follow the instructions "CTR Access to an Unapproved Order
Request" in section 3 of this document, and then continue at step 2.

2. Onthe "Edit Item" page select the options you wish to delete by clicking the "Remove"
check box. More than one option may be deleted at a time.

3. Click on "Update" at the bottom of the page. You are returned to the "Shopping Cart"
page. The options have been removed from the shopping cart.

Viewing the Status History

1. If you have just logged on to the application the default page is the "Home" page. To
get to the "Home" page from another part of the application click on "Home" in the left
hand toolbar.

2. Onthe "Home" page work list identify the order number you would like to access in the
"Order #" column. Click on the link in the "Status" column. You are transferred to the
"Order Status History" page.

3. Click on "Back" to return to the "Home" page.
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Section 4: Services

Overview
The Services pages provide you with detailed explanations of the CLINs and the
associated options. The pages list all the information you need about a product or service
in order to make an informed decision before adding it to your order request. The pages
are for reference only. The categories are listed under the "Services" button on the left

hand toolbar.

Viewing CLINs and options

1. Inthe left hand toolbar click on "Services". The default services page is "Base Seats".
All the associated CLINs are listed.

2. If "Base Seats" is not the desired product or service category, click on any one of the
remaining product or service categories in the left hand toolbar.

3. To obtain specific information about a CLIN click on the CLIN number. On the "Service
Description" page (diagram 4.1) the service description, price, and all available options

are listed.

Diagram 4.1
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4. If options exist they are listed towards the bottom of the page. For information about
an option click on the option number in the "Option" column. The page lists the service
description and price.
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Section 5: Ordering

Overview

From the NMCI main ordering menu you can create a new order request, view or edit an
existing order request, view an existing task order, or submit a request for a quote on an
un-priced CLIN. The following options are available:

» Create New Order request
» View Existing Task Order or Order request
» Request Quote for Un-priced Services

Creating a New Order Request

The "Order Request" page is where you enter the required information to create a new
order request. You will be able to change the information at any time before it is submitted
for approval.

Note:
Any level in the command chain may create an order. Order requests are usually created
at the User or CTR levels.

1. Inthe left hand toolbar click on "Ordering". You are transferred to the "Ordering Main
Menu".
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2. Click on "Create New Order Request". You are transferred to the "Order Request"
page (diagram 5.1).

Diagram 5.1
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3. A UIC is required for a new order request. Upon entering the order request page all
UICs associated with your work group are listed. To find and list a specific UIC enter
your search criteria in the text box provided, and click on "Search".
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4. Click on the desired UIC in the "UIC ID" column. You are transferred to a second
"Order Request" page (diagram 5.2).

Diagram 5.2
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Select a location from the "Location?" drop down list.

Select a fiscal year from the "Fiscal Year?" drop down list.
Select the "Desired Start Date Month" from the drop down list.
Select the "Desired Start Date Day" from the drop down list.
Select the "Desired End Date Month" from the drop down list.
0. Select the "Desired End Date Day" from the drop down list.

BOoxo~NoG

Note:
The system will return an error if an invalid date is selected (i.e. February 30), or an
invalid date combination is selected (i.e. Start Date is after End Date).

11. Enter text that describes the order request in the "Order Request Short Name?" text
box.

Note:
Clicking on "Reset" resets the entire page to the default values.
Clicking on "Back" return you to the previous "Order Request" page.

12. Click on "Create Request".
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13. You are transferred to the "Services, Base Seats" page. Here, you may begin adding

CLINs and options to your order request.

Adding CLINs and options to an Order Request

Once you have created or accessed an order request you can add CLINs and options.

1.

2.

If you have just created an order request, are on the "Base Seats" page, and adding
CLINSs for the first time please skip to step 5.

If you are adding CLINs and options to an existing order request click on "Home" in the
left hand toolbar. You are transferred to the "Home" page.

On the "Home" page work list identify the order request number you would like to work
on in the "Order #" column.

a. If you are a User click on "Complete". You are transferred to the
"Shopping Cart" page.
b. If you are a CTR do the following:
i. Click on "Check Out". You are transferred to the "working on
order#:" page.
ii. Click on "Edit This Order". You are transferred to the "Shopping
Cart" page.
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Click on "Keep Shopping" on the bottom of the page. You are transferred to the "Base
Seats" page (diagram 5.3).

Diagram 5.3
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Identify the desired product or service category from the left hand toolbar under
"Services". Click on the product or service category name. You are transferred to the

corresponding category page.
If you prefer to add the CLIN to your order request without reviewing the CLIN
information click on "Add to Cart".
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If you prefer to read about the CLIN before you add it to your order request click on the
CLIN. You are transferred to the "Service Description" page (diagram 5.4). All the

information about the CLIN is listed on the "Service Description" page. Click on "Add to
Cart" to add the CLIN to your order request.

Diagram 5.4
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7. If the CLIN does not have options you are transferred to the "Shopping Cart" page. If
there are options you are first transferred to the "Upgrade options" page (diagram 5.5).
The available options for the CLIN are listed.

Diagram 5.5
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To add an option to your shopping cart do the following:

a. Click the check box in the first column for the option listed. More than
one option may be ordered at a time.

Note:
Clicking on "Reset" at the bottom of the page clears the check boxes.

b. On the bottom of the page click on "Proceed". You are transferred to
the "Shopping Cart" page. You entire order request is listed.

