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I.  Overview

A.
What is Acquire?

Acquire is the U.S. Department of Treasury, Bureau of the Public Debt’s automated simplified acquisition system.  

B.
Features and Implementation

	Phase
	Component
	Features
	Implemented

	I
	Base System
	· Create and route PRs

· Issue Purchase/Delivery Orders (by the Division of Procurement)
	FY 1998

	II
	Subscription/Warranty Module 
	· Acknowledge receipt of subscriptions

· Renew subscriptions, warranties, and other renewable agreements
	FY 1999

	III
	Federal Financial System Interface
	· Transmit data to and from Acquire to the American Management System’s Federal Financial System™
	FY 2000


II.  Getting Started
Acquire is launched via the following websites:

	User
	Website Address

	Public Debt
	http://ntarc1/

	Franchise Customers ((Treasury Communication System (TCS))
	http://arc.bpd.treas.gov/

	Franchise Customers (non-TCS)
	http://arc.publicdebt.treas.gov/


Select “Acquire - End User Version” and you will see the following menu.  All actions can be executed from this menu:
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If you exit out of this menu and need to return, select the following from the Title Bar:



III.  Setting Defaults
Setting defaults provides Acquire the information it needs to identify you and your office.  It also enables convenience features to reduce the need for repetitive data entry.

In order to “Set Defaults” follow these steps:




A.
Purchase Request Defaults
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B.
Personal Information
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C.
Set Acting Users
[image: image6.png]User Setup for FEIRTAG, BRUCE E

| Pesord lnomaton )

PR Defouls

Select User who can
otas you

Edit Commands:

[morsiontid]
AddtoList
Help

Set Acting Users

Ir|

Users Allowed o Aot For You

User Name

Update

Help Ext






IV.  Creating a New Purchase Request
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A.
Main PR Information
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B.
Justification & Notes
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C.
Line Items
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D.
Routing Slip
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E.
Attachments
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F.
Sign/Send
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V.  Reviewing and Sending a Purchase Request
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A.
Submitted PRs
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B.
Rejected PRs
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VI.  Reviewing and Sending a Funds Increase
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VII.  Acknowledging Receipt of a Subscription

Acquire will generate a notice for you to acknowledge the receipt of a subscription based on the estimated delivery date obtained from the vendor by Procurement.
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VIII.  Renewing Subscriptions, Warranties, or Other Renewable Agreements

Acquire will generate a notice for you to renew or decline a subscription, warranty, or other renewable agreement 90 days prior to the estimated expiration date.
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IX.  Searching for Renewal Notices

To search the entire Acquire database for renewal notifications, follow these steps:
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Example
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X.  Changing Your Point of Contact

A Point of Contact (POC) is set for every cost code.  The POC receives all subscription receipt notifications and subscription, warranty, or other renewable agreement expiration notifications for the specified cost code.
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XI.  Acting for Another User
If you need to “Act” for another Acquire user who has given you access (see Chapter III, C., page 4 for granting access), follow these steps:

A.
Start Acting
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B.
Stop Acting
To stop Acting and return to your own Acquire account, for follow these steps:
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XII.  Searching for Purchase Requests
A.
Your PRs
Acquire allows you to quickly view PRs that you have created.  This is accomplished by following these steps:

[image: image67.png]‘Welcome to Acquire. Bruce

You have 1 unsubmited PR EdiPRs
You have 1 PRs for review or approval in your inbo. Reviow
You have 3 PRs that have been submitted and are open. Check Status
You have 1 Funds Increase Forms to sign/teview in your inbox. Review.
You have 6 Subscriptions that you should be receiving shortly ézﬂm‘edge
Renewor
agreements which will be expiring shoitly Desine
The POC for Subscription/renewable agreements for your Change POC
costcods is FOWLER, SHERRY E -
01 select anothr acivy
GoDitectl o s PR
PRNo: | Load PR
NewPR Benewals Show Custom. SetDefouls
acths PR Show Custom. Ext

FEIRTAR, BRUCE E (cunently not acting]




[image: image68.png]4 3 Open PRs [BFEIRTAG]

[PF Title or tem 1 Desc. [ Total Price_[Status. [FR Date.

chie 5950 Submifed
In Fio

[AR-36000.20000020 | TELEVISION 400,00 Reiected 07/10/2000

o1 »
Chase Pis o Display:

Unsubrited | Ibox | OpenPRs | _Customize.. | Specitc PR |

vt | | | | | oie. |t | o | et |







[image: image69.png]@ P TaHeView

€ Piint Detal of Curent Record

oK Cancel





B.
By PR Number
If you know the PR number you are looking for, follow these steps:
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C.
Entire Database

To search the entire Acquire database for purchase requests, follow these steps:
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Example
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XIII.  Signature History
If you would like to know the signature history associated with a PR, follow these steps:

· Go to the details of any PR by searching your purchase requests (see Chapter XII, pages 27-31).
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XIV.  Purchase Order Information

If you would like to know the purchase order information associated with a PR, follow these steps:

· Go to the details of any PR after searching and retrieving the PR (see Chapter XI, pages 25-29).

