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Introduction

The purpose of this guide is to assist experienced Budget Approvers to amend a requisition that has
utilized the Subject to Availability of Funds (SAF) process in STRIPES. This is not meant to be an
instructional guide for amending standard requisitions and will limit focus to the steps required by the
Chicago Budget Office.

The SAF requisition process should only be used when funds are not available in the STARS
Financial System. This process will allow a requisition to be approved and sent to the Acquisition
Office for processing by the Contract Specialist (CS) prior to availability of funds. Once funds have
been placed into STARS, the requisition will be amended to add the appropriate commitment allowing
the CS to finish processing the award. By utilizing this process, work can be initiated further in
advance which will level off the workload by the Chicago Acquisition Office.

PART 1 will start with the steps needed to approve the SAF requisition. Please note that these steps
are not new to the process; however, the guide will provide additional data points to be verified before
approving the requisition.

PART 2 provides the new steps required to amend the requisition to place the money back onto the
award after the funds have been made available in STARS.

Approving and Amending a SAF Requisition 4 01/24/2012
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Approving and Amending a SAF Requisition

PART 1: Approving

Help | My Profile | Sign Out

2

8

Inhox @

Documents E

Create 2
Open

There are 171 unread messages in your inbox.
Click here to view.

Recent Documents

Requisition: 12X(Y012503
New Title: SAF process improvement vii, Jan 19-20,

Requisition: 12X(Y012500
New Title: SAF process improvement vil, Jan 19-20, 2012; Pl Jason Valdes

2012, PI: dason Valdes

Requisition: 12XY012435
Wew; Title: SAF process improvement v6, Jan 16-1, 2042, P Jason Valdes

Requisition: 12XY012491
New Title: SAF process improvement v8, Jan 18-18, 2042;

Requisition: 12XY012490
New Title: SAF process improvement v, Jan 18-19, 2012;

Requisition: 12XY012469
Mew Title: SAF process improvement vi, Jan 1818, 2012,

Pl Jason Valdes

PI: Jason Valdes

Pi: Jason Valdes

Requisition: 12{Y012483

Wew; Title: SAF process improvement v, Jan 19-19, 2092, Pi. Jason Valdes

Requisition: 12X(Y012487
New Title: SAF process improvement v, Jan 18-16, 2012;

Requisition: 12XY012486
New Title: SAF process improvement v3, Jan 18-18, 2012;

PI. Jason Valdes

PI: Jason Valdes

Requisition: 12012485

Wew; Title: SAF process improvement v2, Jan 19-16, 2012, P Jason Valdes

=] 12800003

Quick Links

About the Enhancements in This Release
Acquisition Central

Acquisition Guidance

Bio-preferred Shd

Contract Checklist for Using ARRA Funds
Department of Energy Acquisition Reg.
Department of Energy FA Regulations
DOE Strategic Sourcing Instruments

Dol National Preaward Registry

Dol VETS100 Database

EPEAT

Federal Acquisition Regulation

Federal Audit Clearinghouse

Federal Buginess Opporunities

Financial Assistance Guidance

Grants gov

GSA Advantage!

NAICS Codes

Products and Senice Codes Manual
UNSPSC

Compusearch

Document;

1. Log into STRIPES and go into you Inbox to approve the initial SAF requisition.

© sTRIPES

Inbox

Ut E

For Approval

REZR

For Review
Courtesy Copy
Approved
Disapproved
Reviewed
Provied
Completed
Motifications
Task List
Bypassed
Return To Home

(4r4)

(61 8)