Adding an option to an Order Request

1. For a User Login Id follow the instructions "User Access to an Unapproved Order
Request" in section 3 of this document, and then return to this section.

For a CTR Login Id follow the instructions "CTR Access to an Unapproved Order
Request" in section 3 of this document, and then return to this section.
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Click on "Add Options". If the CLIN has options a list of options
5.6).

Diagram 5.6
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Select the desired options by clicking the check boxes in the left most column. More

than one option may be selected.

Note:
Clicking on "Reset" clears all the check boxes.

Click on "Proceed" at the bottom of the page. You are returned
page. The options appear with the rest of your order request.

Note:

to the "Shopping Cart"

When ordering a product or service any required options should be ordered at the
same time. If options are added as stand alone items not packaged with a product or

service, they may be more expensive.

Viewing existing Task Orders or Order Requests

On this page you can review the status of all order requests or task orders.

1.

In the left hand toolbar click on "Ordering". You are transferred
Menu".

to the "Ordering Main

2. Click on "View Existing Task Order or Order Request". You are transferred to the

"Search for Order" page.
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3. Alist of orders you have created or worked on appears. Several options are available:

a. To review the order detail click on the order number in the "Number"
column. You are transferred to the "Order Detail" page.

b. To review the status history click on the link in the "Status" column. You
are transferred to the "Order Status History" page.

c. To search for orders you did not create or work on do the following:

i.
ii.
iii.
iv.

Select a search field from the "Find Order where" drop down list.
Select a comparison operator from the center drop down list.
Enter the search criteria in the last text box.

Click on "Search".

Note:
If there are no orders that match your search criteria the following
message appears:

No orders matching search criteria found.

Request a Quote for Un-priced Services

On this page, you may request a quote for an un-priced CLIN.

1. Inthe left hand toolbar click on "Ordering". You are transferred to the "Ordering Main

Menu".

2. Click on "Request Quote for Un-priced Services". You are transferred to the "Request

for Quote" page.

3. Read the verbiage to insure you understand what is required when requesting a quote.
4. Torequest a quote for services click on the link next to "To request a quote".

Perform Task Order Modification

You may only perform a task order modification on an approved task order.

1. From the blue side menu click on "Ordering". You are transferred to the "Ordering
Main Menu" (diagram 5.7).
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Diagram 5.7
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Click on "Perform Task Order Modification". You are transferred to the "Task Order
Modification" page (diagram 5.8).
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Diagram 5.8
B Ml eCnmmerce - Task Ordee Modificeiion - Miczosa#l intnmed Feplocer preeaded by FDS CO4
Eilm Erd ‘Wiew Frories Jouls I:*
- - D 2 ) a r 3 Ih= [ - ST (S
L Ml Pikint Eilt Diisines
=| i |Links
-]
W Irdmrm

|:=|nuu-.r...:| | (Db Jo WMC . _iDevel. | cATosk . | ®Tamk . | CE Al OE s 2mem

You must search for your task order before creating the task order modification.
To search for an order do the following:

Select a comparison operator from the drop down list.

Enter the search criteria in the text box.

Click on "Search".

Task orders matching the search criteria are displayed (diagram 5.9).

coop
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Diagram 5.9
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Note:
If there are no orders that match your search criteria the following message appears:

No orders matching search criteria found.

To review the status history click on the link in the "Status" column. You are
transferred to the "Order Status History" page. Click on "Back" to return to the "Task
Order Modification" page.

To access an order for modification click on the desired order request number in the
"Number" column. You are transferred to the "Order Detail" page (diagram 5.10). The
order detail is displayed and available for your review.
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Diagram 5.10
o a D 2 ) a r 3 Lh= [ - ST (S
B e e s o TG
l'lﬁ-h'-l‘l"|Et|.n'.'5l-'|.||3.|35|.i2|:"‘Bi‘-"'|l||.l|||.1l|||."h|u|!l_|.r||||.'| jltend T i = N B s i = 0220 B2 :l wim Links

"“‘"E‘m'em:arhet Blace . T

Ovder Detall

Cirdir Hurasr e IRirg |
Fisdal Taar L ie]
LA WO 135

LS Aethvity: Fliet ail Fabu el Sy Cenler - Moo

Bt i buivia ol

Sinbun: Tha nrder man approresd
Tandk Trésr Muraber g

Bhadfesren Kmbsr

Do bl w1
A wanl

Lnes af Bozouming Cac Crtl MEs Funding Flat Funding
A5 7 X 483
HC 1 250 ST ALIENT= TR TER
E2NE ANa3 e EL

28 b i}

FINLESTITINDG

LT [[= 271
et

§) B ATH 10 BT[] 1 EEE 4T N

- e 1.:---:," e Al 3 . I
8] D .

Ill.-1| HoEywE D inbioce . | & 0wl #Dnll..-| A Tnek .. |l]1-1:..| B e o (o P ]

6. Click on "Perform Task Order Modification" on the bottom of the page. You are transferred
to the "Shopping Cart" page. The task order modification has been created and you may
begin updating the order. A two-digit task order modification number is assigned to the
order. For every task order modification created the number is incremented by 1 (i.e. 01, 02,
03, etc.). Only one task order modification may be worked on at a time.