A.
Purchase Orders
Line Item #1:
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Line Item #2 highlighted:
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B.
Modifications

Modification #1 (With $):
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Modification #2 (Without $):
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XV.  Getting Help
If you need help with Acquire or need additional copies of this manual, contact the:


XVI.  Print-Out Samples

(Attached)
A. Purchase Request

1. Main PR Information (Public Debt Form 4247)

2. Signatures Listing

3. Attachments Listing

4. Routing Slip

5. Justification and Other Notes

6. Funds Increase

B. Purchase Order (Public Debt Form 5308)

C. Modifications (Standard Form 30)

1. Number 1

2. Number 2

Click the “Set Defaults...” button.





Enter costcode for which you most frequently prepare PRs.





Enter name of who receives and inspects supplies/services (include his/her phone and room #.)





Enter your Division/Branch.





Enter your phone #.





Enter your name.





Enter your phone #.





Enter your costcode.





Check this box if you don’t want “message box” notices/warnings.








Click “Select...” and type in and then click on the name of the Acquire user that typically receives PRs after you create or review.





Completed by Acquire Administrator (contact Acquire Administrator if incorrect).





To remove a name, click on the name in the list and click on “Remove from List.”





After clicking on the name, click on “Add to List.”


(Repeat for more users.)








Once all information has been entered, click on “Update.”


Note:  You will have to exit and re-start Acquire for these changes to take effect.





Type and then click on the name of the Acquire user that you would like to give access to your account.








Note:


Any of the Acquire users selected may act for you at any time.  If they do review or create a PR, Acquire will reflect who acted for whom in the signature tab. (See Chapter XI, page 25 and Chapter XIII, page 32 for details.)





Click the “New PR...” button.








This information fills in automatically from your defaults, but can be changed for this PR.








Enter suggested vendor(s) or applicable contract number(s).





Enter Reporting Category (if applicable) and if the same for all line items.





Enter Object Class (or use the “Lookup...” button) here if the same for all line items or let Budget Analyst enter.








Select PR Type:


“Regular” for PRs < $100,000.


“Contract” for PRs > $100,000 OR delivery order(s) off  an exiting contract.


“Establish ESP” for setting up an Expedited Small Purchase PR.








Change FY and Date if creating a PR for a different FY (e.g. FY 2002 and 10/01/2001).





Enter any justification or additional information here.





Note:  If you have  extensive and/or formatted text, it is recommended that you include as an attachment instead (See IV., E. page 9 for adding an attachment).





Tip:  You can “cut” and “paste” from any MS Windows™ application into this field.








Object Class and Reporting Category fill in from “Main PR Information”  (if entered).


Note:


This can be changed for each line item, as needed, by typing in (or for Object Classes, using the “OC...” button to lookup the appropriate Object Class).  If the Object Class or Reporting Categories are different for different line items, then the Object Class and/or Reporting Category fields on the “Main PR Information” tab need to be blank.





Click on “Add” to add a line item to the PR.





Note:


Program, Job No., and Reporting Category are only used by certain offices.





Enter Quantity, Unit of Issue, and Unit Cost.  (Total Cost calculates automatically.)





When complete, click “Confirm.”





Enter item description along with any model/part number, as applicable.





Note:


You can “Edit” or “Delete” the  highlighted line item by clicking the corresponding buttons.








After confirming, the line item is added here.





Note:


The total of all line items is summed here.





Note:


The highlighted line item shows the full details here.








Example of second line item.





Enter any special routing information here, as needed.





Tip:  You can “cut” and “paste” from any MS Windows™ application into this field.








Click on “Add” to add an attachment.








Click on “File to Attach...” and select file from the applicable directory in the  File Open menu and click “Open.”








Enter any description, as needed.








Select Document Type.








File path and name will appear in this field.








Click “Confirm” when finished to add the attachment.








Note:


You can “Delete” or “Replace” the  attachment by clicking the corresponding buttons.








After confirming, the attachment is added here.








Example of second attachment.