& Warin Leslie Rudion 12XY012487

mher

REQ

Document Type

Received

01723112 10:55 A

2. Click on the requisition number to open it.
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© sTRIPES

Requisition Requisition Number 123Y012487 Stage Requisition Mumber of ltems: 1
Version: |BASE-Pending Net View OF Total Amount. $1.00

hlain —e Commitment $0.00

Zeneral

Additional Info

General Infarmation

Owiner: Earn Leshe Eunion

Funds Tracking o
Project Requisition Date: 0141872012
Tesxt Requisitioner: Karin Leslie Funion Phone: 301-203-9133
Defaults Buyer:
Summary Source PPT Mame: (MNone)

terms Primary Product f Service Code: 0000

Wendors Primary Product f Service Code Description: Financial Assistance

Package Received Date: 01/15/2012

Security Classification: For Official Use Only

Print Security Classification to Cover Page and Clauses: No
Validatinns L =

0 Supporting Docs

Notice that the Commitment is $0.00 and the Total Amount is positive and reflects the intended
amount that will be committed. This is an indication that this is a SAF requisition; however, you'll need
to look at the accounting page of the requisition to verify that this is a SAF requisition.

@ sTRIPES B

Requisition Information
Requisition Mumber. 12XY012487 Description. KP160101
Version. BASE
[term Mumber 00001 Amount §1.00

Requisition

Return

Deelivery: (NONE)
Accounting
Account ID Accounting Code Amount Committed Unawarded
1 KP160101 §1.00 $0.00 $0.00
Percent: 100
Arnount: §1.00

Committed: $0.00
Committed Amount: $0.00
Unobligated: $0.00
Funds Type: Appropriated
Treasury Account Symbal: 89-0222
Pragrarm Mame: GENERAL SCIENCE AND RESEARCH ACTIVITIES, OPERATING
Includes Recavery Act Funds: Mo
I Subject to Availability of Funds: Yes I
Payment Office:
Accounting Code: KP160101
Fund 00500
Appr Year2012
AllotteeB1
Reporting Entity 481037
Object Class 41000
Program 2924200
Project 0000000
WFO 0000000
Local Use 0000000

The screen shot above displays the accounting page of this requisition. The “Subject to Availability
Funds” field is marked as “Yes”.
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READ INETRUCTIINE ON NEXT PAGE

FROCUREMENT REQUEST M.

R EQUISITION

REQUISITION DATE
. RAME, PHONE NUMEER, AND ROUTING SYMEOL OF PERSON TO CONTACT 117182012
JASON VALDES/301-503-1186 STl Ee e
3 ORIGIMATING OFFICE DATA

Office of Science (SC-23, BER)

2 TYSE OF REQUEST (Check one)
& [eluew RecuesT
5.[ JcHansETo
FENDING PR NO.

4. ADDITICNAL INFORMATION (Sugpested supply sources, sacurity data, efc. )

c.[Juooimcanion To

CONTRACT OR
ORDER MO,
5. APPROVALS 5. CONZIGMEE AND DEZTINATION
T Ty T i~y CE OF SCTENCE - CHTCLED
e — F-;tTE: aTE h"L':TEF-' Au;::ml- :.:FE'I'_,E_ QF SCIEHCE CHICREZO
1A E e e vt 5y US DEPRRTHMENT OF ENERZ

(1) AUTHORITED RECLISTIONER QFFICE QF ACQUISITICOM ASS5IS TARCE
Farin Runion sC 0172372012
2

inancial Interface COTS 0172372012
) 7. DATE[S) REQUIRED
Ramona MNykodem CH 01s23/2012
(4} & GOVERMMENT FURNIEHED FROPERTY

I:IYEG EI\‘C 10y " nd b B OF METSIONE OF Ml PG
9. DESCRIFTION OF ITEMS OR SERVICES
ITEM M. ITEM OR EERVICE (Irlute Spacifio o and Sl blntion) SUANTITY | UNIT ECTIMATED ST
. B oW BAECAINT
15 (Bl iz o [ ]
Sezc Clearanc
00001

Byailakility of Funds Clause in

In addition, the printed PDF copy of the requisition will also indicate that this is a SAF requisition.