The procedures for updating and approving a task order modification and an order request
are almost the same. The differences are described in the table below. For instructions on
making updates to a task order modification please refer to the following sections in this
document:

Section 3 - Work List
Section 5 - Ordering

Below are the conditions and rules that apply to a task order modification's start date, end
date, location, building, quantity, UIC, fiscal year, options, upgrades and funding (table 1.1).
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Table 1.1
FIELDS | CONDITION RULE
Start Date | Existing Start Dateisa Do not allow any changes.
past date.
Existing Start Dateis Allow the date to be changed to afuture date
today’ s date. between today’ s date and applicable fiscal year
end date, but earlier than the End Date.
Existing Start Dateisa Allow the date to be modified to afuture date
future date. between today's date and applicable fiscal year
end date, but earlier than the End Date.
End Date | Existing End Dateisa Do not allow any changes.
past date.
Existing End Dateis Allow the date to be changed to afuture date
today’ s date. between today’ s date and applicable fiscal year
end date, but later than the Start Date.
Existing End Dateisa Allow the date to be modified to a future date
future date. between today’ s date and applicable fiscal year
end date, but later than the Start Date.
Location Allow changes only if both Start Date and End
Date are a future date.
Building Allow changes only if both Start Date and End
Date are a future date.
Quantity Allow changes only if both Start Date and End
Date are a future date.
uiC Do not allow any changes.
Fisca Do not allow any changes.
Y ear
Optiong/ Allow changes only if both Start Date and End
Upgrades Date are afuture date.
Funding Allow changesif at least the End Dateisa
future date.
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7. To submit the task order modification for approval click on "Submit for Approval.
You are transferred to the "Confirmation” page. A message is displayed indicating
your order has been submitted for approval.

8. Click on "OK". You are transferred to the "Home" page. The order request is
placed in the work list of the next level up in the command chain.
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Section 6: Order Status

Overview
On the "Order Status" page you must perform a search for the desired order. The order
detail is then displayed and available for review.

Viewing an Order Request Status

Search for an Order Request

1. In the left hand toolbar click on "Order Status". You are transferred to the "Order

Status Search" page (diagram 6.1).
2. Select the desired search field from the "Find Order where" drop down list.

Diagram 6.1
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3. Select a comparison operator from the middle drop down list.
4. Enter the search criteria in the last text box.
5. Click on "Search".

Note:
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If there are no order requests that match your search criteria the following message
appears:

No orders matching search criteria found.
After successfully searching for an order you may review the order detail or status

history. Detailed steps are provided below for viewing both the order request detail
and order request status history.

View Order Request Detalil

1. To identify the order request you would like to view follow the instructions "Search for
an Order Request" in section 6 of this document, and then return to this section.
2. Click on the order request number in the "Number" column (diagram 6.2).

Diagram 6.2
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You are transferred to the "Order Detail page.

View Order Request Status

1. To identify the order request you would like to view follow the instructions "Search for
an Order Request" in section 6 of this document, and then return to this section.

2. ldentify the order request number in the "Number" column. Click on the link in the
"Status" column. You are transferred to the "Order Status History" page.
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Section 7: Invoicing

Overview

The invoice worklist contains all invoice that have been submitted to you. These invoices
are waiting for your review and approval decision. You may only make a decision for
invoices that appear on your worklist.

On the "Invoice Search" page you may perform a search for an invoice. Once a search
has been executed a list of invoices is displayed. Links to the Task Order, Invoice, and
Invoice Status are available.

All users of the system can access invoice information from the invoicing menu.

Reviewing an Invoice

Search for an Invoice or Task Order

1. Inthe left hand toolbar click on "Invoicing”. You are transferred to the "Invoice Search"
page (diagram 7.1).
2. Select the desired search field from the "Find Invoice where" drop down list.

Diagram 7.1
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3. Select a comparison operator from the middle drop down list.

4. Enter the search criteria in the last text box.

5. Click on "Search". All invoices matching your search criteria are displayed (diagram
7.2).

Note:
If there are no invoices that match you search criteria the following message appears:

No invoices matching search criteria found.

Diagram 7.2
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View a Task Order

1. To identify the task order you would like to view follow the instructions "Search for an
Invoice or Task Order" in section 7 of this document.
2. "Click on the task order number in the "Task Order" column.
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View Invoice Details

1. To identify the invoice you would like to view follow the instructions "Search for an
Invoice or Task Order" in section 7 of this document.

2. Click on the invoice number in the "Invoice" column. The invoice is displayed (diagram
7.3).

Diagram 7.3
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View Invoice Status and Status History

1. To identify the invoice status you would like to view follow the instructions "Search for
an Invoice or Task Order" in section 7 of this document. The current invoice status is
displayed in the "Status" column.

2. Click on the link in the "Status" column. The invoice status history is displayed
(diagram 7.4).

Diagram 7.4
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Section 8: Approving an Order up the Command Chain

Overview

Once a new order request has been submitted for approval it must be approved up the
command chain, until finally approved by the Activity Contracting Officer (ACO). After ACO
approval the order request becomes a task order and may no longer be modified.

The Approval Process

After approving an order request it is no longer available for updates. When you approve
an order request it is removed from your work list, and added to the work list of the next

level up in the command chain. Any level in the command chain may send an order back
for rework to any lower level in the command chain. The approval chain works as follows:

User Approval of an Order Request

Once you have completed the updates to your order request it needs to be submitted for
approval.