Once the PR is complete, click “OK.”  (This can be done from any of the tabs.)





If the attachment cannot be attached electronically (e.g. a catalog page), then click “Add,” select “Document Type” as “Other,” provide a brief description, and check this box (as opposed to using the “File to Attach...” function). Then, send the paper attachment through the mail to Procurement with the PR nmuber noted on it.








Note:


The highlighted attachment shows the full details here.





The PR is then assigned the next sequential number based on your field office, costcode, and the fiscal year.








Choose an option based upon how you want to proceed.  If you exit Acquire, this PR will be placed in your “Unsubmitted” box until further action is taken.  If the PR is ready to be sent, choose “Continue editing, sending or reviewing the PR.”





Send the PR to your default PR recipient or select another Acquire user from the table of names, as needed.





To route the PR, click on “Sign/Send.”








Provide a notation with your signature, if desired.








After selection, click “Finish” and your PR will be sent to the designated user.








To review your PR(s) click “Review...”








When someone has sent a PR to you for you to review, Acquire will reflect this here.








After clicking “Review...,” you will see a listing of the PR(s) for your review.





In order to review the highlighted PR, click on “Details...”





After clicking on “Details...”  You will see a window with any message the sender entered with his/her signature along with the date and time it was sent.








Click “Close” and you will see the PR for reviewing.  You may then review any or all tabs for the PR.





Note:


If you exit without signing/sending the PR, the PR will remain in your box for review.





After review is complete, click on “Sign/Send.” 





Select “Review” if you are routing the PR on to another Acquire user.








After Type of Signature is selected, click “Next->.”








Select “Rejection” if the PR should be returned to the PR creator for modification or deletion.








Select “Approval” if you are a management or budget official, authorized to approve PRs.








After Notation is entered, if any, click “Next->.”








Provide a notation with your signature, if desired.








After selection, click “Finish” and your PR will be sent to the designated user or Budget.





Select default PR Recipient, “PR Creator,” “Budget,” or another Acquire user from the table of names, as needed.





After clicking “Review...,” you will see a listing of the PR(s) for your review.  (Rejected status is noted here.)








If you would like to modify and re-send the PR, click “Re-submit...”


This will cause Acquire to prepare a copy of the PR for placement in  your “Unsubmitted” box” with a new PR number.








If you would like to delete the PR, click “Delete...”








You will then be provided with an opportunity to change the Fiscal Year, if necessary.





You will be provided with the number of the new PR placed in your “Unsubmitted” box and prompted to delete the rejected PR.








Click “Edit PRs” in order to modify and then sign/send the new PR.





The newly created PR will be reflected here.








After clicking “Edit PRs,” you will see a listing of your unsubmitted PRs.





After changes are made, you may then “Sign/Send” the PR as you would with any new PR.  (See IV., F., page 12 for sign/send procedures.)








Click “Modify...” to make any changes necessary.





When someone has sent a Funds Increase to you for you to review, Acquire will reflect this here.








To review your Funds Increase(s) click “Review...”








After clicking “Review...,” you will see a listing of the Funds Increases for your review.





In order to review a Funds Increase, click on “Review...”





The highlighted Funds Increase will display a description here.








The entire PR loads and displays the “Funds Increase” tab.


Note:


You can still look at any other tabs on this PR, as desired.





Highlighted signature’s notation appears here.





The signatures associated with the Funds Increase highlighted above are listed here.





The  Funds Increases associated with this PR are listed here.





Procurement’s notation appears here.








After review, click “Sign/Send Highlighted Funds Increase.”








Review, Approve, or Reject the Funds increase the same as you would a PR.  (See Chapter V.A., page 15.)








After clicking “Review...,” you will see a listing of the notification(s) for you to acknowledge.





When Acquire has sent a subscription receipt notification to you for you to review, Acquire will reflect this here.








To view the notification(s) click “Acknowledge Receipt.”





If you have received the subscription, then click “Acknowledge Receipt.”





The highlighted notification will display a description here.





If you need to see the PR information, then click “View PR.”








If another Acquire user needs to acknowledge, then click “Send to...” and select that user.








After clicking “Acknowledge Receipt,” you will be prompted to enter the date the 1st issue of the subscription was received.





When Acquire has sent a renewal notification to you for you to review, Acquire will reflect this here.








After clicking “Renew or Decline,” you will see a listing of the notification(s) for you to renew or decline.








To view the notification(s) click “Renew or Decline.”





The highlighted notification will display a description here.