Approving and Amending a SAF Requisition 7 01/24/2012
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Stage: Requisition
Met View: Of

© sTRIPES
Requisition Requisition Mumber: 12XY012487
Version | BASE-Pending +
hain
Additional Info General Infarmation
Funds Tracking o Owiner:
Project Requisition Date:
Text Requisitioner:
Defaults Buyer:
Summary Source PRT Name:
ltems Primary Product f Service Code:
Vendors Primary Product / Service Code Description:
Package Received Date:
§s ing D Security Classification:
L.Jpp? NG Loes Frint Security Classification to Cover Page and Clauses:
VElleETens Includes Recovery Act Funds:
Ceate Hicton

Mumber of ltems: 1

Total Amount: $1.00
Commitment. $0.00

Kann Leshe Funion
01/18/2012
EKarin Lesle Runion

Fhone: 301-503-9135

{Mong)

0000

Financial &ssistance
01/19¢2012

For Official Use Only
e

e

3. Once you have completed reviewing the requisition, click the Approve button.

Mumber of ltems:; 1
Total Amount $1.00
Commitment. $0.00

Approval Password |"uuuuu

© sTRIPES
Requisition Information
Requisition Mumber, 12XY012487 Status: Pending
!9 Yersion, BASE Stage: Requisition
Click Net View Off
Mark
Approved
to confirm Approve Document
approval.

Comments (Up to 4000 characters)

Mark Approved

) (el

4. Enter your approval password and then click the Mark Approved button.

The SAF requisition will pass financial validation in the STARS system since it is being sent over with
zero dollars. Once the SAF requisition is released by STARS it will be assigned to the appropriate CS
for processing. These procedures allow the requisition to be created and approved in STRIPES

before funding is available.

The second part of this guide will walk you through amending the requisition to put the money back

on after the funds have been updated in STARS.

Approving and Amending a SAF Requisition 8
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PART 2: Amending

Welcome

Inbox

Documents
Create
Open

|oued s$930Y

There are 171 unread messages in your inbox.
Click here 1o view.

Recent Documents
Reguigition: 12xY012503
New; Title: SAF process improvement vi0, Jan 19-20, 2012; Pi: Jason Valdes

Requisition: 12XY012500
New Titie: SAF process improvement vi0, Jan 79-20, 2012; PI: Jason Valdes

Requisition: 12:(Y012495
New Title: SAF process improvement v8, Jan 18-19, 2012, PI: Jason Valdes

Requisition: 12:Y012491
New; Title: SAF process improverment w8, Jan 19-19, 20M2; PI: Jason Valdes

Requisition: 12XY012490
New; Titie: SAF process improvement vi, Jan 18-19, 2002, PI: Jason Valdes

Requisition: 12:Y012489
New Title: SAF process improvement vB, Jan 18-18, 2012, PI: Jason Valdes

Reguisition: 12xY012438
New, Title: SAF process improverent v5, Jan 19-19, 2012; PI- Jason Valdes

=} itinn: 129001240

Help | My Profile | Sign Out

Docurnent: |

Quick Links

About the Enhancements in This Release
Acquisition Central

Acquisition Guidance

Bio-preferrad S

Contract Checklist for Using ARRA Funds
Department of Energy Acquisition Reg.
Department of Energy FA Regulations
DOE Strategic Sourcing Instruments

Dol Mational Preaward Registry

Dol VETS100 Database

EPEAT

Federal Acquisition Regulation

Federal Audit Clearinghouse

Federal Business Opportunities

Financial Assistance Guidance

[

5. Open the SAF requisition that needs to be amended.

© sTrRIPES
Requisition

Ilain
Additional Info
Funds Tracking
Project
Text
Defaults
Summary
ltemns
Yendors
Package
0 Supporting Docs

Walidatisne

Requisition inieination
Requisition Number, 12X¥012487
—e ersion | BASE-Released v

Owner:

Requisition Date:

Requisitioner:

Buyer:

Buyer Assign Date:

Source PPT Mame:

Primary Product / Service Code:

Primary Product/ Service Code Description:
Received Date:

Security Classification:

— Stage: Award
Met View: Of

Mumber of ltems: 1

Total Amount. $1.00
Commitment: $0.00

Karin Leslie Funion
01182012

Earin Leslie Eumon
Warren Riley
0172372012

{Mone)

oo

Financial Assistance
01/1%9/2012

For Cfficial Use Cnly

Phone: 301-903-9135
Phone: £30-252-2485

Notice that the requisition is in a Released version and that it has gone into the Award stage.

6. Click the Amend button.

© sTrRIPES

iendment

Amendment Number; [000001

7. On this screen click Create.

Approving and Amending a SAF Requisition 9
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©OstrPes  REESK i " enum H

Requisition Mumber: 123¥012487 Stage: Amended Requisition Mumber of Iterns: 1

Requisition
— Yersion: | 000001-In Progress v Met View On Total Amount $1.00
hlain —& Commitment $0.00

General

Additional Info

General Infarmation

Owner Ramona F- Mykodem

Funds Tracking

Project Requisition Date: |01/23/2012 &

Text Redisitioner: |RUNIONK [=

Change Text

Defaults Buyer. |RILEYW |

o ary Buyer Assign Date: (01/23/2012
Originating Office: (00203 | (Eait] ()

Wend

ereere Primary Product / Service Code: |0000 |E]
Fackage -

Received Date: |01/19/2012 &

Supporting Docs

Security Classification: |For Official Use Only v|
Print Security Classification to Cover Page and Clauses. O

Yalidations

Broiita Hictone

You have now created the first amendment to the requisition but the commitment still displays zero.
You need to complete the steps to add the commitment.

8. Click the Items menu option.

©srres K = or
Requisition Requisition Number: 12X¥012487 Status: In Progress MNumber of ltems: 1

—_— WYersion: 000001 Stage: Amended Requisition Tatal Amount. $1.00
Vi Met Wiew: On Commitment: $0 00
Vendors ltems

Opti

Package Description Hom Status Quantity Amount Version Action
Supporting Docs ﬂsmm Itern Active §1.00 BASE  Add
Validations s
Route History
Status History
Motifications
COwnership
Mavigator
Return to Home

9. Click on the item number.

Approving and Amending a SAF Requisition 10 01/24/2012

SCMS Rev. 2.4/BUD_Exh6.pdf 10 of 17 (03/2012)



Quick Guide — Approving and Amending a SAF Requisition

© sTrIPES
Requisition Requisition Number, 123Y012487 [term Mumber 00001
T pemhumber |
[General ]

Additional Info
Ship To f Acct

Text [termn Mumber: 00001

ltemn General

of 1

Mot on current amendment.

Summary LUMNSPSC (MNone)
Walidations Description: [KP160101
Return

Calculate By Percentage: No
Qualifier: By Dollars
Lnit of Issue:
Quantity:
Lnit Price:
Amount. 1.00

10.Click the Modify button.

First [P
© sTrRIPES First
Item Information
Requisition Requisition Mumber: 123Y012487 [tern MNumber 00001
ltern Number: | [GoTo]

Additional Info
L Ship Tof Acct )

Itern General

of 1

Text lterm Number:
Summary
. UNSPSC: |
Validations L
Description: [KP160101
Return

Calculate By Percentage: [J
Qualifier: | By Dollars v|
Unit of Issue: |:|
Quantity:
Unit Price:
Amount: |1.00 |

11.Click the Ship To / Acct menu option.

Approving and Amending a SAF Requisition 11
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0 STRIPES Frevious

Iterm Information

Requisition Requisition Mumber: 12XY012487

[term Mumber: |

[ GoTo |

>eneral
Additional Info

| Ship To/ Acct |
Text Ship To [ Accounting
Summary Select Ship To ID

Eeturn

Ship To Mark For
Walidations a 1 060071

ltem Mumber 00001 of 1

Quantity Amount Deliver By
$1.00  (NONE)

12.Click the Ship To code.