1. Click on "Home" in the left hand toolbar. You are transferred to the "Home" page.
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Identify the order request number in the work list "Order #" column. Click on
"Complete" in the "Action” column. You are transferred to the "Shopping Cart" page
(diagram 8.1).
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gt - bellanpivial lanpne |aplaann pomediled by 1SS G201
E R TS | B # o Ad o T T e P e
H | iwsadid h: Fadbeesl  Humu ml—'—-l-.l-ﬂirﬂ Frirt Eil .Eh.‘h.-...
'r"iﬂ'l-l!i LYk Oy T T - e e g ey _nart e CWUIGS Franrihes™s 2F s sl ot runlj TR T Y
T S =3

Srmppng Cark i
Ordar Apguaat: ol i0000 WAC: RTTOE
Ordar Sanbus: CTH REVIEW Flacal Year; 002

| an

Hulidging| Price

2002
Fired Work Pao
00 M- 12 © $248 51 3501 624 00 Edd |
Sep- Bukdry :
2003
Infernal
148032X §$383 §5.182.00

Wiiteable O

ROM Repl

Comfiguration BubTofalz SE0C 81600
Location SubiTotal: $000.81800

Grand Tolalz S600.816 00

Subriifor Approvel | Wawp Shopging |
b
#sun| & oHEGIIE =" Shopgin... _iBeism sb.| @] act ot | (3R a5d 2l ol parw

NMCI Confidential-Use of thisinformation isrestricted. All rights reserved. 40



NMCI Users Guide

3. On the bottom of the "Shopping Cart" page click on "Submit for Approval". You are
transferred to the "Confirmation" page (diagram 8.2).

Diagram 8.2
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4. On the "Confirmation" page a message appears indicating your order request was
submitted for approval. Click on "OK". You are returned to the "Home" page. Once
an order request is submitted for approval it is no longer available for update. The
order request no longer appears on the "Home" page work list. The order is placed in
the CTR's work list.
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CTR Approval and Rework

A CTR approves an order request created by a User.

1. Onthe "Home" page identify the desired order request in the work list "Order #"

column (diagram 8.3).

Diagram 8.3
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Click on "Check Out" in the "Action" column. You are transferred to the "working on
order#" page (diagram 8.4).

Diagram 8.4
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To approve the order request:

a. Add the approval notes in the "Enter approval notes here" text box.

b. Click on "Approve". You are transferred to the "Confirmation" page. A
message is displayed indicating your order has been approved.

c. Click on "OK" on the "Confirmation" page. You are transferred back to
the "Home" page. The order request is removed from the CTR work
list.

Note:

Upon approval, if the order request had a request for an un-priced
CLIN it is placed in the CIO work list, not the Comptroller's work list.
Otherwise, the orders are always placed in the Comptroller's work list.
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To send the order request back for rework:

Note:

A CTR may not send an order request back for rework if they created the order
request. The rework option will not appear on the "working on order#" page (diagram
8.5).

Diagram 8.5
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a. Add the rework notes in the "Enter rework notes here" text box.
b. Select the rework level from the drop down list.

c. Click on "Rework". You are transferred to the "Confirmation" page. A
message is displayed indicating the order was sent back for rework.

d. Click on "OK". You are transferred back to the "Home" page. The
order request is removed from the CTR's work list and placed in the
User's work list.

ClO Approval and Rework

A CIO approves an order request that was previously approved by a CTR where the order
has a request for an un-priced CLIN.

1. Onthe "Home" page identify the desired order request in the work list "Order #"
column.
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2. Click on "Check Out" in the "Action" column (diagram 8.6).

Diagram 8.6
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You are transferred to the "working on Order #" page (diagram 8.7).

3. Toreview a read only summary of the order click on "View Order". After reviewing the
order return by clicking on "Back" in the browser toolbar.
4. To approve the order request:

a. Add the approval notes in the "Enter approval notes here" text box.

b. Click on "Approve". You are transferred to the "Confirmation" page. A
message is displayed indicating the order has been approved.

c. Click on "OK". You are transferred back to the "Home" page. The order
request is no longer in the CIO work list and is placed in the Comptroller's
work list.

Diagram 8.7
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To send the order request back for rework:

a. Add the rework notes in the "Enter rework notes here" text box.

b. Select the rework level from the drop down list.

c. Click on "Rework". You are transferred to the "Confirmation" page. A
message is displayed indicating the order was sent back for rework.

d. Click on "OK". You are transferred back to the "Home" page. The
order request is removed from the CIO's work list and placed in the
CTR's work list.

NMCI Confidential-Use of thisinformation isrestricted. All rights reserved. 46



NMCI Users Guide

Comptroller Approval and Rework

The Comptroller approves order requests previously approved by the CTR or CIO. The
function of the Comptroller is to add the 2275 funding information to the order request, and
assign 2275 information to each CLIN in the order request.

Note:
An order request must be tied to at least one 2275, however, multiple 2275s may be
added to an order request.

1. Onthe "Home" page work list identify the desired order request in the work list "Order
#" column.

2. To review the order before approving, click on the order number in the "Order #"
column. The order detail is displayed. After reviewing the order return back to the
"Home" page by clicking on "Back" in the web browser toolbar.

3. Click on "Check Out" in the "Action" column. You are transferred to the "Funding - Add
Line of Accounting (LOA)" page (diagram 8.8).

4. Transfer the 2275 funding information from the "Order for Work and Services — Form
2275" to the fields on the page. For ease of use the ACRN has been pre-populated,
however, it may be changed if so desired.

If 2275 information was previously entered for this order request, that information will
be displayed in the lower half of the screen.

