WEB REQUISITIONS

Important note:  Only those persons possessing specifically delegated authority (buyers) may make commitments or sign documents with contractors or third parties that contractually bind the Laboratory.  In other words, requisitioners may not give PO numbers to vendors or otherwise authorize a vendor to ship an order before the buyer sends the PO to that vendor.  Requisitioners also may not authorize a vendor to make any changes to an existing PO (see section on Change Orders below).  If a requisitioner authorizes an order or a change to an existing order, without following the proper procedure, he or she may be held personally liable for the costs incurred.

Before you use the system the first time, you will need to fill out a Request for System Access form.  You may obtain the form at http://intranet.bnl.gov/bsd/files/pdf/revisionform.pdf or see Wendy Morrin in room 2-178.  Diane Hatton must approve the form and Wendy Morrin will fax the form to ITD.  You will usually have access to the system by the next day.

To access the Web Requisition form, go to http://130.199.76.90/webreq/logon.asp 

(or, from the BNL homepage, http://intranet.bnl.gov/, go to Administration\Support Divisions & Offices\Business Systems Division\Web Requisition).  

Enter your Life number and password.

To input a Web Requisition:

· Make sure your name, life-number, work group and building are correct. 

· Enter the correct due date.

· If this is an emergency order (if it must be received within 24-48 hours), check the Emergency Requisition box

· Choose a vendor

· Type vendor’s name in Search box and click on Find; then choose correct name from drop down arrow next to Vendor box

· If you do not have a vendor, you must choose “any vendor”

· If this is a first time vendor, you must have the correct name, address, and phone number.  Choose “any vendor” and enter vendor information in Comments to Buyer box at bottom of form 

· See below for Sole Source requirements

· Choose the appropriate Type and Product Categories from the drop down menus

· Enter a description of what you are purchasing in the Requisition Description box

· Answer the Yes/No questions 

· Enter a short description, QA category/Hazardous Material Index, Unit of Measure, quantity, price information and a more detailed description for each item ordered

· If you are ordering more than one item, click the “Item” button to add lines.  You may have a total of up to 14 lines.  If your order has more than 14 lines, you will need to do more than one Web Requisition.

· If you want to delete an item, click on “Void” in the far right hand column next to the item you want to delete

· Enter Project Cost information for each line item entered, by typing the Project number and then selecting the Activity from the dropdown list

· Enter the appropriate dollar amount for each line item

· Click on Document Review and your name should appear at the bottom

· Save

· Send (first to the person who has signature authority for the Activity chosen, and then to Diane Hatton for final approval and submission).  To send:

· Click on Send at top of the Requisition

· Then click on the binoculars (Search) and type the person’s last name, all in caps (you may have to choose their name from the dropdown menu), click OK

· Type any comments you wish to send and click on the envelope (Send)

· You will get a message “mail sent” at the bottom of the window, and an email message stating that your request for approval was sent

· Once all the necessary approvals have been obtained and the requisition has been submitted, it will be processed by a buyer/contract specialist

· After the order has been dispatched, to the vendor, by the buyer, the Budget Group will send you a copy of your Purchase Order so you have it for your records.  Any questions should be directed to Wendy Morrin (X4884).

Sole Source

If a single/sole source is recommended for a supply or service estimated to be greater than $25,000, a Justification for Non-Competitive Procurement (JNCP) must be submitted.  If the estimated price is $100,000 or less, the JNCP can be entered either directly on the on-line requisitioning system in the “Comments to Buyer” section or by submitting the form located at http://intranet.bnl.gov/ppm/files/doc/Justification.doc.  An approved JNCP memorandum substantiating the source requirement must be provided if the estimate is over $100,000.  The list of individuals authorized to approve JNCPs is located at http://intranet.bnl.gov/ppm/files/pdf/jncp.rev2.pdf.  If an approved JNCP is not provided, PPM may solicit other capable and reliable suppliers.

In accordance with Laboratory socioeconomic goals, PPM will solicit small, small-disadvantaged, HUBZone and veteran-owned businesses to the maximum extent practicable.  Requisitioners are encouraged to use these types of capable sources as recommended suppliers.

Change Orders

A Change Order is required when you need to make changes to an existing Purchase Order or Contract.  See Wendy Morrin for Change Orders to Purchase Orders and Claire Retundi for Change Orders to Contracts.

Computer Purchases

Computers cannot be purchased with credit cards. To purchase a computer, the requisitioner must create and submit a Dell E-quote as well as a Web Requisition.  Instructions for creating a Dell E-Quote are available on the PPM homepage at http://www.bnl.gov/ppm.  