@ sTRIPES

Reguisition Information

Requisition Number. 123(Y012487 Description: KP160101
i Version: 000001

Itern Number 00001
Click Submit
to save
your data wcgtion J Accounting Detail

— ShipTe-1

Amount. $1.00

Ship To:[osoo1 Mark For.|

&R0

DefveryDate | E10R Days Alter [ Aviard

| \

Accounting

Account  Accounting Code

KP1B0101 00500 2012 61 481037

Fund Appr Year Allottee Reporting Entity Object Class Program Project WFO

LocalUse Project Number

Task Humber Amount Committed Unawarded

41000 2524200 0000000 DODO000 0000000 (Mane) (Maone) $1.00 $0.00 $0.00
13.Click on the Account ID number.
Approving and Amending a SAF Requisition 12 01/24/2012
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©sTRIPES [7

Requisition Information

Requisition Mumber: 12XY012487 Ship To Code: 06001

8 Wersion: 000001 Itern: 00001 Ship To Valus: §1.00
Click Submit

to save

your data Accounting Infarmation Detail

Chject Clags 41000
Program 2924200 |
Project (0000000 |
WEQ |0000000 |
|

Lacal Use [0000000

Percart
Amount

Committed Amount | ‘

Funds Type: Appropriated
Treasury Account Symbol: 89 -0222

Program Name: GENERAL SCIENCE AND RESEARCH ACTIVITIES, OPERATING
Includes Recovery Act Funds: Mo

Sublectto Avallabilite of Funds; %

Unobligated:

Project Mumber: ‘ ‘
Task Number ‘ ‘
Payment Office: 00504 |[Ear] ()

P i—
Calculatel | [ suomit | [JCancel |
s S

14.Scroll down to the bottom of the page.

IMPORTANT: When you first open this page the “Subject to Availability of Funds” box will be
checked

15.Uncheck the “Subject to Availability of Funds” box then click Submit.

©sTRIPES
Reguisition Information
Requisition Number, 12XY012487 Description: EP160101
1 Version: 000001
[tern Mumber 00001 Amount: $1.00
Click Submit
to save
your data unting Detail
—_— ShipTe-1
Ship To' (06001 Wtark For:| | [Esit) (]
Amur
DobveryDats || 0 @0R Days e [Averd [ —

Accountig

Account  Accounting Code Fund  ApprYear Allottee Reporting Entity Object Class Program Project WFO
D

Local Use Project Humber Task Number Amount Committed Unawarded

il KP1E0101 00500 2012 61 481037 41000 2924200 0000000 0000000 0000000 (Mone) (Mone) $100 §$1.00

§1.00

16.Click Submit again.

Approving and Amending a SAF Requisition 13
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© sTrRIPES
ltern Infarmation

Requisition Requisition Mumber. 123Y012487 [tem Mumber 00001 of 1
ltern MNumber: | | l Go To ]

General

Additional Info
| Ship To/ Acct |

Text Ship To fAccounting
Summary Select Ship ToID Ship To Mark For Quantity Amount Deliver By
Validations [ }] 1 06001 $100  (NONE)

17.Click Return.

2

mber: 12XY012487 Status: In Progress Mumber of fterms: 1
Wersion: 000001 Stage: Amended Requisition Total Amount. $1.00
Main Net Wiew: On Commitment: $1.00 #————

I ——
Yendors

Option
Item Description ltem  Status Quantity Amount Version Action

Supporting Docs 00001 KP160101 Itern Active $1.00 000001 Edit
Yalidations Total ltems: 1

Raute History
Status History
Motifications

Zenumber | Chang

© sTRIPES

Requisition

Package

Owinership
MNavigator
Return to Home

You have now added the commitment amount to the requisition and are ready to validate the
information in STRIPES and STARS.