Diagram 8.8
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5. Click on "Add 2275" to link the order request to the 2275 funding information.

Note:
More than one 2275 may be added to the order request. Repeat the above steps for
any additional 2275s that need to be added to the order.

6. To save the new 2275 information click on "Update".

7. Toremove the 2275 information from the order request check the "Remove" check box
and click on "Update". More than one 2275 may be removed from an order at the
same time.

8. To send the order request back for rework do the following:

a. Click on "Rework". You are transferred to the "Funding - Rework
Order" page.

b. Enter the rework notes in the "Enter rework notes here" text box.

Select the appropriate rework level from the drop down list.

Click on "Rework". On the "Conformation" page a message is

displayed indicating that the order has been sent for rework.

e. Click on "OK". You are returned to the "Home" page. The order has
been removed from the Comptroller work list, and placed in the work
list of the level selected on the funding rework order page.

oo

9. If more than one 2275 is attached to the order request the first 2275 added becomes
the default. You may select a different 2275 to be the default by clicking the
corresponding "Default" radio button.
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10. After you have completed adding the 2275 information click on "Next". You are
transferred to the "Funding - Order Allocation Summary by CLIN" page (diagram 8.9).

Note:
To return back to the "Funding - Add Line of Accounting (LOA)" page click on "Back".

11. The page is broken into two sections. The first section (funding summary) displays
total funding allocation amounts for each 2275 LOA/Document Control Number
combination in an order. The second section contains the CLIN Summary, which is in
the lower half of the page. This section provides the CLIN number, Product
Description, default 2275 ACRN and Document Control Number, and the Total Cost for
each unique CLIN in the order.

Diagram 8.9
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a. To change the 2275 associated with a specific CLIN:

Note:

The 2275 that was selected as the default on the "Funding - Add Line
of Accounting” page will be displayed in the "ACRN-Document Control
Number" column of the CLIN Summary table.

Changing the 2275 for a specific CLIN may only be done if more than
one 2275 was added to the order request.

i. Identify the CLIN you would like to change by

reviewing the CLIN number in the "CLIN Number"
column. Select the desired 2275 from the drop down
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list in the "ACRN - Document Control Number"
column. Repeat this step for any other CLINs where
the 2275 needs to change.

ii. Click on "Update" on the bottom of the page. The
dollar amounts in the "Amount" column (top portion of
the page) are adjusted to reflect the change.

b. To send the order request back for rework:

i. Click on "Rework". You are transferred to the
"Funding - Rework Order" page.

. Enter the rework notes in the "Enter rework notes
here" text box.

iii. Select the appropriate rework level from the drop
down list.

iv. Click on "Rework".

V. On the "Conformation” page a message is displayed
indicating the order has been sent for rework.

Vi. Click on "OK". You are returned to the "Home" page.
The order has been removed from the Comptroller's
work list, and placed in the work list of the level
selected on the funding rework order page.

c. To approve the order request:

i. Click on "Approve".
ii. On the "Confirmation" page you receive a message
indicating the order request was approved.
iii. Click on "OK". You are returned to the "Home" page.
The order request is removed from the Comptroller's
work list and placed in the SPAWAR's work list.

SPAWAR Approval and Rework

The Space and Naval Warfare (SPAWAR) approves order requests previously
approved by the Comptroller. The function of the SPAWAR is to assign 2276 funding
information to each 2275 in the order request.

Note:
A 2276 is required for each 2275.

1. Onthe "Home" page identify the desired order request in the work list "Order #"
column.

2. To review the order before approving, click on the order number in the "Order #"
column. You are transferred to the "Order Detail" page. The order detail is displayed.
After reviewing the order return back to the "Home" page by clicking on "Back" in the
web browser toolbar.
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Click on "Check Out" in the "Action" column. You are transferred to the "Funding -
Assign 2276 Line of Accounting (LOA)" page (diagram 8.10).

Transfer the 2276 funding information from the " Request for Contractual Procurement
— Form 2276" to the fields on the page.

Note:

If this is the first time you are assigning 2276 information for this order request, for
ease of use, all text fields (with the exception of the Cost Code and the Document
Control Number) are pre-populated. These fields may be changed if so desired.

If 2276 information was previously entered for this order request, that information will

be displayed.

Diagram 8.10
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Note:

Each 2275 is displayed with a corresponding blank 2276. A 2276 must be filled out for
each 2275 tied to the order request. The same 2276 may be used for more than one
2275. Complete all 2276s on the page.

a. To save the new 2276 information click on "Update".

b. To change a 2276 it must be replaced with new information. Type
over the old 2276 information with new information, and click on
"Update" to save your changes.

c. To send the order request back for rework click on "Rework". You are
transferred to the "Funding - Rework Order" page.
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i. Enter the rework notes in the "Enter rework notes
here" text box.

ii. Select the appropriate rework level from the drop
down list.

iii. Click on "Rework". You are transferred to the
"Confirmation" page. A message is displayed
indicating that the order has been sent for rework.

iv. Click on "OK". You are returned to the "Home" page.
The order has been removed from the SPAWAR work
list, and placed in the work list of the level selected on
the funding rework order page.

5. Once all 2276 information has been entered, you may continue the 2276 allocation
process by clicking on "Next". You are transferred to the " Funding - Order Allocation
Summary by CLIN" page (diagram 8.11).