If you would like to renew the subscription, warranty, or renewable agreement, select “Renew.” If  would not like to renew the subscription, warranty, or renewable agreement, select “Decline.”  If you need to send the notice to another Acquire user, select “Send.”








When “Renew” is selected, Acquire will request the fiscal year and costcode you would like to use for the new PR.  After this selection is made, a copy of the PR used for the previous years subscription, warranty or other renewable agreement will be placed in your Unsubmitted box with a new number.  The new PR can then be modified and routed as needed.





If you need to see the PR information, then click “View PR.”








Click on “Renewals show Custom...”





You may select various criteria to search by.  (See next page for an example.)








You will be informed of how many PRs have met your search criteria.


Note:


If your criteria produces too many PRs, you will be prompted to narrow your search.








To search for all subscription, warranty and other renewable agreements in a specific costcode, check this box, enter a costcode, and click “OK.”








To print the highlighted PR or the listing of these PRs, click “Print.”  You will then be provided with the option of whether to print the highlighted PR or the listing.





To view the details of any of the PRs, click “View PR...”





Acquire produces a list of PRs that met the criteria specified.  (The highlighted PR will have details displayed below.)





If you need to change the Point of Contact, click on “Change POC.”








Your POC is shown here.








You will then receive further instructions and then be able to proceed to change your Point of Contact by selecting a name from the table of Acquire users. 








Click on “Act As...”








Select an Acquire user for whom you would like to act from the table of names of Acquire users who have given you authorization by designating so in their “Set Defaults.  (See Chapter III. C., page 4.)








You are now acting for the selected Acquire user which is reflected here.


Note:


All PRs/notifications shown here reflect only that user’s (not the combination of yours and his/hers.).





The name of the Acquire user for whom you are acting will automatically appear in the name field.





Click on “Act As...”








Click on “Stop Acting.”








You are now no longer acting, which is reflected here.





Acquire produces a list of all PRs that you have created.





Click on “Check Status...”








To print the highlighted PR or the listing of these PRs, click “Print.”  You will then be provided with the option of whether to print the highlighted PR or the listing. (See attached print-out sample, Chapter XVI. A.)








To view the details of a highlighted PR, click “Details...”





From either the “Welcome to Acquire” screen or the “Customized Display” screen,  type in the PR number (either with or without hyphens) and click the “Load PR” or “>>“ button.





Acquire produces the PR Details, where any tab can be viewed and the PR can be printed.





Click “PRs Show Custom...”





You may select various criteria to search by.  (See next page for an example.)





To search for all PRs in a specific costcode and fiscal year, go to the corresponding tabs and check the check box to activate the criteria, enter a costcode and fiscal year, and click “OK.”





You will see the search criteria you specified in the “Query Summary” tab and be informed of how many PRs have met your search criteria and asked if you want to view the listing of them.


Note:


If your criteria produces too many PRs, you will be prompted to narrow your search.








To print the highlighted PR or the listing of the PRs, click “Print.”  You will then be provided with the option of whether to print the highlighted PR or the listing.  (See attached print-out sample, Chapter XVI. A.)





To see the Query Summary again, click “Explain.”





To view the details of a PR, click on a PR so it is highlighted and click “Details...”








Acquire produces a listing of all PRs that met the criteria specified.





To print the highlighted PR or the list of these PRs, click “Print.”  You will then be provided with the option of whether to print the highlighted PR or the list.





Click on the “Signature” tab.





Creator of PR is shown here.





PR’s Current Location is shown here.





Reviewer signatures may be filtered out of the display by clicking here.  (They will be unfilterd by clicking again.)





The highlighted reviewer/approver’s notation is shown here.








Reviewer/Approver signatures are shown here.








If the highlighted user was acting for another, it would be shown here.








Click on the “PO Information” tab.








Purchase Order (PO) information for the highlighted line item,will be displayed below.  This includes:


PO #


Line Item description


Estimated delivery date


Vendor name


Estimated price & quantity


(This is the PR price & quantity.)


Adjusted price & quantity


(This is the actual price paid & quantity which is on the PO (taking into account modifications, if any).)





Tip:


Use the horizontal scroll bar to view more information.





The highlighted PO can be printed by clicking “Print Current PO.”  (See attached print-out sample, Chapter XVI. B.)





Modification information for the highlighted Modification number, will be displayed below.





If there have been any Modifications issued on a PO, the “PO Modifications” tab will be active.  To view Modification information, click on this sub-tab within the “PO Information” tab.





The highlighted Modification can be printed by clicking “Print Current Mod.” (See attached print-out sample, Chapter XVI. C.)
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