18.Click the Validations menu option.

Approving and Amending a SAF Requisition 14 01/24/2012
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© sTrRIPES

guisition Information

Requisition Mumber. 12XY012437 Status: InProgress MNumber of ltems: 1
Wersion: 000001 Stage: Amended Requisition Total Amount. $1.00

Nl Met Wiewr On Commitment $1.00

Requisition

ltems

STRIPES Validations
Yendors

Fackage

Supporting Docs

L Click here to continue to Financial Validations
Walidations

STRIPES Validati

Route History

No Errors Found

Status History
Motifications
Owinership
Mawigator
Return to Home

19.When the STRIPES validations have completed click on the Financial Validations hyperlink.

© sTrRIPES [7

Requisition Information

Requisition Mumber 12XY012487 Status: InProgress Mumber of ltems: 1
Wersion: 000001 Stage: Amended Requisition Total Amount: $1.00

Mt View: On Commitment. $1.00

[tems

Requisition

Financial Yalidations

No Errors Found

Wendors

Package

Supporting Docs

Yalidations

STRIPES Walidati

| Financial Validati:

Route History

Status History

Motifications

Owinership
Mavigator
Return to Home

20. After completing both validations click on the Main menu option.

Approving and Amending a SAF Requisition 15 01/24/2012
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© sTrRIPES
METT]
Requisition Requisition Mumber: 123{Y012487 Stage: Amended Requisition Mumber of ltems: 1
yersion: |000001-In Progress v Met View: On Total Amount. $1.00

hain Commitment. $1.00

Additional Info General Information

Funds Tracking Owner: Ramona F. Nykodem

Project Requisition Date; |01/23/2012 &

Ei}{t - Requisitioner: |RUNIONK (]

ange Text

Defaults Buyer: |RILEYW |

Sumrmary Buyer Assign Date: |01/23/2012
fems Originating Office: |00203 |[Eait] ]
Vendors
Pack Primary Product f Service Code: 0000 (]

ackage -

Supporting Docs Received Date: |01/1972012 7
Walidations Security Classification: | For Cfficial Use Only v|
Route History Print Security Classification to Cover Page and Clauses: [J
Status History Includes Recovery Act Funds: Mo
Motifications
Owinership
Mawigator
Return to Home

STRIPES has been configured so that you can “Self Approve” these amendments.

21.To approve this amendment click the Self Approve button.

© sTRIPES

guisition Infarmation

Requisition Number: 12x3%0124587 Status: In Progress Mumber of ltems: 1
Wersion: 000001 Stage: Amended Requisition Total Amount. $1.00

o Met Yiew: On Commitment. $1.00

Requisition

ltems

STRIF ions

Yendors No Errors Found

Package

Supporting Docs A ) }
Click here to continue Approving the document
Validations

STRIPES Validat

Route History

Status History
Maotifications
Owinership
Navigator

Return to Home

The amendment goes through one last STRIPES validation.

22.Click on the hyperlink to continue.

Approving and Amending a SAF Requisition 16 01/24/2012
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© sTrIPES 7
Requisition Information
Requisition Mumber: 12x¥012487 Status: In Progress Mumber of ltems: 1
37 Yersion: 000001 Stage: Amended Requisition Total Amount. $1 .00
Click Met Wiew: On Commitment. $1.00
Mark
Approved
to confirm Self Approve Docurment
approval.

Approval Password:. | eessssssssss

Comments (up to 4000 characters):

hark Approved Cancel

23.Enter your approval password.
24.Click the Mark Approved button and return to the STRIPES homepage.

This concludes the process needed to place the commitment on the SAF requisition. Once the
amendment is released by STARS a notification will be sent to the original CS and it will be
automatically assigned back to him/her to finish processing the award.

Approving and Amending a SAF Requisition 17 01/24/2012
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