Diagram 8.11
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6. The page is broken into two sections. The first section (funding summary) displays
total funding allocation amounts for each 2275/2276 LOA/Document Control Number
combination in the order request. The second section contains the CLIN Summary,
which is in the lower half of the page. This section provides the CLIN number, Product
Description, 2276 ACRN and Document Control Number, and Total Cost for each
unique CLIN in the order.

a. Toreturn to the " Funding - Assign 2276 Line of Accounting (LOA)"
page, or change the 2276 information click on "Back".
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b. To send the order request back for rework:

Click on "Rework". You are transferred to the "
Funding - Rework Order" page.

Enter the rework notes in the "Enter rework notes
here" text box.

Select the appropriate rework level from the drop
down list.

Click on "Rework". You are transferred to the
"Confirmation" page. A message is displayed
indicating that the order has been sent for rework.
Click on "OK". You are returned to the "Home" page.
The order has been removed from the SPAWAR work
list, and placed in the work list of the level selected on
the funding rework order page.

7. To approve the order click on "Approve". You are transferred to the "Confirmation"
page. A message is displayed indicating that the order request was approved.

8. Click on "OK". You are returned to the "Home" page. The order request is removed
from the SPAWAR work list and placed in the ACO work list.

ACO Approval

The ACO approves order requests previously approved by the SPAWAR. The function of
the ACO is to add the final order request information, and give final approval to the order
changing the order request to a task order.

1. Onthe "Home" page work list identify the desired order request in the work list "Order

#" column.

2. Toreview the order before approving, click on the order number in the "Order #"
column. After reviewing the order return back to the "Home" page by clicking on
"Back" in the web browser toolbar.
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3. Click on "Check Out" in the "Action" column. You are transferred to the "ACO Step 1"
page (diagram 8.11).

Diagram 8.11
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a. To send the order request back for rework click on "Rework". You are
transferred to the "Rework Order" page.

i. Enter the rework notes in the "Enter rework notes
here" text box.

ii. Select the appropriate rework level from the drop
down list.

V. Click on "Rework". You are transferred to the
"Confirmation" page. A message is displayed
indicating that the order has been sent for rework.

iv. Click on "OK". You are returned to the "Home" page.
The order has been removed from the ACO work list,
and placed in the work list of the level selected on the
rework order page.

4. Onthe "ACO Step 1" page enter or select:
a. Point of Contact

b. Issued by UIC
c. Administered by UIC
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Click on "Next". You are transferred to the "ACO Step 2" page (diagram 8.12).

Diagram 8.12
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5. On the page enter:

Task Order # in the "Task Order #" text box.

Select a COR from the "COR" drop down list.

Enter comments in the "General Comments" text box.

Enter the order notes in the "Order Notes" text box.

Review the address in the "Deliver Address" text box and update if
necessary.

Review the distribution information in the "Distribution” text boxes.
Update and add distribution information if necessary.

PO TQ

-
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6. The following options exist on the bottom of the "ACO Step 2" page (diagram 8.13):

Diagram 8.13
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a. Click on "Back" to return back to the "ACO Step 1" page, and cancel
the changes made on the "ACO Step 2 " page.

b. Click on "UPDATE" to save the changes made to the "ACO Step 2"
page.

c. Click on "View 1449" to view the 1449 report.

d. To approve the order do the following:

i. Click on "Approve".
ii. On the "Confirmation" page you receive a message
indicating the order request was approved.
iii. Click on "OK". You are returned to the "Home" page.
The order request is removed from the ACO work list.
The order request becomes a task order.

e. To send the order request back for rework do the following:

i Click on "Rework". You are transferred to the
"Rework Order" page.
ii. Enter the rework notes in the "Enter rework notes
here" text box.
iii. Select the appropriate rework level from the drop
down list.
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vi. Click on "Rework". You are transferred to the
"Confirmation" page. A message is displayed
indicating that the order has been sent for rework.

iv. Click on "OK". You are returned to the "Home" page.
The order has been removed from the ACO work list,
and placed in the work list of the level selected on the
rework order page.
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Section 9: Approving and Rejecting an Invoice

Overview

On the "Home" page invoice work list all the invoices that are awaiting approval are
displayed. The invoices are loaded into the NMCI website and are routed to the
appropriate CTR or COR. They need to be reviewed by the CTR and/or COR. Only a
COR may approve or reject invoices. A CTR may recommend approval or rejection. An
invoice contains all the CLINs for a specific UIC, and the monthly charges.

Note:
CTR and COR are the only Login Ids that will have an invoice work list on the "Home"
page.

Invoice Work List

Reviewing an Invoice

On the "Home page in the invoice work list, click on the desired invoice number in the
"Invoice" column. The invoice is displayed (diagram 9.1). The invoice is sorted by line of
accounting, location, and CLIN. Each location is sub-totaled, and at the bottom of the
invoice is the invoice total.

Diagram 9.1
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Approving and Rejecting an Invoice

1.

2.

On the "Home" page identify the desired invoice number in the invoice work list

"Invoice" column.

To review the invoice before approving, click on the invoice number in the "Invoice"
column. After reviewing the invoice return back to the "Home" page by clicking on
"Back" on the browser toolbar.

Click on "Check Out" in the "Action" column.

a. To approve the invoice:

Click on "Approve".

On the "Confirmation" page you receive a message indicating
the invoice was approved.

Click on "OK". You are returned to the "Home" page.

