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Creating a DLA/GSA Inbound Order
This documentation explains how you create a DLA/GSA Inbound Order. 
To Create a Purchase Order:
1. Select Inbound > Create Inbound Order menu.
2. Enter the Seller ID (e.g. VA0010) and press Tab to exit field. You may also use the search console to find seller ID by clicking on the magnifying glass next to Seller ID text box. The Inbound Order Entry screen appears.
3. Enter the PO Number, or leave the field blank and the system will automatically generate the PO number. Press Tab.
4. Enter the Requisition # if needed Press Tab.
5. Press Tab to accept the current date, or edit the date if needed.
6. Enter the Order Name. Press Tab.	
7. In Priority Code Field enter 08 for Emergency Orders or 10 for Routine Orders
8. Select Order Purpose from dropdown menu, Tab
9. Select Transportation Requirements from dropdown menu
10. Click Create Order. Write down the PO Number for future reference. The Inbound Order Detail screen appears. Press Tab.
11. Select the Service from the drop-down list. Press Tab.
12. Accept the current date and time as the Requested Deliver Date or edit if needed. Press Tab.
13. Enter the Contact Phone for the person placing the order, if needed. Press Tab.
14. Enter the Contact Name (person placing order) if applicable. Press Tab.
15. Click SAVE
16. [bookmark: _Hlk37069083]Click the Show FSS Order Details Link. The FSS Order Details screen appears.
To complete an Emergency DLA Order from the FSS Order Details screen
1. [bookmark: _Hlk37069938]Enter A0E. In the DIC text box, this code identifies the order as an emergency order. Press Tab
2. [bookmark: _Hlk37068182]Enter SMS In the RIC text box, this code represents the DLA identifier. Press Tab.
3. Enter S in the M&S text box, Press Tab.
4. Your DODAAC information In AAC text box, this code represents your shipping address.  Press Tab
5. Enter Julian Date from Julian Date Calendar, In JDate text box, this represents date your order is placed.  Press Tab
6. Leave SUPADD text box Empty, 	unless you are having order shipped to another location. If shipping to a different location enter that locations DODAAC.  Press Tab
7. Enter A, In SIG text box, Press Tab
8. Enter TR in Fund Code text box, Press Tab
9. Leave DIST text box empty, Press Tab
10. Enter 08 for Emergency Orders in PRI text box, Press Tab
11. Enter Requested Delivery Date from Julian Calendar in the RDD Text Box, Press Tab
12. Enter Advice code from DLA Advice Code list in the ADVICE text box, Press Tab
13. Enter WFP in the PROJ text box. Emergency orders are assigned to a project of WFP – this identifies the order is an emergency order from the Wildland Fire Protection Program (only used by the NISC). Press Tab.
14. Leave DRN text box Empty
15. Click Save, then click on Show FSS Order Details link again.
16. Navigate to the Order Lines panel.
17. Click NEW to display order lines.
18. Enter the Item ID or search for the six-digit cache (NFES) item number. The Description, Product Class, Cache UOM, Available RFI and Cache Std Pack information will all auto fill. The Supplier U/I and Supplier Std Pack fields populates if the item has been associated with the supplier. 
19. Enter Supplier Order QTY Verify that the supplier UOM is considered when entering the GSA/DLA ordering quantity and the Cache ordering quantity, as they can be different.
20. Enter Doc No Serial for each item - most caches use 4 digits of the NFES number i.e. 0030.
21. Enter the quantity that is being ordered in the Cache Order Quantity field.
22. Enter line comments pertaining to the order line, if needed.
23. Repeat the steps 18 thru 21 for each ordered item.
24. Click Save to save the draft order into the system. You can still make changes once the order is saved and is in Draft Order Created status. If you make changes click Save again.
25. Click Confirm to confirm the order.
26. See instructions below on how to print order.

To complete a Routine DLA Order:
1. Enter A0A. In the DIC text box, this code identifies the order as an emergency order. Press Tab
2. Enter SMS In the RIC text box, this code represents the DLA identifier. Press Tab.
3. Enter S in the M&S text box, Press Tab.
4. Your DODAAC information In AAC text box, this code represents your shipping address.  Press Tab
5. Enter Julian Date from Julian Date Calendar, In JDate text box, this represents date your order is placed.  Press Tab
6. Leave SUPADD text box Empty, 	unless you are having order shipped to another location. If shipping to a different location enter that locations DODAAC.  Press Tab
7. Enter A, In SIG text box, Press Tab
8. Enter TR in Fund Code text box, Press Tab
9. Leave DIST text box empty, Press Tab
10. Enter 10 for Routine Orders in PRI text box, Press Tab
11. Enter Requested Delivery Date from Julian Calendar in the RDD Text Box, Press Tab
12. Enter Advice code from DLA Advice Code list in the ADVICE text box, Press Tab
13. Enter WFP in the PROJ text box. Routine orders are assigned to a project of WFP – this identifies the order is a routine order from the Wildland Fire Protection Program (only used by the NISC). Press Tab.
14. [bookmark: _GoBack]Leave DRN text box Empty
15. Click Save, then click on Show FSS Order Details link again.
16. Navigate to the Order Lines panel.
17. Click NEW to display order lines.
18. Enter the Item ID or search for the six-digit cache (NFES) item number. The Description, Product Class, Cache UOM, Available RFI and Cache Std Pack information will all auto fill. The Supplier U/I and Supplier Std Pack fields populates if the item has been associated with the supplier. 
19. Enter Supplier Order QTY Verify that the supplier UOM is considered when entering the GSA/DLA ordering quantity and the Cache ordering quantity, as they can be different.
20. Enter Doc No Serial for each item - most caches use 4 digits of the NFES number i.e. 0030.
21. Enter the quantity that is being ordered in the Cache Order Quantity field.
22. Enter line comments pertaining to the order line, if needed.
23. Repeat the steps 18 thru 21 for each ordered item.
24. Click Save to save the draft order into the system. You can still make changes once the order is saved and is in Draft Order Created status. If you make changes click Save again.
25. Click Confirm to confirm the order.
26. See instructions below on how to print order.

To Print the Order:
1. On main menu bar, select Business Intelligence > Launch WMS Reports > DLA Purchase Order Report or FSS Purchase Order Report.
2. From the report prompt page, select the PO Number from the drop-down list, or enter it in the insert field and click Insert.
3. In the Select a Column to Sort By feild select either, P.O. Number, Cache Item, or Serial No 
4. Click Finish. The report renders in .pdf format. Print report for your records.
5. Convert the report to Excel Spreadsheet and save it before forwarding it to DLA.
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