Note:

If the invoice was approved by a CTR it is removed from the
CTR invoice work list and remains in the COR invoice work list
with an updated status. The COR then needs to approve or
reject the invoice.

If the invoice was approved by a COR it is removed from the
COR and CTR work lists.

b. To reject an invoice:

Enter the rework notes in the "Enter rework notes here" text
box.

Click on "Reject".

On the "Confirmation" page you receive a message indicating
the invoice was rejected.

Click on "OK". You are returned to the "Home" page.

Note:

If the invoice was rejected by a CTR it removed from the CTR
work list and remains in the COR work list with an updated
status.

If the invoice was rejected by a COR it is removed from both
the COR and CTR work lists.
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Section 10: Reporting

Overview

From the reporting page you can view a variety of reports. Reports have been categorized
into the groupings listed below:

* Report by Task Order SF1449
* CLINbyUIC

e CLIN by Claimant

* CLIN by DON

* Dollar Summary by Claimant

Creating Reports

Report by Task Order SF1449

The "Report by Task Order SF1449" report lists the contract information for a specific order
request. The "Report by Task Order SF1449" page lists all, or selected order requests
associated with your work group. From this page you can generate the report for any order
request listed.

1. Inthe left hand toolbar click on "Reporting”. You are transferred to the "Reporting"
page.
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2. Click on "Report by Task Order SF1449". You are transferred to the "Report by Task
Order SF1449" page (diagram 10.1). All the orders associated with you work group
are listed. You can scroll through the list to identify an order or you can search for an
order.

Diagram 10.1
B ] s - Suder Siraies - Minresolt inrernes 1 oplares prassided by LTS £2000
Bl [ Yiem Fpoedes Took Hels
R TR 4 ) a | o IO [T P e
r"i'l:l'l-ll. P Ve G T o TP - e, T i g ST 1A D e L pavesp Prived T_serpeaii] =5HE) j TR T Y
f -
e . eMarketplace
EF1440 Dhider Loslap
Halest an erder from #e ligh or press the seoch betion (o find ae order nek histed below
Faeald i1 der whiei e Il:lukl Pt i st i‘hlnh:lﬂ Il:-\llf:dlll :]b
! NATEC
"'I‘I*I";!.: WEICI, USER_REMIEW N¥2378 FY 0l NAVAIR 100
. |
]:"I":IT: HICT_USER, REVTEW MODLET :'.'!‘;;I" HAVFAC 34 453,183 72
= - - n
| 2] 0 imivrves
Msmn| & uHEEgIE winbacL] e b [o NM_ ®iFwe | SEoRLE % e

Note:

If upon entering the "Report by Task Order SF1449" page there are no orders found the
following message appears:

No orders found for NMCIXXX (where XXX is your Login Id).

Searching for an Order

In the "Find Order where" drop down list select the field you wish to search against.
In the middle drop down list select a comparison operator.

In the last text box enter your search criteria.

Click on "Search".

PwONPE

Note:

If there are no order requests that match you search criteria the following
message appears:

No orders matching search criteria found.
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5. To generate a report click on the order request number in the "Order Number" column.
The report is displayed (diagram 10.2).

Diagram 10.2
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6. Click on "Back" in the web browser toolbar to return to the "report by Task Order
SF1449" page.

7. The current order status is listed in the "Status" column. To review the status history
click on the link in the "Status" column. You are transferred to the "Order Status
History" page.

8. Click on "Back" to return back to the "Report by Task Order SF1449" page.
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CLIN by UIC

This report lists all the CLINs, and the costs for a specific UIC and fiscal year.

1. Inthe left hand toolbar click on "Reporting”. You are transferred to the "Reporting”
page.

2. Click on "CLIN by UIC". You are transferred to the CLIN by UIC Report Parameters"
page.

3. Inthe "UIC" drop down list select the desired UIC.

4. Inthe "Fiscal Year" drop down list select the desired year.

5. Click on "Generate Report". The report is displayed (diagram 10.3).

Diagram 10.3
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CLIN by Claimant

This report lists all the CLINs, and the costs for a specific Claimant for a specific fiscal
year.

1. Inthe left hand toolbar click on "Reporting”. You are transferred to the "Reporting”
page.

2. Click on "CLIN by Claimant". You are transferred to the "CLIN by CLAIMANT Report
Parameters" page.

3. Select the desired Claimant from the "Claimant" drop down list.

4. Select the desired fiscal year from the "Fiscal Year" drop down list.

5. Click on "Generate Report". The report is displayed (diagram 10.4).

Diagram 10.4
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CLIN by DON

This report lists all the CLINs, and the costs for a specific fiscal year.

1. Inthe left hand toolbar click on "Reporting”. You are transferred to the "Reporting”
page.

2. Click on "CLIN by DON". You are transferred to the "CLIN by DON Report
Parameters" page.

3. Select the desired fiscal year from the "Fiscal Year:" drop down list.

4. Click on "Generate Report". The report is displayed (diagram 10.5).

Diagram 10.5
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Dollar Summary by Claimant

This report lists all the Claimants and their total order value for a specific fiscal year.

1. Inthe left hand toolbar click on "Reporting”. You are transferred to the "Reporting”
page.

2. Click on "Dollar Summary by Claimant". You are transferred to the "Claimant
Summary Report Parameters" page.

3. Select the desired fiscal year from the "Fiscal Year:" drop down list.

4. Click on "Generate Report". The report is displayed (diagram 10.6).

Diagram 10.6
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Section 11: Preferences

Overview

This page enables a person to change both their password and Email settings.

Change Password

1.

2.

ook w

In the left hand toolbar click on "Preferences"”. You are transferred to the "Preferences

Menu".
Click on "Change Password". You are transferred to the "Change Password" page

(diagram 11.1).

Diagram 11.1

Eir Eid s Fgessins Jnols  Help

T - R L = e
Finck twniif| Hing  Flwtmsh Homem | Sosch Femoriies  History Ml Frrink i [SETeTLL]
:H“I-l_'HI||.'.'ﬂ.ru.l||.1|||l|1u||:.u||u ks o wichamyey el il d o Links

. eMarketplace
Crangs Passward
I:Ir.g'nall
Paszword:
HE'ﬂII
Password:
P.:::.m:lrul
Copfirmakion;
Chamge Fasoword
I —— - — - - - - e - - - - - - - — - " - - - j
] 02 s iR D ik dbay) j5tis & o e 20 s, inii- a0 Susdeges | | Uk Zaiee
wSte| & UEEHSANE B sCammi [+ MG eComm... | GYa85d] S0l g4 Pm

Enter your existing password in the "Original Password:" text box.

Enter your new password in the "New Password:" text box.

Enter your new password a second time in the "Password Confirmation:" text box.
Click on "Change Password". You receive a message indicating that your password
was successfully changed.

Note:
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If you entered the wrong password in the "Original Password" text box the following
error message appears:

Password not updated. The supplied original password does not match the current
password in the profile.

If the "New Password" and "Confirmation Password" do not match the following error
message appears:

The supplied passwords do not match.

Click on "OK". You are returned to the "Preferences" page.

Change Email Settings

1.

2.

In the left hand toolbar click on "Preferences"”. You are transferred to the "Preferences

Menu".
Click on "Change Email Settings". You are transferred to the "Change Email Settings"

page (diagram 11.2).

Diagram 11.2
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Select either "yes" or "no" from the "Receive Email:" drop down list to indicate your
preference.
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Note:
If yes is selected the person (Login Id) will receive an email notification when an order
is placed in their work list.

Enter your new Email address in the "Email Address:" text box.

Click on "Change Email Settings". You receive a message indicating that your Email
settings were successfully changed.

Click on "OK". You are returned to the "Preferences" page.
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Section 12: Administration

Overview

Administration is not covered in this guide. Please contact an NMCI customer service
representative for any questions you may have regarding system administration. Please
refer to section 14 of this document, "Help".
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Section 13: Log Off

Overview

Please logoff the application before exiting your browser, or when you plan not to use the
application for more than 30 minutes.

Logging Off the Application

Click on "Log Off" in the left hand toolbar. You are returned to the "Login" page.
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Section 14: Help

Overview

The "NMCI Customer Service" page provides contact information in case you need to
contact NMCI personnel regarding your experience with the NMCI website.

Most of the pages in the application contain a help "?" icon. By clicking on the question

mark an explanation of the page and step-by-step instructions are available for your
review.

Customer Service Information

1. Inthe left hand toolbar click on "Help". You are transferred to the "NMCI Customer
Service" page.

2. For problems or issues contact a customer service representative at the number listed.
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Glossary of terms:

Acronym Definition Description
A funding document created by the The Comptroller funds
Comptroller and which provides the 2275 orders using funds
Line of Accounting and Document Control committed on the 2275.

2975 Number to be entered into the system.

A funding document created by the The SPAWAR funds
SPAWAR that provides the 2276 Line of orders using funds
Accounting and Document Control Number committed on the 2276.

2976 to be entered into the system.

A User Login Id type. Administrative Final approver in the

ACO Contracting Officer Command chain.

A User Login Id type. Chief Information Claimant CIO or their
Officer designate. If authority is
delegated, Navy PEO-IT
clo must be notified in writing.
Contract Line Item Number A NMCI service (for

CLIN
example, a Red
Workstation).

A User Login Id type. A Comptroller adds the

Comptroller 2275 line of accounting
information to an order
request.

COR A User Login Id type. Customer ?????7? A COR has final authority

Representative. to approve or reject an
invoice.
A User Login Id type. Customer Technical The person who approves

CTR .

Representative the order (1st level)

LOA Line of accounting. This term is used to
represent a 2275 or 2276
funding request. Each
contractual line item in an
order must be associated
with a line of accounting.
A line of accounting is the
combination of all of the
fields indicated at the top
of the Funding - Add Line
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Acronym

Definition

Description

of Accounting page and
the Cost Center.

NMCI

Navy Marine Corps Intranet

The intranet site where
NMCI clients lease
products and services.

Order

A request for products or services.

A request for products or
services. that has not yet
been approved by the
ACO. When an order
request has been
approved by the ACO, it
becomes a Task Order.

SF1449

Standard Form 1449 (PDF File)

A standard government
form used for Task
Orders.
Solicitation/Contract/Order
of Commercial Iltems.

SPAWAR

A User Login Id type. Space and Naval
Warfare

Command level that
assigns the 2276 line of
accounting to an order
request.

Task Order

A request for CLINs that has been approved
by the ACO.

An order request that has
been approved up the
command chain and
received ACO approval.

uiC

Unit Identification Code

Location (for example, a
base)

User

A User Login Id type. Lowest Login Id type
in the command chain.

A User can enter and
approve orders.
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